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INTRODUCTION: 

 This Employee Manual describes certain employment related policies of Brush Country 

Groundwater Conservation District (“the District”).  These policies are for guidance purposes 

only and do not create any contractual or other rights.  The District reserves the right to modify, 

amend, terminate, change, disregard, and deviate from any policy as it deems appropriate in its 

sole discretion. 

 Please direct any questions you might have about any of the District’s policies to your 

immediate supervisor or to the Board of Directors at the District Office located in Falfurrias, 

Texas. 
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1.0 EMPLOYMENT 

1.1 EMPLOYMENT AT WILL 

 

 You and all other employees of the District are employed at-will.  As such, you 

are free to resign at any time for any reason or without reason.  Likewise, the District 

is free to terminate your employment at any time with or without notice or cause.  

Nothing in this manual or any other document that may be provided to you is 

intended to be, or should be construed as, a guarantee of employment, as changing 

your status as an at-will employee, or as creating any contract terms or contract of 

employment.  Thus, for instance, any salary figures provided to you in annual or 

monthly terms are for convenience only and are not intended nor do they create 

employment contract in any manner.  

 

 Only a written contract signed by the District Board of Directors can alter your at-

will employment status. 

  

1.2 EQUAL OPPORTUNITY STATEMENT 

 

 You, and all other employees of the District, are afforded equal employment 

opportunity regardless of race, color, sex, age, national origin, religious preference, 

disability, sexual orientation, gender identification or expression, genetic 

information, military status, or other legally protected status.  This policy of non-

discrimination applies to every aspect of the employment relationship including 

recruitment, selection, placement, training, compensation, benefits, education, 

promotion, transfer, discipline, and termination. 

 

 If you have been subjected to discrimination or witnessed it, you should report it 

to the supervisor or the Board President.  Investigations will be conducted and 

disciplinary action up to and including termination of employment will be 

implemented.  All employees are required to participate in any workplace 

investigations.  Retaliation for reporting discrimination or participating in 

investigations is prohibited. 

 

1.3 EMPLOYMENT ELIGIBILITY 

 

 In addition to satisfying the District’s pre-employment requirements as discussed 

below, under the Immigration Reform and Control Act of 1986 (IRCA), The District 

is required to verify that newly hired employees are eligible to work in the United 

States.  As such, The District shall require documentation to support an applicant’s 

representation that they are eligible to work in the United States. 

 

1.4 NEPOTISM PROHIBITED 
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 The hiring of employees shall not violate the laws against nepotism as contained 

in the Texas Government Code, Chapter 573 or other applicable laws, The state 

nepotism statute is applicable to all persons authorized by law to make hiring 

decision for the District (the District General Manager). Relatives who come withing 

the second degree of affinity (marriage) or third degree of consanguinity (blood) of 

the General Manager cannot be hired by the District.  Moreover, because the 

District’s Board of Directors have authority to appoint the General Manager, this 

employee may not come within the proscribed degree of affinity or consanguinity of 

any member of the Board of Directors.  If an individual is already employed with the 

District prior to the appointment or election of a covered relation, then continued 

employment with the District will depend upon how long the individual was 

employed prior to the election or appointment, and whether it is possible for the 

person with hiring authority to recuse him/herself from decisions affecting the 

employees employment, as detailed in Chapter 573.062 of the Texas Government 

Code. 

 

1.5 PRE-EMPLOYMENT REQUIREMENTS 

 

 The employment application, and other forms completed at the time of 

employment, are a permanent part of your personnel record.  Any misrepresentation 

of facts or any misstatement made on these records are grounds for disciplinary 

action up to and including termination.  

 

 Depending on the position held, requirements for employment may include, but 

are not limited to: 

 

a.  Job application; 

b. Skill and aptitude test; 

c. Reference checks; 

d. A drivers license valid in resident state; 

e. Proof of insurability (automobile); 

f. Completed W-4 form; 

g. Proof of appropriate educational requirements and/or experience; 

h. Completed I-9 form; 

 

  Periodically, these requirements will be amended to comply with applicable state     

       and federal regulations. 

 

1.6 ORIENTATION/REVIEW PERIOD 

 

 Your first 90 calendar days of employment with the District are considered an 

orientation/review period.  During this time, you an the District will evaluate job 
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requirements and performance, District policies, and attitudes.  You and your 

immediate supervisor will make reviews of this period.  Where the working 

arrangement is not satisfactory to either party the employment relationship can be 

severed at any time.  Successful completion of the orientation/review period does not 

guarantee continued employment in any position and does not alter the at-will 

employment relationship between you and the District. 

 

1.7 NEW EMPLOYEES 

 

 As a new employee, you will be adjusting to a new job and your supervisor will 

be evaluating whether you can perform the job satisfactorily.  If you encounter any 

difficulty or have any questions, do not hesitate to discuss them with your supervisor.  

The fact that you are being evaluate does not alter you at-will employment 

relationship with the District whatsoever. 

 

1.8. EMPLOYEE CATEGORIES 

 

  A full-time employee is a person who has been employed for what is anticipated         

         to be a permanent position.  Such employee is scheduled to work forty (40) hours a   

         week. 

 

  A full-time employee is eligible for the benefits described in the section        

         “Employee Benefits.” 

   

  A part-time employee is a person who has been employed for what is anticipated    

          to be a permanent position.  However, such employee is scheduled to work less than 

          thirty (30) hours a well. 

 

  A part-time employee is not eligible for the benefits described in the section   

         “Employee Benefits.” 

 

  A temporary or contract employee is a person employed for a specific, limited   

        length of time or for the duration of a particular project.  

 

  All employees whether full time, part time, or temporary employees are “at will”   

        employees as described above.  

 

 1.9 ANTI-HARASSMENT POLICY 

 

a.  General Policy 

         The District fosters and is proud of its cooperative work environment in  

          which all individuals are treated with respect and dignity.                   

          The District believes that all employees should be allowed to work in an  
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        environment that is free of discrimination and              

        harassment, including that based on sex, age, race, color,    

        national origin, religion, disability genetic information, military or veteran  

        status, or any other prohibited ground.  The making of ethnic, racial, sexual,  

        religious or other improper remarks, joked, and comments or fostering   

                   animosity and tension through other conduct, does not belong in our   

        workplace and is strictly prohibited. 

b.  Sexual Harassment 

 

Sexual Harassment is strictly prohibited by the District.  Any employee – 

male or female – found to have engaged in any form of sexual harassment will 

be subject to disciplinary action, up to and including termination of 

employment. 

 

Sexual Harassment can include such things as unwelcome sexual advances 

and overtures, requests for sexual favors, sexually motivated physical contact, 

sexually motivated verbal or physical conduct; and the exposure to such 

conduct is either explicitly or implicitly made a condition of employment, is 

used as the basis for making employment decisions, or has the effect of 

unreasonably interfering with an individual’s work performance or creating an 

intimidating, hostile work environment. 

 

Examples of unwelcome sexual advances, propositions, or other sexual 

comments include: 

 

(1) Sexually oriented gestures, noises, remarks, jokes, or comments about a 

person’s sexuality or sexual experience directed toward or made in the 

presence of an employee who either indicates or can reasonably be 

assumed to consider such conduct to be unwelcome. 

(2) Preferential treatment or the promise of preferential treatment to an 

employee for participating in or promising to participate in some form of 

sexual conduct. 

(3) Subjecting an employee to unwelcome sexual attention or intentionally 

making performance of the employee’s job more difficult because of the 

employee’s sex. 

(4) Asking an employee for sex, on a date, other social involvement, when the 

request is based upon the employee’s sex, and the employee either 

indicates or can reasonably be assumed to consider such requests to ne 

unwelcome. 

 

c.  Remedial Action 
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        Any employee who violates this policy is subject to disciplinary action up to   

        and including termination of employment.  A non-employee who subjects an  

        employee to harassment in the workplace will be informed of the District’s  

        policy and appropriate action will be takin as determined by the investigation  

        of the complaint.  District representatives may make follow-up inquiries to  

        ensure that the harassment has not resumed. 

 

   

 

 1.10 OPEN DOOR POLICY 

 

      Although you are encouraged to make initial reports and complaints to your  

  supervisor, you may generally contact any member of the District’s management  

  team to discuss any problem or idea that you feel is significant enough and cannot 

  be handled through, or has not been handled by, the normal chain of command.   

  There will be no discrimination, retaliation or other reprisals because of your use  

  of the Open Door Policy, and if requested, the information discussed will be  

  treated as confidentially as possible; bearing in mind that all complaints of  

  harassment will be investigated and an investigation normally requires that some  

  information be disclosed to others.  

 

 1.11 JOB PERFORMANCE AND EVALUATION 

 

     An evaluation of your job performance will be conducted at the completion of  

  your first three months of employment.  Performance appraisals will be annually  

  thereafter.  A current performance and evaluation will be completed prior to any  

  major change in employment status.  The purpose of these evaluations is to  

  provide the opportunity for the General Manager an employee to discuss the  

  employee’s performance along with career goals and opportunities.  These  

  evaluations may not be for the purpose of salary adjustments.  The General  

  Manager will make recommendations to the Board of Director’s during the  

  budget review and approval process should any salary adjustments be in order. 

 

 1.12 PROMOTIONS 
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    The District seeks to hire or promote the individual best qualified for the   

  position. You are encouraged to prepare for advancement opportunities.    

  Employees are eligible to apply for available positions after    

  six months of service at the District and demonstrating the appropriate   

  background and qualifications necessary for the available position.  Below is a list 

  of some factors considered to determine if an individual is qualified for a position.  

  The items include but are not limited to: 

 

a.  Effectiveness in your present assignment; 

b. Qualifications for the position to be filled; 

c. Potential growth in the position to be filled; 

d. Attitude and cooperation toward the organization and your fellow workers; 

e. Attendance and willingness to accept challenges; 

f. Length of service with the District in relation to other candidates; and 

g. Conformance with District policies, procedures and safety regulations. 

 

   We hope that you will strive to improve your skills and increase your job 

responsibilities. 

 

 

 

1.13 RESIGNATION/TERMINATION 

 

    If you feel it is necessary to resign from your employment your supervisor 

 should  be informed as soon as possible.  Although we hope this action is a rare 

 occurrence, the transition will be smoother if a minimum two weeks’ notice be 

 given.  Because employees are “at will” two weeks’ notice is not required.  

 However, if able, to minimize misunderstanding, the notice of resignation should 

 be in writing (or email), specifying your reason for leaving and the date you plan 

 to leave, the District reserves the right to waive any notice period provided, in the 

 best interests of the workplace. 

 

1.14 PERSONNEL RECORDS 

 

    The District maintains a separate file for each employee which includes the 

 employment application and/or resume, indicates educational experience, and 

 contains experience records and other pertinent information.  Any records 

 containing personal health information will be kept in a secured confidential file 

 separate from the regular personnel file.  These records are used for complying 

 with government regulations, providing information for payroll deductions, 

 determining individual eligibility for insurance and other personnel related 

 matters. 
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    Maintenance to keep data up-to-date in the file is important to you and the 

 District.  It is the employee’s responsibility to notify the District General Manager 

 when changes are necessary.  Such information included changes in marital 

 status, numbers of dependents, address, telephone number and education. 

 

    The information contained in an employee’s personnel record is kept 

 confidential to the extent allowed by rules o the Texas Open Records Act.  

 Personnel records may be reviewed by a member o the Board of Directors in 

 the presence of the General Manager following authorization of the review by 

 the Board of Directors at a scheduled meeting of the Board.   Employee 

 individual records are available to ethe employee for review upon request, in 

 the presence of the General Manager. 

 

2.0 COMPENSATION 

 

 2.1 TIMEKEEPING 

 

     You are required to accurately record the time that you have worked each day  

  and each week, and to timely submit accurate, signed time sheets to your 

  supervisor.  All time that you spend performing work for the District must be  

  recorded and reported by you on your time sheets.  Failure to properly record and  

  report your actual time worked, and altering falsifying tampering with the time  

  records, and recording time on another employee’s time sheet, is strictly   

  prohibited. 

  

 2.2 OVERTIME 

 

     Due to the nature of this business, it is sometimes necessary to require   

  employees to work overtime.  Cooperation of all personnel in this regard is  

  expected. 

 

     Depending on whether your job is exempt or nonexempt and upon our job  

  classification, you may be paid for overtime.  Overtime work schedules must have 

  prior approval of the General Manager.  It is the responsibility of the employee to  

  make certain that overtime has been approved in writing, prior to performing  

  overtime work.  For purposes of calculating overtime for nonexempt employees,  

  the District’s seven day workweek begins at 12:01 a.m. on Sunday and ends at  

  midnight the flowing Saturday. 

 

     All executive, administrative, and professional employees who are “exempt  

  employees” are exempt from the overtime provision of the Fair Labor Standards  

  Act.  All “nonexempt employees” will be paid time and one-half for all hours  

  actually worked in excess of 40 hours per week.  Your exempt or nonexempt  
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  status will be reflected in your personnel file.  (Time off for personal reasons,  

  illness, holidays, etc. will not be considered as hours worked for purposes of  

  computing overtime.) 

 

 2.3 PAYDAY 

 

     Salaried employees are paid on a semi-monthly basis.  Payday is the 15th and  

  the last day of each month.  If a payday falls on a weekend or a holiday, you will  

  usually receiver your check on the workday preceding the weekend or holiday.   

  Each paycheck includes earnings for all work performed through the end of the  

  present payroll period and any overtime from the previous pay period.  If your  

  paycheck is lost after receiving it, report it to your supervisor immediately. 

 

     Hourly employees are paid on a biweekly basis (every two weeks).  Payday is  

  the Wednesday following the Friday which closes the pay period. 

 

     The District offers a direct deposit payroll system where all or a portion of your  

  check may be deposited in the bank of your choice.  The District encourages all  

  employees to use its direct deposit payroll system to eliminate delays caused by  

  United States mail service or the possibility of losing or misplacing your check. 

 

 2.4 ADMINISTRATIVE PAY CORRECTIONS 

 

     The District takes reasonable steps to ensure that you receive the correct amount 

  of pay in each paycheck and that you are paid promptly on the scheduled payday.  

  However, you are required to review your paycheck to verify that you have been  

  properly paid.  In the rare event that there is an error in the amount paid to you,  

  you should promptly bring the discrepancy to the attention of your supervisor or a 

  representative of the District Board, so that corrections can be made as quickly as  

  possible.  Overpayments will also be corrected in the next regular paycheck  

  unless this presents a burden to you or where there is substantial amount owed.  In 

  that case, the District will attempt to arrange a schedule of repayments with you to 

  minimize the inconvenience to all involved. 

 

 2.5 PAY DEDUCTIONS 

 

     Your payroll deductions are itemized on your payroll stub (see below for  

  explanations).  Review your paycheck stub carefully each payday and, if, at any  

  time, you have any questions about the amounts shown on your paycheck or how  

  they are calculated, you should contact your supervisor. 

 

     All deductions are made in accordance with the applicable laws and, when  

  required, your consent.  Tax withholding is based on the number of dependents  
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  you claim on your completed W-4 form.  You are responsible for its accuracy and 

  for updating the information when necessary. 

 

a.  Standard Deductions 

(1) Income Tax.  The amount withheld is regulated by federal law 

and depends on your base pay and the number of exemptions 

claimed.  All deductions are recorded on each check stub for 

your information.  On or before January 31st of each year, you 

will receive a withholding tax statement, “W-2”, showing your 

earnings and income tax withheld for the previous year.  

Review your W-2 and ensure that you do no need to make 

adjustments for the following year. 

(2) Social Security Tax.  Social Security Tax is deducted from 

your pay acc0rding to federal law.  Its payment is required by 

federal law and may entitle you to Social Security if and when 

you are eligible to receive such benefits.  The District matches 

the amount you pau in accordance with the law. 

(3) Medicare Tax.  Medicare Tax is deducted from your pay 

according to federal law.  Its payment is required by federal 

law and may entitle you to Medicare benefits if and when you 

are eligible to receive such benefits.  The District matches the 

amount you pau in accordance with the law. 

 

b.  Fixed Deductions 

    These deductions very by each employee and may include, for  

    example, deductions authorized for participation in the District’s  

    benefit plans that require employee contributions or court-ordered  

    child support payments. 

 

  2.6 GARNISHMENT OF WAGES 

 

      The District complies with applicable state and federal laws requiring  

   garnishment of wages.  A “garnishment” is a court order issued to an  

   employer to withhold funds from an employee’s wages or salary. 

 

  2.7 WAGE DEDUCTIONS FOR EXEMPT EMPLOYEES 
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      This policy applies when deductions are made from the wages of  

   salaried, exempt employees only.  Deductions from accrued leave banks  

   are allowed in partial or full day increments and are not covered by this  

   policy. 

 

      Exempt employees paid on a “salary basis” are those who regularly  

   receive a [redetermined amount constituting all or part of the employee’s  

   compensation, which is not subject to deduction due to variations in the  

   quality or quantity of work performed.  Exempt employees need not be  

   paid for any workweek in which they perform no work.  In order to remain 

   exempt from overtime, salaried employees will receive full salary for anu  

   week in which they perform anu work without regards to the number of  

   days or hours worked, unless a) the wage deduction is based on legal  

   withholding (such as payroll taxes, authorized insurance payments, legal  

   garnishment, etc.) or, b) the deduction falls under one of the following  

   exceptions: 

 

a.  Allowable Wage Deductions 

 

(1) Pay deductions may be made for an absence of one or more full 

days for personal reasons (unrelated to sickness or disability) 

following the employee’s exhaustion applicable accrued paid 

leave.  (For example, if an exempt employee is absent for 1 day, a 

deduction will be allowed for one day). 

(2) Pay deductions may be made for an absence of one or more full 

days for sickness or disability in accordance with our written 

benefit policies regarding sick leave, vacation leave and/or 

disability leave. 

(3) During a workweek where some work is performed, no deductions 

will be made for exempt employees’ absence due to jury duty, 

attendance or testimony as a witness, or for temporary military 

leave.  However, the District may offset the employee’s pay by the 

amounts received by the employee as jury fees, witness fees or 

military pay for the applicable week’s salary, beyond that intended 

to reimburse the employee for travel and parking. 

(4) Pay deductions may be made for unpaid disciplinary suspensions 

of one or more full days imposed in good faith for violations of 

written workplace conduct rules including workplace safety rules 

but not for performance or attendance problems. 
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(5) Pay deductions may be made during the employee’s first and last 

week of employment for the balance of the week before the start 

date and after the last day of work. 

 

b.  Improper Deductions 

 

(1) Pay deductions of less than one week will not be made for 

absences made necessary by operating requirements of the 

business. 

(2) Deductions are not permitted for partial day absences. 

(3) Deductions are not permitted for variations in the quality or 

quantity of work. 

 

c.  Grievance Procedures 

 

   It is our policy and practice to accurately compensate employees and 

to do so in compliance with all applicable state and federal laws.  To 

ensure that you are paid properly for all time worked and that no 

improper deductions are made, you must record correctly all work 

time and review your paychecks promptly to identify and to report all 

errors.  You also must not engage in off-the-clock or unrecorded work. 

 

d.  Review Your Pay Stub 

 

   We make every effort to ensure our employees are paid correctly.  

Occasionally, however, inadvertent mistakes can happen.  When 

mistakes do happen and are called to our attention, we promptly will 

make any correction that is necessary.  Please review your pay stub 

when you receive it to make sure it is correct.  If you believe a mistake 

has occurred or if you have any questions, please use the reporting 

procedure outlined below. 

 

e.  Non-exempt Employees 

                If you are eligible for overtime pay, you must maintain a record of                                         

     the total hours you work each day.  These hours must be accurately   

     recorded on a time card that will be provided to you.  Each employee   

     must sign his or her time card to verify that the reported hours worked    

     are complete and accurate (and that there is no unrecorded o “off-the-  

     clock” work).  Your time card must accurately reflect all regular and  

     overtime hours worked, any absences, early or late arrivals, early or        

     late departures, and meal breaks.  At the end of each week, you should     

     submit your completed time card for verification and approval.  When  
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     you receive each pay check, please verify immediately that you were       

     paid correctly for all regular and overtime hours worked each        

     workweek. 

 

        Any employee who suspects or believes that improper deductions   

    have been made from the employee’s salary should report the possible   

    violation in writing to the General Manager.  The District will promptly   

    investigate the complaint/report of any improper deduction.  We will not 

    tolerate retaliation against the employee for making a complaint      

    regarding improper pay deductions-regardless of whether the      

    complaint/report is determined to have merit. 

 

       If it is determined that improper deductions have been made from one    

   or more employee’s pay, we will promptly reimburse the employees(s)   

   for such deductions.  Additionally, we will endeavor to assure that no   

   similar improper deductions are made in the future.  Questions regarding   

   payroll deductions should be directed to the General Manager. 

 

 3.0 ATTENDANCE AND TIME OFF 

 

  3.1. HOURS OF WORK/TARDINESS 

 

             In general, the District establishes work schedules based on the position   

         held by the employee.  Once your work schedule has been established, you  

         should adhere to it.  You may not begin a work schedule without prior written 

         consent from your supervisor. 

 

   Lateness, or tardiness of employees can have a detrimental effect on  

         service.  Therefore, it is essential that you be present and ready to begin work  

         during our normal hours or work.  Occasionally, situations may arise that will 

         delay you in your effort to get to work at the proper starting time.  Lateness or 

         tardiness is defined as reporting to work fifteen minutes or more after normal  

         starting time or leaving fifteen minutes or more before regular closing time.   

         Excessive lateness or tardiness may result in disciplinary action, up to and  

         including termination. 

 



16 

 

  3.2 ABSENCE FROM WORK 

 

            When you learn you will be absent because of illness or for other valid  

          reasons, you should contact your supervisor as soon as you know   

                 and no later than prior to the start of the missed shift or workday.  During an  

          absence, because of illness or accident, please keep your supervisor informed 

          on a daily basis of you condition and the anticipated date you will return to  

          active work. 

 

   Failure to return to work on the day you have been scheduled to return and 

         excessive absenteeism is a violation of this policy, the District reserves the  

         right to require proof of the need for absence, or a medical release to return  

         from work, at any time.  FAILURE TO CALL IN FOR TWO    

         CONSECUTIVE  DAYS (no call/no show) WILL BE CONSIDERED AS A  

         VOLUNTRAY TERMINATION ON THE PART OF THE EMPLOYEE,  

         unless there is some unforeseen incapacitation of the employee. 

 

  3.3 SICK LEAVE 

 

   If you are absent because of illness or accident, your length of service will  

        determine the amount of your compensation, The District has established the  

         following allowances: 

    *Each full-time employee that has accrued 3 months of services  

      receives 10 sick days per year.  Running out of paid time off may  

      indicate excessive absence, leading to disciplinary action. 

    *Any deviation from the above policy must be approved by your  

      supervisor. 

 

  3.4  HOLIDAYS 

 

   Due to the purpose of the District, it is impossible to provide a formal  

         holiday schedule.  Paid holidays observed will be determined by your   

         supervisor. 
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  3.5 VACATION 

 

   Vacation time is a discretionary benefit that is currently awarded as  

         follows: 

    *New employees receive 5/6 of one day paid vacation after each  

      full month of employment prior to December 31st which may be  

      taken between January 1st and December 31st of the next year. 

    *After the first calendar year (beginning January 1st) of   

      employment, employees receive two weeks of paid vacation (10  

      working days) on a calendar year basis. 

    *After the fifth calendar year (beginning January 1st) of   

      employment, employees receive three weeks paid vacation (15  

      working days) on a calendar year basis. 

   Vacation will not accumulate from year to year, and employees will not  

        be compensated for unused vacation days.  Vacation days should be taken in  

        whole days and must be scheduled, if possible, with your supervisor at least  

        30 days prior to the requested vacation day. 

   Salaried employees who do not turn in time reports should submit a report  

        to their supervisor to document their vacation time.  This report should be  

        submitted before the time they plan to take their vacation. 

   Employees who leave the District for reasons other than being discharged  

        for cause, may at the District’s sole discretion, be paid for all or part of any  

        vacation days they had been eligible to take, but no taken, in the current year.   

        The vacation pay contemplated by this section will not be granted to any  

         employee who resigns without due notice, or who is not in good standing (as  

         determined by the District). 

 

  3.6 LEAVE OF ABSENCE- GENERAL 

 

   You may take an unpaid leave of absence for any reason authorized by  

          law, or for any reason found to be acceptable to the District, in its sole  

          discretion. 

 

   A leave of absence is an officially approved temporary suspension of  

         employment, not to exceed three months, initiated at your request.  During  

         that time your name remains on the payroll and your seniority remains intact.  
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         However, the District cannot guarantee that your job will be held if you are  

         absent for more than ninety (90) days.  In order to be eligible for personal  

         leave of absence, you must have completed at least one year of continuous  

         service with the District.  This requirement may be waived by the President  

         in an extreme emergency.  If you desire to take a leave of absence, you must  

         make a full, detailed, written request stating the purpose and the dates of the  

         leave to your supervisor, who, with the Managing Director and the   

         President, will review the request and approve or disapprove the request  

         according to the needs of the District and the District’s policy.  If you fail  

         to report to work on the first working day following the expiration of the  

         leave, you will be considered to have voluntarily resigned and the termination 

          date will be the last day worked. 

 

  3.6.1 FUNERAL LEAVE 

 

   The District will generally allow up to three days unpaid leave of absence,  

         if necessary, to attend the funeral of a member of you immediate family (the  

         “immediate family” includes: spouse, child, stepchild, parent, stepparent,  

         parent-in-law, aunts, uncles, siblings, legal guardians or grandparents).  You  

         must immediately notify your supervisor of the death of any member of your  

         immediate family.  Depending upon circumstances of the death and location,  

         these provisions may by modified by Management.  Additional time needed  

         can be covered by vacation, at the employee’s request. 

 

  3.6.2 JURY DUTY 

 

   The District considers jury duty service as your civic duty when you are  

         called upon to do so.  It is your responsibility to notify your supervisor as  

         soon as the official jury summons is received.  In all cases, you are expected  

         to work as many hours as possible, particularly when short-term jury duty  

         assignments are involved, which may not necessitate day-long absences.  A  

         copy of the official jury summons should be provided to your supervisor  

         within one week of your completed service. 

   You will not be retaliated in any manner for serving jury duty, and your  

         will be entitled to full reinstatement into your bob upon your timely return 
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  3.6.3 ELECTION LEAVE 

 

   You are encouraged to vote in all national and local elections.  Most  

         polling places allow you to vote outside your normal working hours and you  

         are expected to do so whenever possible.  If you are not able to do so, you are 

         allowed to arrive at work not more than one hour late or leave work not more  

         than one hour before the end of the workday.  You should notify your   

         supervisor the day begore the election if you require election leave on the  

         next day, and explain the reason for the need for extra time.  You should not  

         use more time than you actually need in order to vote.  You will not be  

         docked for reasonable use of election leave.  However, this leave time is not  

         counted as “time worked” for purposes of calculating overtime pay. 

 

  3.6.4 MILITARY LEAVE 

 

   The District complies with all state and national laws relating to   

         employees in reserve or active military service and does not discriminate  

         against employees who serve in the military.  The District supports its  

         employees and their service in state and national military units and provides  

         them with a number of military leave benefits.  However, temporary   

         employees who have brief or non-recurrent positions with the District and  

         who have no reasonable expectation that their employment with the District  

         will continue indefinitely or for a significant period of time are generally  

         ineligible for reemployment rights under this policy. 

 

  4.0 AUTOMOBILE POLICY 

 

   As a requisite for obtaining automobile liability insurance, the District’s  

         insurance carrier requires all potential drivers covered under the automobile  

         liability policy to have their driving record reviewed and approved annually  

         by the carrier.  The period of review will be a rolling three-year period from  

         the employee’s birth date.  The criteria to determine a poor driving record is: 

     

a.  Any driver who has one DWI or DUI will be excluded from 

coverage; or 



20 

 

b. Any driver who has three or more moving violation 

convictions within a 2- year period will be excluded from 

coverage. 

     If you meet or exceed either of the above criteria, you shall not be  

         allowed to drive a District vehicle at any time.  If your job requires driving,  

         this will affect the District’s anility to continue to employ you.  If you are  

         reported for reckless driving while operating a District vehicle, you are also  

         in violation of this policy.  It is the responsibility of your supervisor to notify  

         the General Manager in writing of any violation of this policy. 

a.  District -Owned Vehicles 

          The District provides vehicles for certain employees whose  

           jobs require extensive travel in conjunction with their   

           employment.  These vehicles are not provided to employees as 

           a “perk” and should be used solely for District business.  The  

           District recognizes that occasionally it is necessary to use  

           these vehicles on personal errands within a short distance.   

           However, in no instance should District-owned vehicles be  

           used for purely personal travel without prior written approval  

           from the District Board.  No person other than a District  

           employee may drive a District vehicle at any time for any  

           purpose. 

b. Record Keeping 

           The unit number, mileage, gallons and cost must be filled in  

           on all gasoline tickets either charged directly to the District or  

           included in expense accounts.  Non-automotive expenses are  

           not to be charged on gasoline tickets.  Gasoline charge tickets  

           that do not have the proper information will be considered a  

           personal charge and will not be reimbursed if turned in on an  

           expense account and will be deducted from pay if charged on a 

           District charge account.  All repairs or modifications to a  

           District vehicle is to e cleared with the vehicle fleet managers  

           office prior to the expenditure. 

     

c. Vehicular Accidents 

           If you are involved in any accident that involves a District  

           vehicle, or that occurs while you are engaged in business for  

           the District (even while using your personal vehicle), you must 

           notify your immediate supervisor in writing immediately. 
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           If a District vehicle is involved in an accident during an  

           unapproved personal travel, the employee is personally  

           responsible for any and all damages to District property and  

           third parties as a result of the accident.  

 

d. Arrests 

           If you are arrested while operating a District vehicle or whole  

           on District time, you must notify your supervisor as soon as is  

           practical. 

 

e. Operating Under the Influence  

           The District strictly prohibits employees from being under the  

           influence of intoxicating beverages or other drugs while  

           operating District-owned vehicles, or while operating other  

           vehicles while engaged in business on behalf of the District.   

           The District reserves the right to administer substance abuse  

           testing on any employee who is involved in a vehicular  

           accident.  Further, the District reserves the right to pursue  

           direct action for damages against any employee who is   

             involved in an incident in a District vehicle while on personal  

           travel. 

 

f.  Seat Belts 

           Anyone operating a District vehicle or personal vehicle on  

           District business must wear a seat belt.  Further, you should  

           ensure that all passengers in District vehicles or personal  

           vehicles on District business wear a seat belt.  Failure to do so  

           is a violation of this policy and subjects you to disciplinary  

           action, up to and including termination.    

 

g.  No Text or Cell Phone Use While Driving 

           The use of a cell phone while driving can cause distraction to  

           the driver, and can result in accident and injury.  To maintain  

           safety for our employees and others on the road, the use of anu 

           cell phone or other handheld communication device while  

           driving a Cooperative vehicle is strictly prohibited.    

           Additionally, employees are prohibited from using any cell  
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           phone or other handheld communication device for   

            Cooperative business purposes, while driving any vehicle.   

           This includes, but is not limited to, answering or making calls,  

           engaging in phone conversations, and, in particular, reading or 

           responding to email and text messages. 

            

           If a call or text message comes in while the employee is  

           deriving a vehicle, the employee shalt let the call go to voice  

           mail.  When it is convenient and safe for the employee to pull  

           off the road, stop and park the vehicle, they may then check  

           the message and return the call, email or text as needed. 

 

      Employees are never expected to respond immediately to supervisors or  

   customers who call or text while the employee is driving.  Employees with 

   customer relationship duties should inform contact of this policy, and  

   explain that calls or messages may not be returned immediately.  Consider 

   also modifying voice mail greetings to indicate that the employee is  

   unavailable to answer calls or return messages while driving. 

 

  5.0 DISCIPLINE AND RULES 

 

  5.1 DISCIPLINARY ACTION POLICY 

 

            As an at-will employee, you may be terminated from your employment for  

         any reason or no reason, with or without notice.  Moreover, if you do not        

         abide by the District’s policies, disciplinary action can, and likely   

                    will, be taken against you.  Generally, the purpose of disciplinary action is to  

         impress upon you the need to correct your future performance or conduct.   

         The following non-exclusive list provides examples of the types of conduct  

         that will likely result in disciplinary action being taken against you, up to and  

         including the immediate termination of your employment: 

 

a. Violation of any District policies. 

b. Dishonesty in dealing with the District, its customers, its 

vendors or its employees. 

c. Falsification or alteration of any District records including, but 

not limited to, applications, post-offer medical questionnaires, 
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performance reviews, work schedules, time cards, paychecks, 

statements, etc. 

d. Sleeping, gambling, or immoral conduct while on duty. 

e. Conviction of any crime or failure to report an arrest. 

f. Insubordinate conduct towards a supervisor. 

g. Refusal or failure to work as scheduled or to perform assigned 

duties. 

h. Disorderly or threatening conduct, the use of foul or abusive 

language, or discourtesy to any customer, vendor or fellow 

employee. 

i. Unauthorized use or abuse of equipment, property and vehicles 

belonging to the District, including, but not limited to, 

computers, telephones, mail system or other employer-owned 

equipment. 

j. Theft, inappropriate removal or possession of property 

belonging to other employees, the District, its customers or 

vendors. 

k. Removing District records or other property without written 

authorization. 

l. Possession of firearms, weapons, other dangerous or 

unauthorized materials, cameras or sound recording devices on 

District property unless prior authorization by the Board. 

m. Unsatisfactory job performance or conduct. 

n. Failure or refusal to cooperate in any District investigations. 

o. Horseplay, fighting, instigating or agitating others to fight. 

p. Leaving the department or workplace during scheduled 

working hours without notice or not retuning to the workplace 

or the department after a scheduled break. 

q. Violence in the workplace or threats of violence. 

r. Being drunk or otherwise impaired by drugs or alcohol while 

on work time. 

  5.2 DRESS CODE FOR EMPLOYEES 

 

            It is important that your work attire compliment an environment that  

         reflects an efficient, orderly and professionally operated District.   The  

         District expects all of its employees to dress in a manner which reflects the  

         professionalism of both your position and the District.   
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  5.3 DRUG AND ALCOHOL-FREE WORKPLACE POLICY 

 

            The District believes that all employees have a right to work in a drug-free  

         and alcohol-free environment.  Persons under the influence of drugs and  

         alcohol on the job may pose serious safety, health and security risks to  

         citizens and employees. 

 

         Definition of Prohibited Drug: (i) prescription drugs or over-the-counter  

         drugs that are not being used as intended, or which were obtained under the  

         false pretenses; (ii) prescription drugs that were not prescribed to the affected  

         employee by a licensed physician; (iii) controlled substances (as defined in  

         either the federal or Texas Controlled Substances Acts; (iv) alcohol; and (v)  

         inhalants. 

 

         Prohibited Work time conduct:  The manufacture, distribution, possession,  

         sale or use of a Prohibited Drug by an employee in a manner not authorized  

         by law is prohibited.  Additionally, being at work or on work time under the  

         influence of prohibited drugs or controlled substances is prohibited.         

         Violation of this policy may result in disciplinary action up to and including  

         termination of employment. 

 

         Law Enforcement Involvement:  Depending on the circumstances, other  

         action, including notification of appropriate law enforcement agencies, may  

         be taken by the District.  Should an employee be convicted under a criminal  

         drug statute for a violation occurring in the workplace or out of the   

         workplace, the employee must, as a condition of continues employment,  

         notify the District in writing no later than five calendar days after such  

         conviction. 

 

         Proper Use of Prescription Drugs:  If the medically approved and   

         appropriate use of a prescription drug or over-the-counter drug adversely  

         affects the employee’s work performance or the safety of the employee or  

         others, the District reserves the right to limit, suspend or modify the   

         employee’s work activity, or otherwise reasonably accommodate such  

         adverse effect or risk. 
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         Condition of Equipment:  Compliance with the District’s Drug and   

         Alcohol-Free Workplace Policy is a condition of employment.  The failure or  

         refusal of an employee to cooperate full, to sign any document required in the 

         implementation of this policy or to submit to any inspection or test, will be  

         grounds for termination. 

 

         Searches and Inspections:  The District reserves the right to conduct   

         searches or inspections of all district property, including personal property,  

         which is on District premises.  Such searches and inspections may ne   

         conducted without prior notice.  Failure of an employee to cooperate in the  

         implementation of this policy may result in termination of employment.   

         Employees should have no expectation of privacy in a District property and  

         any personal bags brought onto District property. 

 

        Workplace Intervention:  When an employee’s ability to perform the job  

         may be impaired by drugs or alcohol, it is the responsibility of the General  

         Manager or designee to remove such employee from the w work environment 

         to prevent the endangerment of the employee, fellow employees, and/or the  

         public.  If the impaired employee is the General Manager, then the Bord  

         President or designee shall perform the General Manager’s intervention role  

         under this Policy. 

 

         In the event there is reasonable suspicion to believe that an employee’s job  

         performance may be impaired by drugs or alcohol, the General Manager or  

         designee shall directly observe the employee’s behavior and document the  

         behavior.  Indications of impaired behavior include, bit are not limited to,  

         staggering or irregular gait, the odor of alcohol on the breath, slurred speech,  

         dilated or constricted pupils, inattentiveness, listlessness, hyperactivity,  

         performance problems, illogical speech ad thought processes, poor judgment,  

         or unusual or abnormal behavior. 

 

         If the General Manager or designee has a reasonable suspicion the employee  

         is impaired, the General Manager or designee has the discretion to relieve the  

         employee of duties and/or to require the employee to undergo drug testing  

         and/or other medical examination, at District expense.  Under no   

         circumstances shall an employee suspected of being impaired be allowed to  

         drive after being relieved of duties.  Failure of the employee to take a drug  

         test(s) immediately upon request may be cause for disciplinary action.  If the  

         drug test reveals positive results, the employee may be terminated or face  
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         other disciplinary measures.  Drug testing or a positive drug test is a tool but  

         is not essential to the District’s determination of a violation of this Policy and 

          disciplinary action up to and including termination of employment. 

 

         Reasons for Drug Testing:  Testing is not necessarily limited to these  

         circumstances, but the following are examples of situations where an   

         employee may expect to be tested:  

 

• Pre-employment 

• Post accident 

• Reasonable suspicion 

▪ Direct observation of drug use or the physical 

symptoms of being under the influence of a drug or 

alcohol; 

▪ Abnormal conduct or erratic behavior while at 

work; 

▪ Absenteeism, tardiness, or deterioration in work 

performance which is continuous and repeated over 

time; or 

▪ Discovery by the District of drug paraphernalia or 

any detectable amount of a prohibited drugs in a 

place which would lead to the reasonable suspicion 

that it was under the employee’s ownership, control, 

or use, or that the employee had failed to report 

knowledge of the drug paraphernalia or prohibited 

drug;  

• Post Substance Abuse Rehabilitation or Treatment – upon 

re-entry or periodic thereafter; 

• Random: 

▪ The District reserves the right to perform random 

testing on safety sensitive positions; 

▪ Pursuant to Department of Transportation (DOT 

requirements for any District positions that require 

a commercial driver’s license and the operation of: 

a) vehicles over 26,000 lbs.; b) vehicles requiring 

“hazardous” placards; or c) vehicles carrying 16 or 

more passengers, including the driver. 

   Voluntary Self-Identification: The District encourages any employee  

   who has an alcohol or other drug problem to seek treatment before the  

   problem manifests itself in a violation of this Policy.  Employees are  
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   encouraged to voluntarily seek confidential assistance for alcohol or other  

   drug problems.  To avoid disciplinary action of termination of   

   employment, an employee must give notification ad seek treatment with  

   an approved rehabilitation program before the District discovers the  

   employee has violated this Policy.  

 

   The District maintains a list of possible providers of treatment programs,  

   and that information is available to employees and their families.  Any  

   cost of such treatment that is not covered by an employee benefit plan  

   shall be the sole responsibility of the employee, and the District shall have 

   no obligation to pay any part of the cost of treatment. 

 

   An employee who is being treated for a substance problem may be placed  

   on leave of absence by the District, and will be subject to all rules,   

   policies, and procedures governing such leaves of absence. 

 

   These guidelines apply to only one requested leave of absence.  Any  

   request for an additional leave of absence under this provision will be  

   handled on a case-by-case basis and granted only at the sole discretion of  

   the General Manager, and as required by law. 

 

  5.4 NO SMOKING POLICY 

 

          The District has adopted a no smoking policy in all District facilities,      

       vehicles and family properties, except in those areas where smoking is   

       specifically permitted. 

 

5.5 TELEPHONE AND COMPUTER POLICY 

 

a. District Telephones, Computers, and Networks: 

    The District maintains its telephone and computer facilities for   

     business purposes. 

    

     You should not use District computers for personal business.    

     Also, you should not use District long distance, or local    

                cellular service for personal phone calls.  However, employees   
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            should keep their personal calls and personal email    

                 communications to a minimum, and as brief as possible. 

 

      Business use of home phones or personal cellular phones will   

      be reimbursed if they are submitted in the regular course of the   

                 employee’s expense account. 

 

      The District maintains the right to monito and/or search all   

       telephone calls, email communications, and other electronic   

       communications made using the District’s equipment and   

       systems.  There should be no expectation of privacy in the use   

       of the District’s computer, phone or other equipment.     

       Communications covered by this policy include email,    

       voicemail, text messages, instant messages, and on-line    

                  applications and postings. 

 

• All business equipment, electronic and telecommunication 

systems, computer passwords, etc. are District property. 

• All communications and information transmitted, 

downloaded, stored or received over or in the District’s 

business equipment and electronic and telecommunication 

systems are District property. 

• The District business equipment and electronic and 

telecommunication systems are to be used for District 

business only, except as otherwise provided by this policy. 

• The District may monitor, search, access, retrieve, 

intercept, read and delete any use or communication on its 

business equipment and electronic and telecommunication 

systems, including e-mail. 

• E-mails or other communications on District business 

equipment may be subject to various provisions of the 

Public Information Act and the Records Retention Act and 

Policies.  All correspondence and internal memoranda must 

be saved for a scheduled period of time, except for routine 

messages, internal meeting notices, routine slips, incoming 

transmittal letters that add nothing of substance to 

enclosures, and similar routine information used for 

communication, but not for the documentation of, a specific 

transaction.  E-mail or other electronic documents that need 

to be saved should be either printed and kept in the 
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appropriate file, or downloaded and kept electronically in 

the appropriate file.  Further any District business 

conducted on a personal device is also subject to the Public 

Information Act. 

• In addition, if you believe, or if the District informs you, 

that e-mails or other written communications are relevant to 

litigation or potential litigation (i.e., a dispute that could 

result in litigation), then you must preserve those records 

until counsel for the District notifies you that those e-mails 

or communications are no longer needed, even if they don’t 

seem otherwise important. 

• Inappropriate use of District business equipment and 

electronic and telecommunication systems includes but is 

not limited to the following: transmitting, accessing, 

displaying posting, recording, downloading or distributing 

obscene, harassing, sexually explicit, racially offensive, or 

any other material that would violate the District’s policies, 

and transmitting any confidential or proprietary 

information. 

• Employees who post material on social networking and 

other internet sites, blogs, or other public forums must take 

extreme caution not to appear to be representing the 

District in any manner, whether during or after their 

working hours, on-line behavior, whether on or off duty, 

must not speak for or misrepresent the District or its 

interests in any manner.  Harassing or disparaging 

coworkers through online posting violates this policy.  The 

District has the right to monitor such sites and protect its 

interest, however, this policy does not prohibit an 

employee’s right to speak out on matters of public concern 

or report any violation of law to appropriate law 

enforcement authorities. 

• Incoming and outgoing telephone calls may be monitored 

throughout the business day.  Personal calls are not 

monitored except to the extent necessary to determine that 

a call is personal in nature. 

• Employees who violate this policy are subject to discipline, 

up to and including termination of employment. 

b. Telephone Etiquette 

(1) Try to always answer the phone by the third ring.  Always be sure to 

identify yourself to the caller. 

(2) Always be sure to show respect for others by using the words “Yes or 

No Sir” and “Yes or No Mam,” “Please,” “Thank You” and “ May I”.  
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(3) Make certain that messages are given to and received by the person 

they are directed to.  Be scrupulously correct when taking messages.  

Take time to confirm information. 

(4) Be courteous to people you place on hold.  Never leave someone on 

hold too long (no longer than thirty seconds) without getting back to 

them.  Always say “Thank you for waiting” when you pick up the line. 

(5) Remember when someone calls and asks for someone else, be sure not 

to immediately transfer the call without acknowledging them in a 

polite way.  Let the person know who is on the line. 

(6) Never slam down the receiver on the phone, always place it gently in 

its cradle or hit the cancel button.  Always remember to hit the cancel 

button on the phone once you have completed an interoffice page. 

(7) Do not hang up until your caller has done so first. 

   ABOVE ALL, REMEMBER THAT THE DISTRICT IS STRIVING  

   TO ACHIEVE THE HIGHEST LEVEL OF QUALITY.  YOU  

   REPRESENT OUR DISTRICT BY YOUR ACTIONS.  ALWAYS  

   CONDUCT YOURSELF ON THE PHONE OR IN THE OFFICE IN  

   A PROFESSIONAL AND POLITE MANNER. 

 

5.6 BUSINESS CONDUCT/CONFLICT OF INTEREST 

            Business should be conducted free of actual or potential conflicts of   

         interest.  The purpose of these guidelines is to provide general direction so  

         that you can seek further clarification on issues related to the subject of  

         acceptable standards of operation. 

 

           An actual or potential conflict of interest occurs when you are in a position  

         to influence a decision that may result in a personal gain for yourself or for a  

         relative as a result of the District’s business dealings.  For the purposes of this 

         policy, a relative is any person who is related by blood or marriage, or whose  

         relationship with the employee is similar to that of persons who are related by 

         blood or marriage. 

 

               No “presumption of guilt” is created by the mere existence of a relationship 

         with outside companies utilized by the District.  However, to avoid even the  

         appearance of impropriety, if you have any influence on transactions   

         involving purchases, contracts, or leases, it is imperative that you   

         immediately disclose actual or potential conflicts of interest to a member of  

         the District Board so that safeguards can be established to protect all parties.  
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            Personal gain is prohibited and will result in disciplinary action up to and  

         including termination of employment.  Personal gain results in cases where  

         you or a relative has an ownership interest in a company or business with  

         which the District does business, but also when or where you or a relative  

         receives any kickback, bribe, substantial gift, or special consideration as a  

         result of any transaction or business dealing involving the District. 

 

    The materials, products, designs, plans, ideas, and data of the  

    District are the property of the District and should never be given  

    to an outside firm or individual.  Any improper transfer of material 

    or disclosure of information, even though it is not apparent that  

    you have personally gained by such action, constitutes   

    unacceptable conduct.  If you participate in such a practice, you  

    will be subject to disciplinary action, up to and including   

    termination of employment.  

 

    Confidential Information –  

    During the course of employment, you may obtain information that 

    the District considers to be confidential, including information that 

    has not been communicated to the public.  Maintaining this   

    confidentiality is very important for the District’s success.  Subject 

    to the applicable provisions of the Texas Public Information Act,  

    you must protect this confidential information by safeguarding, not 

    discussing it unless it is discussed with only those individuals who  

    have a legitimate business necessity for the information. 

 

           The protection of confidential business information is vital to the success  

         of the District.  Such confidential information includes, but is not limited to,  

         the following examples: 

 

a. Compensation data; 

b. Financial information; 

c. Pending projects and proposals; 

            If you disclose confidential business information, you will be subject to     

         disciplinary action, up to and including termination of employment.  Any  

         written requests for public records must be immediately forwarded to the  
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         General Manager for leg review and response. 

 

5.7 DATING POLICY – CUSTOMERS OR SUPPLIERS 

            The District strongly discourages dating between its employees and any  

         customers or suppliers.  These situations could seriously jeopardize business  

         relationships and may create the appearance of impropriety on your part.  Tell 

         the District immediately if such a relationship develops so that the appearance 

         of impropriety may be minimized to the extent possible.  In no circumstances  

         is any supervisor permitted to date subordinates and such behavior will result  

         in termination of employment. 

 

5.8 POLICY ON WORKPLACE VIOLENCE 

            The District is concerned about providing you with a safe and productive  

             work environment.  Accordingly, the District has taken certain steps to help  

         prevent incidents of violence from occurring in the workplace.  The District  

         expressly prohibits any acts or threats of violence by or against District  

         employees, customers, vendors, or other visitors on District premises or at  

         any time or while they are engaged in business with or on behalf of the  

         District, either on or off District premises. 

 

         As used in this policy, violence is defined to include the following: 

 

         Physical attack is an unwanted or hostile contact, such as hitting, fighting,  

         pushing, shoving, or throwing objects. 

 

         Threat is stating a present or future intention to cause physical or mental  

         harm.  Any expression of intent to cause physical or mental harms is   

         considered to be a threat. 

 

         Harassment is behavior or communication designed to intimidate, menace  

         or frighten another person. 
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         Property damage is behavior or acts that contribute to the destruction,  

         sabotage, or damage of another’s property, whether physical, digital, or  

         electronic. 

 

a. Procedure 

(1) If you experience or witness acts, conduct, behavior or 

communication of violence, you must immediately contact 

your supervisor. 

(2) Any supervisor or manager who receives a complaint of 

violence, threats, harassment, or property damage or who has 

reason to suspect that these acts or behaviors are occurring, 

must notify the Falfurrias Office. 

(3) Upon being informed of an allegation of violence, threat or 

harassment, the District will investigate the matter.  Upon the 

conclusion of the investigation, the District will determine how 

to respond.  In the interim, the District will respond as it deems 

appropriate and if violence is witnessed and investigation is not 

necessary, violence in the workplace can lead to immediate 

termination of employment. 

(4) Appropriate disciplinary action, up to and including 

termination, will be taken in instances of misconduct, as judged 

by the District. 

(5) If you knew of information about violence, threats, or 

harassment, but did not notify an appropriate person consistent 

with this procedure, you will be subject to appropriate 

discipline, up to and including termination. 

(6) You will not be retaliated against by the District for reporting 

violence, threats harassment or property damage. 

   

  6.0 INJURY REPORTING PROCEDURE 

 

            You must immediately notify your supervisor whenever you suffer any  

         work-related injuries or illnesses and you must complete all necessary forms  

         concerning your injury or illness.  Failure to do so will result in disciplinary  

         action, up to and including termination of your employment. 

 

            If, because of the nature of your injury or illness, or the need to obtain  

         medical attention, you are unable to provide such immediate notification or to 

         complete such forms, you should do so as soon as possible. 
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EMPLOYEE ACKNOWLEDGMENT 

 

“MY SIGNATURE HEREON INDICATES THAT I HAVE RECEIVED A COPY OF THE 

EMPLOYEE MANUAL/PERSONNEL POLICIES TO THE DISTRICTS EMPLOYEES.  I 

AFFIRM I HAVE READ AND I UNDERSTAND THE HANDBOOK AND I WILL ABIDE 

BY ITS RULES AND PROCEDURES.  I FURTHER UNDERSTAND THAT IT IS MY 

RESPONISBILITY TO REQUEST CLARIFICATION FROM MY SUPERVISOR OR THE 

GENERAL MANAGER IF I HAVE ANY QUESTIONS OR I DO NOT UNDERSTAND ANY 

OF THE CONTENTS OF THESE POLICIES AND PROCEDURES.  

 

 

 

 

__________________________________________________ 

EMPLOYEE’S SIGNATURE   DATE 

 

 

 

___________________________________________________ 

EMPLOYEE’S PRINTED NAME 

 

 

 

 

 

 

   

          

         

      


