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POLICY NO.600.02 HEALTH INSURANCE
Allelected officials and fu|l-tirne employees in the competitive and civilservice and such

other employees meeting healtr plan eligibility requirenrenb shall be offered health

benefits in accordance with the following provisions:

A. Elected officials and fu|l-time employees shall be offered coveftrge under the

City's group medical plan.

B. Elected official and eligible employees may elect to have their dependents

covered under the health plan with the City conEibuting a percentage of the
premiums as established by the City Commission.

Approved: August 28,zffi
Revlsed: September 25, 2Ot7
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POL:CY NO.720.01  DES:GNAT:ON OF HOLIDAYS

Cetth days are面 萌 l hoildays tt he C● aS dedared by the Cけ COrnmisslon These“omclal cw hOlldays・ are:

N●″Years Day
Marun tuher King,」 r Day
Presdenrs Day
Good Fnday
MeFloぬ I Day

lndependence Day
Labor Day
Columbus Day
Veteran's Day

Than嘲Mng Day and
Day attr ThanksgMng
chngπns Day
Day bebre OR Day aner ch‖gπns
rc● Manage/sdた

“

数

"New Years Eve

January 1r each year
Third Monday in January eadr year
Third Monday in February
Friray beb.e Easbr e€dr year
Last Monttay in May each year
July 46 each yeat
Firsl Monday in Septernber each year
Second Monday in Oc'iober
Norrember 11h eadr year
Fourfi Thursday in Novemb€r and
Friday bllo,ving
Decernber 25h each year
December 24h OR 26h eadr year

December 31d each year

WiEn an offchl City holiday talls on a S€tuday, the preceding Friday will be consilered th€ oficial holilay. Vlhen an

otrchl Ci9 holiray falls on a Sunday, the blloxing Monday will be considered the offcial holiday.

For each of the offcial City holk ays, it will be lhe poli{ry of the City to permit as rnany E nploys€s as possible to be given

lhe day otr fom wod<, The welhre of the City's r€sirents, hor rever, dictate lhai certain Emdoyees will be required to u/ork

in order to maintain operatons of essenti€l City funclions.

Employees desiring to obsewe religious holidays that do not coincide wih the oficial City holidays may be granted tirne of
rmdoui pay br thair observance. SuAr gnrptoyees may use accrued paid holuay or vacalion leave tirne in srchcircumstances. w*?,r"W1ryry1y;y.ir'?rii
POLICY NO. 720.02 COf,PENSATION FOR HOLIDAYS

Full-tirne and Part-time non-civil Eervice employees shall be entitled to b€ paid Holidays according to Policy 720.01_

Designation of Holidays. Temporary and Sedsoiat employees are inelrgible for Holiday compansation. The numb€r of

hours in a Holiday is defined as the normal daily shift hou6 of a department. Work which begins during 12:00 a m

and '11:59 p.m. on the ofrcial Holiday shall be mmpensated at 1% limes an emPloyee's ragular rate of pay.

It a Holiday falls on an employee's regular day off, the employee shall be elirible icr time off or receive Etraight pay for

the day. ihe time ofi and h6urs ol straight pay is equivalent to a normal shifi for lhe depattrnent. Employees must

noti! lireir supervisor ot their choice by Uri eriO 6t ne pay period in which a Holiilay occurs. lI straight pay is requested,

it wiii Oe paiO Ouring the pay period fi whkfi ttre Hoiidiy occurs. lf time ofi is requested, it musl be scheduled and

taken prior to the end of the exbting fiscal year.

lf a Holiday falls on an employee's regularly scheduled work day, the employee shall receive l% tim€s the employee's

regular rate of pay br actual iours u[rked on lhe Holiday. Thsemployee ii also eligible br time ofr olslraight pay for

tri XotiOay. the tinre ofiand hours of shaight pay is equivalent to a normal Ehm for the department. Employe€s must

noti! theiisupervisor of their choice by the ind of the pay period in which a Hol'rday occurs. lf straighl pay is requested,
it wiii Ue paiO Ouring the pay period ii wh'rch the Holidiy occurs. lf time off is requested, it must be scheduled and

taken pdor to lhe end of the exbting fiscal year.

Employees on a leave of absence withoul pay on the Holiday or on the scheduled lvork day imrn€diately preceding or

bllowing the Holiday shall not receive pay for he Holiday.

Holidays falling within an Employee's vacation period or within a priod of absence proPerly chargsabte to sick leave

sha[ nat be co-unted against vacition or sick l€ive. (f,s t o urs of Vac*rtion an or Sick leava scheduled dt the Holiday

shall ramain on the baks and the emplo@ shatt t e paid tor tha Hotktay et the emPloyee's rogular rate of pay.

仲耐″
1繁靭螂

'銘"



POLICY NO. 720.02 COIUPENSATION FOR HOLIDAYS

Full-time nonrivil service employees shall be entitled to be paid Holidays according to Policy 720.01 Designation of
Holidays. Temporary and Seasonal employees are ineligible for Holiday compensation.

Part-time employees shall be eligible ior pay at 'l % times the regular hourty rate only when work b performed on an

oftcial City Holiday. No other holiday benefits eligible to Full-time Employees are applbable to Patt-tirne employees.

The number of hours in a Holiday is defined as the nonnal daity shii hours of a departrnent. Work which begins during
12:00 a.m. and 11:59 p.m. on the offcial Holiday shall b€ compensated at 1% tinEs an employee's regulat 'ele olqay.

lf a Holiday falls on a Full-time employee's regular day ofr, the employee shall be eligible tor tirne ofi or receive straight
pay fcr the day. The time off and hours ol straight pay is equivalent to a normal shifl for the department. EmPloyees

mJst notity thiir supervisor of their choice by the end of the pay p€dod in which a Holiday occurs. lf slraight pay is

requested, it will be paid during the pay period in which the Holiday occurs. lf tirneoffis requested, it must be scheduled

and taken prior to the end of the existing fiscal year.

lf a Holiday falls on a Full-time employee's regularly scheduled work day, the employee shall receive 1% titnes the

emptoyee'i reguhr rate of pay for ictual houri worked on the Holiday. ihe employee is also ellrible for time ofi or

striigtrl pay foi ttre Hotiday. ihe time off and hours ol straight pay is equivalent to a nonnal shin br the department.

Empioy6e6 must notify their supervisor of their choice by the lnd oithe pay period in which a Holiday occuts. lfstraight
pay is iequested, it witt Oe paid during the pay period in which the Holida! occurs. lf tirne ofi is requested, it must be

scheduled and taken prior to the end of the existing fisc€l year.

Full-time Employees on a leave of absence without pay on the Holiday or on the scheduled work day immediately

preceding or following the Holiday shall not receive pay for lhe Holiday.

Holidays falling within a Full-tirne Employee's vacation p€riod or wilhin a period of absence,proPrly chargeable to sick

teave ihall noibe counted against vication or sick leave. (The hours ol Vacation and/or Sick leave scheduled on the

Holiday shall rcmain on the-bmks and the amployee shait be paid lor the Holiday dt the emplo]t€,,'s togular nte of

PaY 
Awrovad: August 2S' 2006

t Jpdated: September 1 O, 2Ol I & Etreclive Oclober 1 ' 201 I
Updatuf October 22, 2018 & Effective Adob€r 22' 2018



Policy 7t10.01 SICK LEAVE POOL

PURP,OSE

To provide additional sick leave days to full-time City employees in the event of a non-occupational

catastrophic illness or dlsability preventing an employee from actively working. Employee may be eliglble

for Sick Leave Pool hours only after the employee has exhausted all accrued leave, including but not

limited to, siclt vacation, holiday and flex leave.

The Human Resource Omce shall establish procedures and forms through which eligible emPloyees may

voluntarily donate a portion of their accrued sick leave balances to a Sick Leave Pool.

oEFtt{tTtoNs

Employee - Fulltime employees with 12 or more months of continuous full-time service

Member - eligible employee as described in 'Employee' definition who has enrolled in the Sick Leave

Pool by contributin8 8, 16 or 24 hours ofsick leave.

Gtastrophic lnjury/lllness/lmpairment - severe condition or combination of conditions affecting the

mental or physical health of the employee or the employee's immediate family requirin8 Services of a

licensed practitioner for prolonged time and forces the employee to exhaust all leave time earned by that

employee.

Licensed practitioner - prdctitioner, as defined in the Texas lnsurance code, practicinS within the scope

of license.

lmmediate family- individuals related by kinshiP, adoPtion, marriage or foster children who are certified

by the Department of Family and Protective services living in the same household, or if not in the same

household are totally dependent uPon the employe€ for Personal care or services on a continuing basis'

Eligibility timeftame - employees inability to perform material and substantial duties of position for a

period of not less than four (4) weeks

ADMII{ISTRANO OF IHE SIC( TEAVE POOT

The Sick Leave Pool shall be administered by a member of the Human Resources Department, hereinafter

referred to as the "Pool Administrato/'.

PROVtStONS

Contrlbutlon ol Hours and Membcrship Terms

contributing to the Sick Leave Pool ls voluntary, however, all eliSible employees are encouraged to

participate. Member may contribute 8, 16 or 24 hours of sick leave each year from accrued sick leave

banks.

An employee who terminates employment with the City may donate up to a maximum of 120 hours of

accrued sick leave lo the Sick Leave Pool.



Each annual contribution provides employee with one (1) year of membership in the Sick Leave Pool after
which the employee must contribute additional hours to remain eligible for benefits through the Sick

leave Pool. Each December donations shall be accepted for the followin8 calendar year (January -
Oecember).

Additional donation times:

Newly hired eligible employees - may donate at the completion of 12 months of eligible continuous

employment.

Sick Leave Pool levels - City may have special voluntary donation drives if the Sick Leave Pool falls below
a "reasonable level".

Members may not stipulate who will receive donated hours. The hours shall be removed from the
members accrued leave and placed in the City's Sick l-eave Pool account. The donated hours become the
property of the Sick [eave Pool and caonot be returned to memb€r. Any Sick Leave Pool balances at the
end of the calendar year automatically carry forward to the following year.

Oonatlons to the Sick Leave Pool

Employees may donate accrued sick leave hours to the Sick Leave Pool during designated timeframes as

established by Pool Administrator. Members must maintain a minimum of 24 hours in sick leave banks to
donate. EliSible Members may donate different number of sick leave hours with different benefit

amounts. see chart below:

Oo tloas Cannol iaduaa Oon tlon
A6crualB.l c!,alow lncarmant
24 hours 8

16

2a

M.rlnt,r Sld( baa lool lloo'! a oa.-it d (1/r) ofsld 1..v. tool a.are

l60
320

480

Applying for Sict t€ave Pool Hours

Members meeting eligibility criteria must submit a request to use hours from the Sicl Leave Pool. ln
situation where the member is not available due to event, the employee's supervisor may initiate the
process.

Sick Leave Pool flequest Forms are available at the Human Resource Department. HR Oepartment is

responsible for developing and updating forms associated with this program.

Protram Administration Guidelines

The Human Resource Department shall review administration guidelines periodically and recommend
guideline revisions and/or updates to City Manage/s office for approval.

Apqoved: December 70, 2018



POLICY NO. 89O.OI STIOXE AND VAPE+REE WORKPLACE

The City ol Kingsville is committed to providing a safe and heatthy worlplace and to promoting the health and well-

b€ing of its employees. lt is the policy of City of Kingsville to prohibit srmking and vaping on all City premises. Srnoking

is defined as the "ac1 of lighting, smoking or c€rrying a lighted or smoldering cigar, cigarette or Pipe of any kind." Vaping

refe6 to the use ol electronic nicotine delivery systems or electronic smoking devices such as etigarettes, epipes, e-

hookahs and e-cigars.

This policy applies to areas under the City's responsibility including, bul not limited to, the bllowing:
. All areas of buildings occupied by City employees.
. All City sponsored oftsite conferences and rneetings
. All vehicles owned or leased by the City.
. All city employees including full-tirne, partlirne, temPorary, seasonal and student intems.
. All visitors (customers and vendors) to City premises.
. Atl contrac{ors and consultants and/or their employees working on City premises

Smoking and vaping is permitted or, in designated outdoor areas.

Employees who violale this poliry may be subiect to disciplinary aclion up to and including termination of employment.

Presentoct b Aty Commissbn for consideratbn: May 6, 2019



POL:CY NO.630Ю l  LONGEV:TY 枷 И
"ナ

0309/20,9
E¨ :,0012019

Longevity pay applies b all tull{irne and part-tirne employees of the City of Kingsville.

Longevity rates br non-cjvil service positions are established by the City Commission on an annual basis.

Longevity rates br civil service employees are established by heir perspedive colleclive bargaining
agredTents.

Appl● ved by Resoltrrl● ●■2019‐ 76-09/092019
Erecrlve Daわ :Ocrobo″ 1,20`9



POuCY NO.630.04 SEPARAT:ON PAY App●Юdi 09Ю

"2θ

19

Erecrivei f″り,″0′9

Exempt and Non-Exempt Regular full-time Employees having completed 9 monttrs continuous City servkx
who separate from employnent for any reason, other han FMI-A leave or military leave under USERRA, will
be paid allwages due plus the folloring:

Vacation Leave - For maximum accrued Vacation Leave available upon separation see chart belor. All
accrued vacation leave in excess is ficrfeited.

Continuous
Employment

From

To Hours

9 months 2 years 80

2+ years 5 years 120

5+ years 10 years 140

10+ years 15 years 160

15+ years 20 years 180

20+ years 200

Pre-l984 Sick Leave: Maximum of 720 hours of Pre-'1984 Sick bave shall be paid at separation. All Pre-

1984 Sick Leave in excess of 720 hours shall be forfeited. Pre-1984 Sick Leave shall counl on an hour per

hour basis.

Sick Leave -lf the maximum of Pre-1984 Sick Leave is not reached then on+.halt l1l2) of accrued Sick

Leave up to a maximum of 720 hours shall be paid at separation. All accrued Sick leave in excess of this

arnount is forfeited. Combination of Pr*1981 Sick Leave and Slck Leave shatl not exceod 720 hours.

Employees having completed less than 9 months of Ci$ service, who separate from employment ficr any

reason, other than for military leave under USERM, shallforfeil all vacation and sick leave accruals.

Civil Service Employees of the City's fire and police departrnents shall be paid according to cunent contract

specifications.
Approved by Resolution # 2019'7* 09ngnfig

Effective Date: October 1, 2019



:NCEN「 MS AND AWARDS

pOL:CY NO.  640.01 SAFETY:NCENrm AWARD PROGRAM           スppoИκ力∞ 0920'9
EFemef09o920イ 9

purpose:   The purpose of ttls po‖ cy is to establsh guide‖ nes and cmena b he admnistraton of he
Clty of KIngsv‖ le Salbty lⅨ

"ntve Award Pttram AIl nlonetary incenwes are subled to taxes,憫
eral

軸 ho旧hg and oher employee reqdred contnbulons such as retrefllent Monetary hcentves rlaソ vaり

based on budget allocaions

Scop● ●f Policv

The Satty:疇ntve Award Program was ettЫ thed lo recognセ eCけ employees b wotting salbly

The pmvslons tt he Salttylncenhe A嘔 rd P咽 ram sha‖ be applttbb to a‖ non‐cvl seⅣ lce和 |「tnte,and
part me mployees

Ooflnluon3
0ccupa●●●●::ncldent― Any inodent resu‖ ng in inlurrrlllness andlor danlage

Preventable incldent― Anincldentwhth would not have omlred r he emp10yee had used sound

iudgment,foll― d appropmte trahhg and salbty operatng procedures

Non・p"vmttble― An i“劇ent whlch would have ccured ttgardless of employee観 |“

"ngappropmte proceduぃ

:   safm:nce誡Ⅲ●Pr●●ram
The nty lncenWe Award programも intended to recogntze employees who avoid preventable i瞑 ldents

The Risk Manager sha‖ be respondble tt admhlstenng he Safety:ncenlve Award Program

The program penod ls Odober l● 訥rough Seplember 3沖 of each year Empbyees must be in he ellgible

classlncabOns tt he entre program yearto be dlible街 ― rd No pa雨 J or prorated― rds shal be

allowed Awards sha‖ be dittbuted b a‖ eligible and atte employees du"ng he rlonu1 0f Decembereach

year

‖  Crit● m for Award8
日ob‖″Requrementsi

Nonexempt and exempt ttll urle and part ure employees employed for melve(12)conseCuwe
mclnhs i― dlatev pnOrtO me end Ofhe salev award year,and have no d● alrlented preventable

inodents輛hin ttЮ prograrn penod

Disqual而∽ton ttr award:

A)One(1)preVentable inttents dunng tt program year,or
B)Fa‖ureわ 」m"reportoccupatonal hodents as per polけ

Emp!oyees inellgible br award in any gⅣ en pにЮram year are eloible to parbdpate in tte f● llowing program

year

Every year after O● ●ber l“,he Rヒ k Manager sha‖ submt a‖ st of a‖ employees e‖ gible to rece～ e the safety

incenM aMard b each depattnt The depattntsupervlsorshalireview搬 ‖st and submtt he approved

lstto tt Rlsk Manager



Empbyees working in a non‐ofnce environnlent are ellgible for the b‖ cⅣing

lst Year―                   S 5000
2ndYear-                  5 7500
3rd&Subsequent Years―    S100 11Cl

Empbyees wo関 ng in an omce envirclnnlent are e:igible for tle ttlowing:

lst Year―                  S 2500
2ndYear―                  S 4000
3rd&Subsequent Years―      S 5000

Monetary incenlves are sublα ttlo federal wlhhdding and may vary based on budget a‖ ∝aおns

EmJoyeeS ttlh one(1)inOdent h program year sha‖ be9in at廿℃輌rslyearlevelofhe safn i―nwe― rd

::|     lncidontB

The Safety Advisory Board sha‖ revttv a‖ occupaま)nalincldents The board sha‖ meet monthけ o「 as needed

to revlew incldent repo“ s and any supporting d∝ urrlenta‖ on to detettne whether he incldent was
preventable or non‐ preventable

The board sha‖ review the reports and sha‖ ∞ndud interv ews orinquines as deemed neceury At he

∞ mpleお n ofhereuew,me bOard輛 ‖fbrward the repon to he Risk Managerwh heirrecomrlenda,on The
Rもk Manager sha‖ revlew he docurrlents br∞ mpllance and輛‖non he erpbyee and depanrlent
supe″isorin wtting Ofthe Safety Adv:sory BOard'sd∝ おlon regarding the inddent

once the emp oyee recelves an hddent detettnatlon btter,he employee wl‖ have ten“ 0)Cabndar daysto

appeal he board's晨 Osbn lom the date of tF deterttnabon leter The appeal requestle檄 〕r nlust be

submtedto me R,sk Manager The empl●yee wl‖ then be notfed of he date and urFle Of he appeal

Fthe employee may requestto have ule c～ Manager or C ty Managers deslgnee revlew the∞mmee's
appeal d∝ 驚bn,lhe employees must rlake such request h wnung munin ten(10)CabndardaystrOm he date

ofthe appeal deterrnina‖ on!etter The request must be rrlade to the Risk Manager

Once lhe Clty Manageror c～ Managers deslgnee mkes a deoslon on tt inodent,he dem on tttnal The
Risk Manager輌 ‖no的 the empl● yee and depatmentsupervisorin wnung Ofhe dttsbn

々ηわИガby Resorm●71#2019-74-04り2019

Efedlye Datei September9 20'9



POL:CY NO.830.∞ SUBSTANCE ABUSE POLiCY

PttEo.t
The City recognizes he problem ot substarrce abuse (irrcluding illegal drugs and misuse of alcohol, prescription drugs and

over-th!-couriter drugs) in our society. lf unchecked in the workplace, his problem could adversely afiact both the

produc{ivity and efieciiveness of our business and the prolassional, personal and hmity lives of our employees. The City

will shive b bahnce respecl fur individual privacy wi& the need b keep a sab and prodrdjve wort envitDnfitenq houevet'
the City is comritted to and will aggreasively pursue the goal of tris polkry. The City INTENDS TO llAlNTAlN A
SUBftiANCE ABUSE.FREE IYORKFLACE. \ffth that basic goal in mind, the City established oris poliq with l€gads to
use, possession and sale of alcohol and drugs.

Prohlbltod Conduct

llLorl Druos.
fttis potlcy protriOr'S any Enplryee from bringing onto City premises or property, having possession ol being under he
innuence oli, pcsessin! in the Empbyee's body, blood or urine in arlDunts exceeding predetermined cut{fi levels, or

using, consuming, hanJfening, selling or ettempting to sell or t'ansEr any frcrm of illegal drug trtile on City business or at

any tinre during the hours beueen the beginning inO ending of he Employee's wolk day, whether on duty or not, and

whether on City propeo or rlot

For purpc€s of his policy, an "ill€gal drug" is any drug (a) which b not legally obtainablei (b) wtri$ rnay be legally

obtainable but has not been legally obtained by the Enployee; or (c) whid is beirE used in a manner or br a purpose

other than as prescribed icr the Employ€e.

Alcohol
This policl prohibils any Employee from being under the influence of alcohol while on City business or at any time during

the hours between tfle beginning and ending of the Employee's work day, wh€lher on City prcPerty or not

This poliry abo prohibib any Empbyee fiorn bringing alcohol onb Crty premises or property or using, consuming,

tsanslening, selling or atbnpling tc seil or transbr alcoholwhile on City busin€ss or at any tirne during he hours between

the begin;;g and-ending oi lhe Emptoyee's work day, whether on City property or not except as sp€cifically authorized

by the City.

Pr€.crlodon and Ov6r-{ho€ouni.r Druqa
@ng prescription rnedicalions or over{hecounter drugs while on city business

or at'any 
-tinre 

during tte nouri between the beginning and ending of the Employee's work day, whether on duty or not,

and whether on City property or not.

For purposes of this policy, "prescdption or o\rertlecounter drug abuse" rfleans taking tnedications that were pressibed

br someone else; using p{escription drugs or over-lhe@unter drugs for a purpose other tnn br which they were

prescribed or rnanuFactured or other than in accordance with the doctofs insfuctons or recomn€nded dosages.

Employees are exp€cted to consull with their physiians regarding the efiec{ of rnedications Prescribed bI them and lo

conluli any pac*ale wamings br arer{re-counler drugs. When an Employee is taking a presciption or orer-the@unter
drug that &; or will have ari efiecl on the Employee's nonnal mential and/or physicd state or interbre with work such as

ope-rating veniOes, machin€ry, equiprn€nt, e!c., the Employee must inbrm his or her imrnediale supervisor to ascertain if

employee is eble to perbm theirjob functions

Substanca Scraanlno
The City shall require individuals to undergo drug or alcohol screening under the bllo,ving circurnstances:

t. Applicrr Tctng.
The City ;h;ll require any-ioU applicant who has received a conditional ofier of employment to undergo a drug and/or

alcohol'test as a conOition df comnrencem€nt of employment. lf the job applicant refuses to undergo substance testing or

chapter 8

l

ch€p(or 8-800 Polkj.s



has a confirmed positive test result, the condilional ofier of employrnent will be wifdrawn, and ihe indivilual will not be

hired.

2. Rsasonabls Suspiclon Tosting.
The City shall require ant Employee lo undergo drug and/or alcohol testing if it has a reasonable suspicion hat the

Emdoyee is using or has used drugs or alcohol in violation of his policy.

By way of example only, a "reasonable suspicion" ,o,r purposes ot this policy rmy be based upon such circumstances as
physical symptoirs or nranibstatrons of being under he inlluence of dn.qs or alcohol or direcl obcervation ofdrt4 or alcohol

use while al work or on duiy; a reliable, credible and independenuy conoborated report of drug or alcohol use while at work

or on duty; evidence that ai indivirual has tampered wih a drug or alcohol test during his or her employrnent wib the City;

or evidence $at lhe Employee is involved in the use, possession, sale, solicitaton or bansbr of drugs while on duty or
while on City premises or operating he City's vehides, rnachinery or equiprnent.

3. Postdccidcnt T6Ung.
\Mren operating City vehides and/or rnobile equiprnent the City shall require an Employee to undergo drug andior alcohol
testing when involved in an incident in whbh injury and/o. property darnage ocarrs. Any accident h which a City Employee
is operating a personal vehide on City business, regardless of whether reasonable suspiion exists, will require a post-

accident alcohol and drug test.

4. Random Testing.
Employees in positions requiring the perbnnance of City safety-sensiwe funciions and ernployees in positions requiring a
comrnercial driver's licens€ are subied to random testing. The sehclion of ernployees br randorn conuolled substance
and alcohol testing will be rnade by a scientifically valil method. Under the seleGlbn process, each employee will have an
equal chance of being tested each time selections are rnade and ihe City wilt not have the dissetion to waive lhe seledion
of any Empbyee.

Safety s€nsitive posfions invot\€ job duties whidr if performed with inattentiveness, enors in judgrnent or diminished
coordination, dexterity. or cofllposure may result in mistakes that could present a real andor imminent threal to lhe Personal
health and sabty o, the emdoyee, co-rvorkeIs, and/or Ule public. lnduding bul not limited b: operatng macfiinery (i,e.

heavy equipmen! hazardous tools, tec.); rnaintenance of vehicles and equiprEnt Fanspoding people: carrying a weapon
in performance of essentalirb funclions; insuring th€ dired safety and prot€.iion of ohers and properry, such as funciions
perbrmed by libguards, police omcers, firefighters, etc.).

Sahty-sensitive positions subiecl lo Endom testing under his policy shall be evaluated annuafly by the Hutmn Resource
Deparfilent

5- Retum-to-Duty and Follow{rp T6ting.
The City shall require any Employee b undergo drug and/or ahrhol bsting without prbr notice frcllo ring a Prior conllnn€d
positive test The City b not obligated to reinstate or rehire any employee who vidates thb poliry. Should the City decide

to reinsiate, the individual will require evaluaton by a Substance Abus€ Probssional (SAP) or qualified Program and be

subject to bllol,v-up testing at he employee's expense.

6. Scheduled, Pedodic T6tlng.
The City shall require any Employee to undergo drug and/or alcohol tesling as part ofa routinely scheduled fitEss-fo,riuty
medicai exam to the extent suchan exam is regularly conducted on the Employee. Also, Empbyee's shall be required to
undergo drug andlor alcohol tesiing which is routinev scheduled for all rnembers ofthe Ernployee's classification or grouP.

Ttre City snatt sctreOule ran<tom drug and/or alcohol testing ot its Employee pools. Th€ City shall bltol,y applir=ble bderal
regulations tor employees required-to possess comnercid drive/s li:enses. Comrnercial drivets will have a desEned
dissifcation for U.S. Department of Transportatbn (OOT) drug testing purposes and br the City to .nainlain required

docurnentation- The City will also include commercial drivers (DOT pool) in the City's Employoe pools for random testing
purposes.

Chapter 8
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drive/E license b suspended must notity fle City wihin five (5) days of receiving noli:e of suspensbn.

Emplovoe Educa$on and As.btrnc. Proor.m
@ues sunounding substance abuse, the city has estaUished an ongoing

education prwram. Th's program includG hbnmton aboul the darEers of substance abuse, ttle City's Substance Abuse

Pollry, inioBneton about treatrEnt servi(Es svaihble and the penalti6 br violation of the Subsbnce Abuse Poli'ry.

The City abo provides drug and alcohol dependency evalualion and refrenal services br subctance ahrse counseling,

treatrneilt and iehabilitation as part of an Empioyee Assbtance Program. Employees are encouraged b se€k assistance

through this program and an Employee's decision to seek assisEnce trom the EmployBe Assistiance Prcgram will not be

useO as tre 
'UasS 

trr disciplinary ailiOn prior tro adminisEring an alcohol or drug test which Eoduces a posiwe result or

other violation of his Policl. On the otrer hand, using tlle Employe€ Assistsnc€ Program will not be considered a deEnse
to impositon of disciplinary ac{bn when the City becomes aware of a positive drug test or other violation of this Policy

oubide of lhe Employe€ Assistance Program.

Depending on the circurnstancas, Ule City rnay suspend the irnpositon of disciplinary action subjecl lo an E[ployee's
successfui participation and corplelbn h an alcohol or drug dependency treatnenl or rehalilitation program, bul sudl
suspensiofl of disciplinary actirn shall be in ltE sole discretion of the City. No Employee shall be able b avokl disciplinary

aclion ,or violaton of his Poliq if employse does not rneet the standards of iob perbrmance estrablished br their position

even if the indivkiual's lack of perfrcnnance is due to alcoholism or drug dePendency.

Conreouence ol Fallum to Comolv wlth thb Policv
@i of employnrent and who refus€s b undergo substance testing or

v.,trt hii a confrmed positive result shall not be hired by lile City. Any Employee wtlo vblates any provbion of lhis Poliry

shall b€ subjed to discipline up to and including discharge lrom empioyment, even br the first ofiBnse. This shatl include

any use, poisession orsate oi lttegal drugs as prohibibd by this Polisy any use or abuse of alcohol as Prohibited by this

Policy; and any prescriptjon or over-thecounter drug abuse as prohibibd by this Policy.

lf a person is separated br violatons of thb poliq, th€ individual rlay appty irr rehire afier cornpletion of a featrnent
progiam. An Employee rehired afler vbhtion this policy will be subjecl tc an individual schedule of random tesling br two

iears. tf me Embbiee tesb positive in a icllotw-up teat the Employee will be terminated. This (rnandatory btmination

Wbelace Act any 動 ●cted ofa MdJわ n of a cnttnal drug

statlteinvoMng an on ddy or ordⅢ yi“幻ent mttst¨ tle c～ fwe days of convk irn. Atso, any emdoyoe whos€
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provision) shall also include any refusal to submit lo an alcohol or a drug test required by the City as outined and in

compliance with this Policy or any delay in submitting to such a test when requested.

The City of Kingsville shall not tolerate any use of non+rescribed drugs or alcohol. lf an employee cornes to work under

the infruence oI drugs or alcohol or uses drugs or alcohol while on City business or at any tirne during the hours between

the beginning and ending of lhe Employee's work day, whether on City property or mt, disciplinary action will be taken up

to and induding termination of employrnent.

All doclstons, dstormlnatlons, or flndlngs by tho Ctty rsgerdlng oniolloment or admlnhilntioo ot thb pollcy shall
not be Eubiect to rsyi.w by the TEAII Rovlew Procasa o, appoal to the clvil servlco commbrlon.

Comoliance wlth AoollcaHe Law
To the extent any portion of this Poliq is determin€d lo be contary to the requirernents of any applicable bderal or state

statutes, rules or regulations, it is lhe inlent of be City to conducl its program prohibiting alcohol and drug abuse in he
workplace and any alcohol or substrance screening in conneclion therervih in accordance wih lhose legEl guidelines, and

the City shall do so even if this Policy has not been rnodified to address sr-rch inconsistencies.

R.rponrlblllN for AdmlnlEtration
This Policy shall be uniformly administered to insure hirness to all Employees of the City. The Hunnn Resource
O€partrnent is responsiue for administering his Policy. This responsibility includes: (l) communicaling the Policy to all
Employees; (2) disseminating drug and alcohol awareness inbnnafron and making inbmtaibn regarding the Employee
Assistance Program availaue to all Ernployees; (3) provirjing appropriate t-aining to DeparfrEnt Directorl peEonnel; and
(4) administering this Policy taid,y and consistenty throughout the City. Th€ City will PIwue advisory and techni:al
assistance and is responsible ilr insudng unibrm administration of the Policy throughout the City.

App€xye+Aagesl2+?p06
App@ved: Saptenber 23, 2019

Reslution #
Elfectiw Date. October 1. 2019
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EFFECTiVE: 10′ 01′2021
REViEWED:

Policy 890.12 Safety-Toe Footwear and Reimbursement Policy

I. PURPOSE

To establish a policy for utilization and reimbursement of Safety{oe footwear for City employees
whose duties expose them to hazards capable of causing foot and/or toe injuries.

il. scoPE

All full-time and part-time City employees whose job activities expose them to foot hazards are
required to wear safetytoe footwear. Departments and/or divisions will be responsible for
determining those employees who are exposed to foot hazards.

Definitions
Safety{oe footwear - footwear intended to provide protection of the toes against external forces
using a protective toe box incorporated in the footwear that is capable of complying with the
requirements of ASTM (American Society for Testing and Materials) F2413.

III. PROCEDURES

Protective footwear worn by employees shall meet the ASTM standards.

A. Safety shoes/boots are mandatory for all employees working in areas where there
is exposure to hazards capable of causing foot and/or toe injuries.

B. Only shoes/boots marked with the ASTM F2413 will be accepted. Previous
designation prior to 2005 was ANSI 241. Safety shoes/boots may be steel-toed or
composite-toed if footwear meets the ASTM F2413 standard. Safety shoes/boots
must have at a minirnum, the letters'l' (lmpact Resistant) and 'C' (Compression
Resistant) onthelabel affixed tothe shoe/boot. Additional protection can be found
on safety shoes/boots including:

| - lmpact Resistant
C - Compression Resistant
MT - Metatarsal Protection
PR - Puncture Resistant
CD - Conductive Protection
EH - Electrical Hazard Resistant
SD - Static Dissipative

C. Employees required to wear safety shoes may request a reimbursement of up to
$ 75 annually or $ 100 every two years for the purchase of approved safety
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shoes/boots. Employee must submit the receipt and supporting information
indicating the shoe meets the ASTM F24'13 standard within two (2) weeks of
purchase date. Department Directors are responsible for approving purchase of
safety{oe shoes and for keeping a records of yearly employee purchases.

Safety shoes/boots may be purchased from any vendor and be reimbursed up to
the maximum allowed.

Safety shoes/boots purchased under the City's program shall be properly cared
for and maintained by the employee. Damages that occur to safety shoes, either
on the job or off, will be the responsibility of the employee. On{he-job incidents
where the integrity of the safety shoe/boot is compromised, will be reviewed on a
case-by-case basis by the Risk Manager who will make the determination if a
second reimbursement is allowed.

Employees reporting to work without the proper safety-toe footwear may be subject
to disciplinary action up to and including termination of employment for violation of
this or any City policies. Employees who are required to but are not wearing
approved safety shoes at the beginning of their workday or during the work period
while performing routine work functions are in violation of this policy for safe
working practices.

Employees not able to wear safety-toe shoes for medical reasons must produce a
medical provider's certificate requesting exemption and provide an alternative for
this requirement.

G

H

IV, POLICY UPDATE

This policy shall be reviewed on an annual basis by the Human Resource Department.
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POLICY NO. 720,01 OESIGNATION OF HOLIDAYS

Certain days are official holidays forthe City as declared by the City Commission. These "official City holidays'
are:

Description of Holidav Date of Holidav
New Year's Day January 1d each year
Martin Luther King, Jr. Day Third Monday in January each year
President's Day Third Monday in February
Good Friday Friday before Easter each year
Memorial Day Last Monday in May each year
Juneteenth June 19h each year
lndependence Day July 4h each year
Labor Day First Monday in September each year
Columbus Day Second Monday in October
Veteran's Day Novembell1h each year
Thanksgiving Day and Fou(h Thursday in November and
Day after Thanksgiving Friday following
Christmas Day December 25h each year
Day before OR Day after Christmas December 24h OR 26h each year
(CiU M a nage f s discretion)
New Yea/s Eve December 31d each year

Vvhen an official City holiday falls on a Saturday, the preceding Friday will be considered the official holiday.

When an official City holiday falls on a Sunday, the following Monday will be considered the official holiday.

When two official City holidays fall on a Friday and Saturday or on a Sunday and Monday, then the holidays
will be observed as follows:

Holidav Combination Observed CiW Holidav
Friday/Saturday Preceding Thursday and Friday
Sunday/Monday Preceding Friday and Monday

For each of the ofilcial City holidays, it will be the policy of the City to pemit as many Employees as possible
to be given the day off from work. The welfare of the City's residents, however, dictate that certain Employees
will be required to work in order to maintain operations of essential City functions.

Employees desiring to observe religious holidays that do nol coincide with the official City holldays may be
granted time off without pay for their observance. Such Employees may use accrued paid holiday or vacation
leave time in such circumstances.

Approved b! ctty @ffistu: 
:::,#:;":? z31Z

Anendnent Apprcved by City Connission: September 7, 2U1
Effedive Policy Amedment Oate: October 1, 2021



POLICY NO.731 FLEX LEAVE

Flex Leave provides employees with the ability to use paid time off to meet personal needs, while
recognEing the employer's need to manage employee time off.

All non-exempt and exempt full{ime non-civil service employees and regular part{ime non-civil service
employees shall earn eight (8) hours of Flex Leave the first payroll of December of each year. Temporary
and seasonal employees are ineligible for Flex Leave.

All non-exempl and exempt fulltime non-civil service employees shall earn four (4) additional hours and
regular part-time non-civil service employees shall earn two (2) additional hours of Flex Leave during the
Employee's birth month.

> Flex Leave may be taken in increments of one hour, or fraction thereof, upon proper approval.

) Employees are required to provide supervisors with reasonable advance notice and obtain approval
prior to leave. This allows for the employee and supervisor to prepare for employee's scheduled time
off and assure all staffing needs are met.

> No cash payments for unused Flex Leave shall be authorized at any time nor upon separation of
employment.

> Flex Leave is not transferable between Employees.

) Flex Leave shall not be used to extend an employee's separation date. The last day worked shall be
the official separation date.

> Employees shall take Flex Leave concurrently with any FMLA leave for which they are eligible in
appropriate circumstances.

> Employees on Flex Leave are subject lo recall in emergency situations as deemed appropriate by the
Employee's supervisor.

Ame ndment Approv ed 1 0n 2202 1


