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INTRODUCTION

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

All employment with Rains County is at-will, and no contract of employment exists
between the County and any individual for any duration, either specified or non-specified.
The County or the employee may terminate the employment relationship at any time for
any legal reason or no reason, either with or without notice. The County also retains the
right to change any condition, benefit, policy or privilege of employment at any time, either

with or without notice.

No employee manual can anticipate every circumstance or question about guidance. As Rains
County continues to grow, we may supplement or rescind any policy/guidance or portions of the
manual from time to time, as appropriate, in its sole and absolute discretion. As such, this manual
in no way creates any type of contract between the County and the employee — it is for
information and guidance purposes only. Employees will, of course, be notified of such changes
to the manual as they occur.

Each Elected Official is charged with running their office as they deem appropriate in accordance
with law.

Consequently, each Elected Official may or may not subscribe to all provisions within this manual
and may apply different policies and guidelines to their office and personnel.
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COUNTY ELECTED OFFICIALS/DEPARTMENT HEADS

Human Resources Department will schedule all pre-employment physicals and alcohol/drug
testing. Before employment begins with Rains County, all required documentation shall be on file
with the Human Resources Department.

1. Pre-employment physical and alcohol/drug testing
2. Personnel data as required by Human Resources Director. (see checklist)
3. Road and Bridge Employees

A. CDL - Alcohol & Drug Abuse Policy
(signed employee notification letter for required CDL driver)

B. Request/Consent for information from previous employer on alcohol & controlled
substances testing.

4. Copy of current driver's license. (Sheriffs Department, Jail Administrator, Road & Bridge
employees, Litter Abatement Officer, Custodian or employees designated to drive courier vehicle).

5. Documentation to Human Resources of applicant’s driving record.

ALL ORIGINAL EMPLOYMENT APPLICATIONS ARE TO BE KEPT ON FILE IN THE HUMAN
RESOURCES OFFICE AND RETAINED BY THE COUNTY FOR A PERIOD OF TWO (2) YEARS.

Effective June 15, 2005 4



WELCOME

Welcome to employment with Rains County. We hope you will take pride in being a County employee and
you find public service a challenging and rewarding career.

Rains County taxpayers expect quality services from County Government. As such, our objective is to
provide the best possible service to County Citizens in a fair, efficient, and courteous manner. How well you
do your work and how you conduct yourself on the job are subject to public scrutiny and approval. Your
personal contact with local citizens may be the only basis on which the County Government is judged.

This Manual was developed to describe some of our expectations of our employees and to outline the
policies, programs, and benefits available to eligible employees. The policies and procedures set forth in
this personnel manual are not a binding employment contract. These personnel policies and procedures
have been adopted by the Commissioners’ Court, and are subject to regular review, and may be updated or
changed from time to time without prior notice.

Employees should familiarize themselves with the contents of this Manual as soon as possible, for it will
answer many questions about employment with Rains County. Other County Elected Officials and
Department Heads may have additional supplemental policies governing their employees. Be sure to check
with your Department Head to see if any additional policies apply to you. The County Treasurer has been
designated by the Commissioners’ Court as the Human Resources Director. All references in this Manual to
the Human Resources Department shall mean the County Treasurer's Office. If you need more details on
the Countywide Policies and Procedures, please contact the County Human Resources Department or the
department in which you have a specific question.

Again, welcomé! We hope your experience here will be challenging, enjoyable, and rewarding.

Sincerely,
Commissioners’ Court

Approved By:

Commissioners’ Court
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STATE OF TEXAS

COUNTY OF RAINS

wn W W

RESOLUTION

WHEREAS, Rains County Officials desire to have a comprehensive Personnel Policy and Procedures
Manual for their employees and;

WHEREAS, the new Personnel Policy and Procedures Manual will help Rains County comply with current
employment laws and standards, and;

WHEREAS, the new Personnel Policy and Procedures Manual will allow for the implementation of a more
effective County Government benefiting the citizens of Rains County through more efficient standards, and,;

REAS, the followi

eonfained tHerein,
" ' /’

ng Elected, Officials and Department Heads agree to abide by and, fully implement
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V' County Treasurer

Road & Bridge Administrator
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District Clerk

County/District Attorney
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Justieg of the Peace
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ension Agent
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“ " County Librarian

WHEREAS, any and all previous personnel policy manuals, implied policies, informal policies, verbal
policies and written contracts whether known or unknown, are hereby rescinded and declared null and void.

WHEREAS, each Elected Official is charged with running their office as they deem appropriate in
accordance with law. Consequently, each Elected Official may or may not subscribe to all provisions within
this manual and may apply different policies and guidelines to their office and personnel.

NOW, THEREFORE BE IT RESOLVED, that on this 28th day of April, 2005 the Rains County
Commissioners’ Court does hereby adopt, accept and place into effect this manual called the Rains County
ersonnel Policy and Procedures Manual which shall be in effect from this day forward until rescinded or
ended by official grdeP or resolution of the Rains County Commissioners’ Court.

-

oumf Clerk




ABOUT RAINS COUNTY GOVERNMENT

Rains County government organization is established by the Constitution of the State of Texas and by state
statutes. Its operations are governed by state and federal law and by actions of the Commissioners’ Court.

COMMISSIONERS’ COURT

The Commissioners’ Court consists of four (4) County Commissioners; each elected by the voters of a
Commissioners’ Precinct, and County Judge, elected by all of the voters of the County. Officials are elected
for a four-year term of public service.

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

Sets the tax rate

Adopts the annual budget

Approves new programs or changes existing ones
Adopts regulations and policies

Approves and manages County facilities

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

COUNTY OPERATIONS

County operations are conducted through departments; each administered by an Elected Public Official or
an appointed Department Head.

INDEPENDENT ELECTED OFFICIALS
While the Commissioners’ Court has the wider range of authority, in some areas, state law gives greater

authority to other Elected Officials. These Elected Officials are directly responsible to the voters for
performing the duties assigned to their offices. )
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10.

11.
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CODE OF PERSONAL CONDUCT: (SERVICE TO THE PUBLIC)

Remember that we are here to serve the people of Rains County.
Our responsibility is to provide fair, efficient service in a courteous manner.
Strive to learn all and stay informed about the activities of the County.

Be a good and sincere listener; our visitors and callers want us to understand and care about their
problems.

Help others get their problems solved in the most efficient manner, even if the problem must be
referred to another employee or department.

Write down all of the information you will need to complete a task for a citizen, including the date
and time of a call or request and the telephone number or address where the person can be
contacted.

Fulfill all promises you make. If you cannot complete a promised task as anticipated, get back in
touch and explain the circumstances.

Respect the dignity of every individual; try honestly and sincerely to see the other person’s point of
view; speak kindly to and about others; avoid arguments; and be friendly.

Be punctual in your work and for appointments.

Make suggestions to your Department Head about ways we can improve our services to the citizens
of Rains County or can get our work done in a more efficient manner.

Dress and appearance must be appropriate to our job. Expensive clothes are not necessary, but a
neat, orderly appearance is important.

County employees are trustees of public funds. Please conserve County money, time, and
equipment as if it were your own.

Finally, public service not only requires that we obey the law, but it is also important we avoid even the
appearance of any improper action or of using our official position to gain any personal advantage.

Effective June 15, 2005 8



1.00 PERSONNEL POLICIES

1.01 IMPLEMENTATION

The Human Resources Director shall be responsible for the administration and implementation of
these personnel policies.

1.02 DISSEMINATION

1. Master Personnel Guidance Manual, which contains the original of all personnel policies in effect
for Rains County, shall be maintained in the Human Resources Department. Questions regarding
guidelines outlined in this manual should be referred to Human Resources or the department
referenced in that area.

2. Copies of the complete Personnel Guidance Manual shall be made available to each employee and
their acknowledgement of receipt returned to Human Resources.

3. All employees shall have the right to review the Master Personnel Guidance Manual.

1.03 PURPOSE

1. The policies do not create a contract, nor are they to be construed to constitute contractual
obligations of any kind or a contract between Rains County and any of its employees. These
provisions have been adopted and developed at the discretion of Commissioners’ Court and,
except for the policy of employment-at-will, may be amended or canceled at any time, at
Commissioners’ Court sole discretion. Any deletions, amendments, revisions, or additions to the
policies must be approved by Commissioners’ Court.

2. This guidance manual supersedes any and all personnel policies previously adopted, individually or
as a set of guidelines, by Commissioners’ Court. In addition, to these Personnel Guidelines,
Elected Officials and Department Heads may establish departmental rules and regulations that
relate specifically to their departments. Departmental rules are important and employees must
comply with them. If there is a conflict between a departmental rule or guideline and these policies
or any future amendments to these guidelines, as amended will prevail.

3. These personnel guidelines apply equally to all employees of Rains County, unless law or the
terms of these guidelines specifically exempt a class of employees.

1.04 NATURE OF EMPLOYMENT

Employment with Rains County is an “At-Will" status. The employee may resign at any time, with
or without cause. Similarly, Rains County may terminate the employment relationship at any time,
with or without notice or reason, as long as there is no violation of applicable federal or state law.

1.05 BUDGET AUTHORIZATION

If the department’s budget does not contain a line item or position for employee salaries, the
Department Head must first obtain authorization from the Commissioners’ Court prior to hiring any
employee(s). Prior coordination with the Human Resources Department regarding salary is
required.

1.06 POSITION ANNOUNCEMENTS

1. Department Heads shall send notice of any position openings for which there will be competitive
consideration to the Human Resources Department. Human Resources will notify County
employees and/or the general public of vacancies by posting a notice in a central place in the
County Courthouse Annex, and by publishing notice in the local newspapers for two (2)
consecutive weeks. The publication notice will be waived by the Commissioners’ Court in case of
emergency. (Note: applications for Reserve Officers will be accepted at any time.)

2. The normal (minimum) length of posting time during which applications will be accepted is ten (10)

working days. From time to time, as it deems appropriate, management may fill jobs or make
promotions without posting notices. Any position posted may be closed or extended at any

Effective June 15, 2005 9



particular time during the advertisement period, at the discretion of the Elected: Officials or
Department Heads of Rains County.

1.07 METHODS OF RECRUITMENT

There are six (6) methods of recruiting persons to fill vacancies within the County: (1) promotion from
within; (2) transfer from within; (3) public announcement; (4) referral from a job training program; (5)
selection from a valid current eligibility list for which recruitment was conducted within the preceding
ninety (90) days (one-hundred and eighty (180) days for Sheriff Department deputies), and (6)
occasionally fill some positions without posting due to short notice/emergency requirements. The
Department Head determines the method of selection to be used in filling each vacancy.

1.08 MEDICAL EXAMINATIONS, ALCOHOL/ DRUG TESTING, PRE-EMPLOYMENT REQUIREMENTS

1.

Medical examinations and alcohol/drug testing to show no trace of alcohol/drug dependency or
illegal drug use shall be required on all positions being filled. Only after a conditional offer is made
to an applicant entering a position requiring a medical examination and alcohol/drug test will be
completed at the County’'s expense by a health professional of the County’s choice.
Employee/applicants will not be placed on the County payroll until they have completed/passed the
physical and alcohol/drug test examination.

Prospective employees for law enforcement positions (Peace Officer, Corrections Officer or
Communications Officer) will be tested by a licensed physician and declared in writing by the
physician to show no trace of alcohol/drug dependency or illegal drug usage. Additionally, they will
also be examined by a licensed psychologist or psychiatrist and be declared in writing by the
psychologist or psychiatrist to be in satisfactory psychological and emotional health.

The offer of employment is contingent upon satisfactory completion of the medical exam,
alcohol/drug test, and psychological exam for Sheriffs Department. Personnel who require a
physical or psychological examination will not be allowed to start work until their exams are
received showing that they have been cleared for duty by a competent medical authority. All
information of an employee’s medical condition or history will be kept separate from other
employee information and maintained confidentially in Human Resources. Access to this
information will be limited to those who have a legitimate need to know.

1.09 PRIOR SERVICE WITH THE COUNTY

1.

New hires with prior service with the County may be considered for appointment above the
customary entry salary level. Employees rehired to fill regular full-time positions with the County
may receive credit for their prior length of service as regular full-time employees only if the break in
service is 365 days or less. A break in continuous service with the County forfeits all vacation and
health leave benefits accrued prior to the break. A previous hire returning to work in the County
may buy back pension credits in accordance with retirement system rules (contact Human
Resources for more details).

Rehired employees with break in service of 365 days or less will receive reinstatement of sick leave
accrual in the amount of accrual at the time of separation from County employment.

1.10 PERFORMANCE EVALUATION

Formal performance evaluations will be rendered once-a-year on all non-elected employees,
regular (full/part-time) and temporary (full/part-time) employees, who have at least six (6) months of
employment as of report close out date. Employees will have an evaluation rendered with a close
out date of September 1*. Department Head and employees are strongly encouraged to discuss
job performance and goals, strengths and weaknesses, and problem areas on an informal day-to-

day basis.

1.11 STARTING WAGE

Starting wages will be based on current budgeting.

1.12 PROMOTIONS

A promotion recognizes advancement to a higher position requiring higher qualifications and
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