












































Attendance

Employees shall be required to be at their workplaces in accordance with work schedules established by
their department unless officially excused by their supervisor. Employees who fail to report to work, are
habitually tardy, leave without authorization, do not notify their supervisor of absences or tardiness, or
misuse leave are considered absent without authorization and may face disciplinary action or termination of
employment.. Supervisors and employees are responsible for knowing the time and attendance
expectations for their department and accurately reporting all hours worked. Individual employee time
sheets must be maintained daily with those entries completed at the end of the day. All time sheets must
be completed and signed for payroll processing on the day and time established by the City Manager.

No Call/No Show

An employee who does not report to work and does not contact a supervisor as instructed will be
considered absent without authorization, will not be paid for the day, and may be subject to disciplinary
action. The department shall attempt to reach an employee or their emergency contact and send a written
notice after two days to the employee of their absence without authorization.

If a department becomes aware that an employee cannot report to work due to incarceration or other law
enforcement detention, the employee should be allowed to use available paid leave for up to two pay
periods before issuing disciplinary action up to and including discharge. If paid leave is not available, the

employee may be placed on a leave without pay (LWOP) status for up to two pay periods before issuing
disciplinary action, up to and including discharge.

Job Abandonment

An employee who no call/no shows and is absent without authorization for three consecutive days
according to their work schedule, without any contact from the employee or a person on behalf of the
employee, will be subject to disciplinary action up to and including termination of employment.

Overtime

All employees shall be required to work overtime, when necessary, in accordance with state and federal
regulations, as determined by departmental management. Overtime is not guaranteed and is subject to
change. Specific overtime assignments shall be rotated and allocated as evenly as possible among
employees qualified to do the work. Departments should give employees as much notice as possible when
scheduling overtime. Employees are expected to comply with a reasonable request to work overtime and
may be subject to disciplinary action for failing to stay or report for overtime work. Employees must have
advanced supervisor approval before working overtime.

Alcohol and Drug Policy for Commercial Vehicle Drivers

The City will conduct alcohol and drug testing according to the United States Department of
Transportation regulations and the procedures which implement this policy. This policy is established to
ensure the safety of the residents and employees of the City of Ranger. Each covered employee is required
to comply with the provisions of federal law, this policy, and the procedures which implement this policy.
This policy constitutes a safety rule of major significance.

Covered Employees and Applicants

As required by federal law and for this policy, the term "commercial driver” includes any employee who
operates or may be required to operate a commercial motor vehicle. "Commercial driver" includes

temporary, part-time, probationary, and regular employees who operate a commercial motor vehicle only
occasionally, intermittently, or during an emergency. The term "commercial driver" is defined more fully
in the procedures implementing this policy.

All covered employees will be subject to alcohol and drug testing in accordance with federal regulations,
this policy, and the procedures implementing this policy. All employees who apply for transfer to a
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position, which requires or could require that the employee operate a commercial motor vehicle, will be
subject to pre-employment testing before being transferred.

All applicants who apply for positions that require or could require the operation of a commercial motor
vehicle will be subject to pre-employment alcohol and drug testing. Employee applicants who are not
otherwise covered by this policy, who apply for, are promoted into, transferred, or assigned into a position
that requires or could require the operation of a commercial motor vehicle, will be subject to the same
pre-employment testing as any other applicant.

Procedures and Implementation

The City Secretary is responsible for implementing and enforcing this policy. Procedures and other
informational materials will be issued to implement this policy. Terms used in this policy are defined in
the procedures, and those definitions shall control all interpretations of this policy.

Covered employees are responsible for knowing the terms of and complying with this policy and all
related procedures. Each covered employee will be required to sign an Acknowledgment Form, indicating
that the employee understands that they are subject to ongoing alcohol and drug testing.

The City Manager will ensure that at least one supervisor or manager is trained in reasonable cause for
drugs and alcohol.

Educational Materials

The City will provide materials to all covered employees, including specific information about alcohol and
drug abuse; the requirements of federal law, this policy, and the procedures; the consequences for
violating those requirements; and the alcohol and drug testing process. The materials also will include
educational information concerning the effects of alcohol and drug use and specific information on where
employees can get help for alcohol and drug abuse.

Prohibitions
Each covered employee is required to comply with the provisions of federal law, which include the
following prohibitions:

1. No commercial driver shall be on duty or operate a commercial motor vehicle under the influence
of alcohol or any controlled substance or while in possession of alcohol or any product containing
alcohol.

2. No commercial driver shall perform safety-sensitive functions within four hours after using
alcohol, regardless of the driver's actual alcohol concentration.

3. No commercial driver shall refuse to submit to any alcohol or controlled substance test required
under the law.

4. No commercial driver shall report for duty or remain on duty to perform a safety-sensitive
function if the driver uses any controlled substances, except when the controlled substance is
used pursuant to the instructions of a physician, and the physician has advised the driver that the
substance does not adversely affect the driver's ability to safely operate a commercial motor
vehicle.

5. No driver shall report for duty, remain on duty, or perform a safety-sensitive function if the driver
tests positive for controlled substances.

Alcohol and Drug Testing

As required by federal law, the City will conduct alcohol and drug testing in accordance with the U.S.
Department of Transportation regulations and the provisions of this policy and the procedures which
implement this policy. The following types of testing for positions that require the operation of a
commercial vehicle will be conducted:
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Pre-Employment Testing
Post-Accident Testing
Random Testing

Reasonable Suspicion Testing

Return-to-Duty Testing

AN U L

Follow-Up Testing

Consequences of Violations

Any covered employee or employee applicant who violates any provision of federal law or this policy shall
be subject to disciplinary action up to and including discharge.

Personnel Records

The City Secretary will maintain a personnel file for each active employee. An employee's work history
records are available in the Human Resources Department for inspection by the employee, any individual
authorized by the employee, their immediate supervisor, City Manager, or department designee. The City
Secretary will not release personnel records to individuals or agencies outside the City unless required by
law.

Employee work history records maintained within departments are subject to the same provisions as those
maintained by the City Secretary. An employee has a right to inspect all information in their personnel file
and may supplement personal work history information in response to the documentation included in
their personnel file maintained by the City Secretary. Employees will receive a copy of any written
disciplinary or performance counseling record added to their personnel file.

Staffing and Development
Selection

The selection of an employee shall be the responsibility of the City Manager. All positions are considered
competitive positions. It is the responsibility of the City Manager to ensure that the appropriate
procedures are used to select each new employee.

Nepotism

No person related within the second degree by marriage or third degree by blood to the Mayor, City
Commission, or the City Manager shall be hired into or appointed to any office, position, clerkship, or
other services of the City. This prohibition shall not apply to any related person continuously employed by
the City for a period of two years prior to the election of the Mayor or Commission Member or
appointment of the City Manager.

The City Manager shall not approve the employment of any person related within the second degree to a
supervisor in their workgroup. Immediate family members cannot work in the same supervisory chain,
regardless of the distance of supervision within the supervisory chain.

Pre-employment Reviews

Only after making a written conditional job offer, a comprehensive background check must be completed
in accordance with procedures outlined by the City Secretary. A comprehensive background check will
include confirmation that the candidate has required college hours or degrees, professional licenses,
certificates, or driving records.

Initial Probationary Period

To become a regular employee, each employee must complete a probationary period of six months
following initial employment or reemployment in a regular budgeted position. The probationary period
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provides a specific time frame for supervisors to monitor, evaluate, and assist an employee in adjustment
to service with the City in general and the position in particular. While in initial probationary status, the
individual is an at-will employee and may be terminated from employment at any time and on any basis
not prohibited by federal or state law.

Proper use of the probationary period will result in the identification and retention of those employees
who demonstrate the skills and meet the performance levels required of various positions. Successful
completion of a probationary period should not be construed as guaranteeing continued employment or
creating a contract of employment. The City Manager, through subordinate supervisors, is responsible for
the implementation of this policy and will:

1. Assign an individual to probationary status on the initial employment or reemployment date.
2. Evaluate the job performance of the new employee.

3. Advise the employee of satisfactory or unsatisfactory progress and recommend areas for
improvement if needed. A probationary employee may be terminated if improvement is not
determined. Whenever possible, ten working days' notice should be given.

4. Before completing the probationary period, a performance review will be completed to indicate
whether the employee is meeting expectations and whether the employee has successfully
completed the probationary period. The City Manager will provide the employee and the City
Secretary with a written decision concerning the employee’s termination of employment.

5. The City Manager may terminate an employee at any time during the probationary period and will
strive to meet with the probationary employee before the termination of employment occurs. The
City Manager should do so if the employee fails to perform the duties of their position
satisfactorily or fails to comply with department or City work rules.

Temporary Employees

Temporary employees are employed to accomplish specific, short-term, or seasonal assignments in
accordance with the Temporary Employee Procedure. A temporary employee is not assigned a
probationary period upon employment with the City. A temporary employee hired into a regular budgeted
position must serve a probationary period of six months. The employee will receive service credit from the
initial employment or reemployment date if they have had continuous City employment when hired into
the regular position.

Training and Development

The City of Ranger provides training and development opportunities to encourage high-quality
performance to prepare employees for new or increased responsibilities, skills, and extend opportunities
for individual growth, promotion, development, and self-fulfillment. Some training courses may be
required by mandate or for compliance with legal or other requirements. Job specific training to meet
legal and other requirements of the job must be completed within the timeframe established by the City
Manager for continued employment if a provisional hiring is offered pending completion of training,.
Employees must obtain supervisor approval for training and development courses.

Performance Planning and Review

The performance review process supports supervisors and their employees in setting achievable job
expectations and planning employee professional development. Employees, including temporary
employees, and their supervisors will define and reach a mutual understanding concerning the
performance standards and objectives set for each employee:

1. To help more effectively plan the work of City departments and other work units;
2. Toidentify training and development needs;

3. To promote fair treatment of employees;
4

To provide for increased communication between employees and their supervisors; and
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5. Toreflect the accomplishments from the previous reporting period.

An employee and their immediate supervisor shall meet regularly to develop performance standards and
objectives for the employee's position, to review the employee's progress toward achieving goals and
objectives, and to develop plans for employee's future training and development. Performance planning
and review sessions shall be conducted at scheduled intervals in accordance with procedures developed to
implement this policy. In addition, unscheduled sessions shall be conducted as required to counsel
employees on changing work expectations and current performance problems or for any other purpose
supporting the objectives of the Performance Planning and Review Program.

An employee may appeal their performance evaluation using the general grievance process. An employee’s
performance evaluation shall be reviewed by their next higher-level supervisor or City Manager in
accordance with the general grievance process.

Promotion, Voluntary Demotion, Lateral Transfer, and
Reassignment

Promotions, voluntary demotions, and lateral transfers may be made based on a competitive process or
business needs, considering skills, abilities, and demonstrated performance. Employees may be granted
time off with pay for interviews with the City when scheduled with advance notification to their
supervisor. An employee who is officially notified of selection and accepts another position, must give at
least two weeks' notice to the current department. Departments may waive this provision by mutual
agreement.

Promotion

A promotion will be accomplished after a careful and thorough review of an employee's qualifications,
previous work history, and demonstrated performance. A promotion shall take effect as soon as it is
practical. Employees shall serve a probationary period of three months beginning on the first workday of
the promotion. Any employee who fails to perform satisfactorily during their evaluation period may be
counseled, demoted, transferred, reassigned, or discharged.

Voluntary Demotion

A voluntary demotion of an employee may occur if an employee receives another position at a lower pay
grade. A voluntary demotion can be done by a competitive process or by direct appointment.

Lateral Transfer

A lateral transfer is a selection to a position in the same title or salary grade, meaning numerical pay grade
and associated pay range, through a competitive process. All regular employees are eligible to apply
through a competitive process for transfers to vacant, advertised positions. Probationary employees are
not eligible to apply for a lateral transfer without the approval of their City Manager.

Lateral Reassignment

A lateral reassignment is a direct appointment to a position in the same title or salary grade, meaning
numerical pay grade and associated pay range. An employee may request a voluntary lateral reassignment.
Lateral reassignments may be initiated by a City Manager when the best interests of the City are served by
such action.

Separation

Termination of Employment

The Charter of the City of Ranger outlines the process in which a City Manager may discharge or
terminate an employee. The City Manager will furnish the City Secretary and the employee with a written
statement indicating the reasons for discharge. All employees are at-will and may be dismissed or
terminated from employment at any time and on any basis not prohibited by federal or state law, and

City of Ranger Personnel Guidelines Manual 2026 21



without a right to appeal, unless covered otherwise by a signed contract or agreement.

Resignation

To resign, an employee must provide oral, written, or electronic notice of their resignation to their
supervisor and give at least ten working days before the effective date of resignation. A supervisor may
accept oral, written, or electronic communication from an employee of their resignation, and must
document the acceptance in writing to the employee. An employee has 48 hours to reconsider and
withdraw their resignation within this time limit. An employee shall only be able to withdraw their
resignation one time during a 12-month period.

Reduction-In-Force

A reduction-in-force of employees may occur when it becomes necessary for the City to effect immediate
reductions in the size of the City workforce. The City Manager and City Secretary will coordinate all
reduction-in-force actions with the affected departments according to the approved procedures developed
to implement this policy.

Whenever possible, employees affected by a reduction-in-force will be given 60 days' notice of separation.
Upon the recommendation of the City Secretary, the City Manager may provide up to 12 weeks of
severance pay to an employee who has been laid off. A Reduction-In-Force may only be authorized by a
majority decision by the City Commission.

Rehire Eligibility
Employees who resign or are discharged can be designated as ineligible for rehire indefinitely or for a

period of time. Such designation will be made when recommended by the City Manager, concurred with by
the City Secretary, and approved by the City Commission.

Compensation

The City of Ranger strives to provide equitable compensation for its employees in pay and benefits to
attract and retain qualified individuals for all positions. Compensation depends on the City Commission
approval of the Budget on an annual basis.

All positions are designated by titles on all official records, payrolls, and communications. Employees and
departments cannot use a title that has not been approved by the City Secretary.

When an employee is laterally transferred, promoted, voluntary, or involuntary demoted, reclassified, or
part of a classification review, all changes in the rate of pay shall be in accordance with established
procedures. An employee may grieve the results from a classification review by following the general
grievance process.

The City Manager is responsible for the determination of those positions eligible for overtime pay as
provided in the Personnel Guidelines and those executive, administrative, professional, and other
positions which are exempt from those provisions.

Before the preparation of the City's annual operating budget, the City Finance Director shall prepare an
analysis of prevailing rates of pay for comparable public and private employment in the area and at large,
taking into consideration cost-of-living factors, budget effects of various alternative classification plans,
and other factors which may be pertinent in recommending changes in the plan. Based on this
information, the City Finance Director may recommend to the City Manager changes in pay policy to
ensure that employee pay is current, uniform, and equitable.

Pay and Overtime

The City of Ranger commits to accurately compensate employees in compliance with all applicable state
and federal laws. The City complies with the Fair Labor Standards Act (FLSA) salary basis requirements,
and the City intends not to make improper overpayments to or deductions from the salaries of employees.

The City Manager shall set pay periods and dates of payment. Exempt employees are salaried. Non-
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exempt employees are paid for the actual number of hours worked during each workweek to include any
authorized paid leave. All employees are expected to follow timekeeping practices to ensure an accurate
and complete accounting of hours worked are recorded.

To ensure employees are paid properly for all time worked and that no improper payments or deductions
are made, employees must correctly record all work time and review their paychecks promptly to identify
and to report all errors. Employees must not engage in off-the-clock or unrecorded work.

Employees who feel that an improper payment or deduction has been made should immediately report
this information to their direct supervisor or the City Secretary. Reports of improper payments or
deductions will be promptly investigated. If it is determined that an improper payment or deduction has
occurred, the employee or the City will be promptly reimbursed. An employee has the right to request
regular deductions from their check for any purpose approved by the City Manager or City Commission.

Exempt Employees

Exempt employees are salaried employees and are not entitled to overtime compensation. Exempt
employees may be required to work more than 40 hours in a work week, subject to business needs. This
salary will be established at the time of hire or when the employee becomes classified as an exempt
employee. An employee's salary may be subject to review and modification. The City Secretary may, in
some cases, approve additional compensation for exempt employees.

Exempt employees for the City of Ranger include the City Manager, the City Secretary, the Police Chief,
the Municipal Judge, Finance Director, and the Public Works Director. These employees will have
established contracts in place with the City Manager that are approved by the City Commission.

Non-Exempt Employees

Non-exempt employees will be compensated for any overtime worked when such compensation is
required by law. Overtime is any time actually worked in excess of 40 hours in a week. There are separate
guidelines for payment for Fire Department and Police Department staff. Employees will not be permitted
to donate work time to the City.

Overtime will be paid at one-and-one-half times the employee’s regular rate of pay. A City Manager may
choose to offer compensatory time in lieu of cash payment for some or all of the department's employees.
Before the overtime is worked, employees must be informed that overtime will be compensated with
compensatory time off rather than cash. Compensatory time shall be credited at the rate of one-and-one-
half hours for each hour of overtime worked. A non-exempt employee may accrue up to 120 hours of
compensatory time. Any additional overtime worked will be paid in cash.

Utility Workers Scheduled for On-Call Duty

These employees will be paid for three hours at one and one-half times the regular hourly rate. Additional
on-call pay hours shall be paid at one and one-half times the regular hourly rate. On-Call pay eligibility
shall not be affected by time not worked during the scheduled work week (annual leave, sick leave,
holidays, etc.) as would normally be the case in calculating other overtime eligibility.

Policy for Public Works Supplemental Pay Rate Increases

For all licenses issued by the Texas Commission on Environmental Quality (Water, Wastewater, Customer
Service Inspector, BPAT) a standard salary increase of $0.75 per hour, per license shall be applied to the
employees’ salary upon issuance of each license. Employees who obtain a Class B Commercial or Exempt
Driver’s License shall receive a salary increase of $0.25 per hour. The aforementioned increase shall be a
one-time increase per license and are not retroactive.

Call Back Overtime Pay

Any non-exempt employee who has left the premises but is called out later for an assignment, will be
given a minimum of two hours pay for the first call out provided the call out requires less than two hours
to complete. Additional callback pay hours shall be paid at one and one-half times the regular hourly rate.
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Call back pay eligibility shall not be affected by time not worked during the scheduled work week (annual
leave, sick leave, holidays, etc.) as would normally be the case in calculating other overtime eligibility.

Pay Period

Salaries and wages shall be paid on a biweekly basis. For all employees, the weekly work periods shall end
on Wednesday at midnight. Employees working a shift that spans Wednesday at midnight shall enter
their hours worked for that shift as hours worked on Wednesday. Before the beginning of each calendar
year the Director of Finance shall issue an annual schedule that sets which weekly work periods are to be
paid in each pay period and when the payroll check will be issued.

At the end of each work period all certified time sheets shall be expedited to the Finance Director’s office
by 9:00 a.m. on the first administrative workday following the end of each pay period. Timesheets not
received by the cutoff will be processed in the following payroll cycle. Paychecks shall be distributed by
Friday following the end of each pay period for those employees with timesheets presented prior to the
cutoff time.

Work Schedule

The Division (or Department) Director, with approval of the City Manager, determines the appropriate
work schedules. Firefighters assigned to fire suppression activity work twenty-four hours on duty with
forty-eight hours off duty.

Work Period
All employees shall be assigned to one of the following pay periods:

1. Firefighters assigned to fire suppression activity shall work a fourteen-day work period. except for
the last pay period of the calendar year when a catch-up option is available to the Fire Chief for
use at his sole discretion as long as it is less than the fourteen-day work period and in
conformance to the Fair Labor Standards Act; or

2. All other employees shall work a seven-day work period.

Rest Period

If authorized by the supervisor, employees may take two 15-minute rest periods during each workday.
Such rest periods shall be considered a privilege and not a right and shall never interfere with proper
performance of the work responsibilities or work schedule of each department.

Modified Operations

If City operations are modified at the direction of the City Manager, all employees will be designated as
essential or critical and are required to work their regular schedule in person or by teleworking or be
available to respond when requested.

A schedule should be established to ensure that all employees have the opportunity to receive
consideration for alternative assignments during modified operations.

Essential employees who work during a modified operation as designated by the City Manager will receive
pay for actual hours worked and any overtime to which they are entitled. Essential employees will receive
administrative leave on an hour-for-hour basis, up to eight hours, based on the hours the City operations

are modified.

Reimbursement for Use of Personal Vehicles

Certain jobs may require the use of personal vehicles for which reimbursement will be made based on the
rate schedule in effect. When reimbursement is authorized for official business, all safe-driving rules
apply in the same manner as if the employee were driving a city vehicle.
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Terminal Pay

All employees who leave the service of the City for any reason shall receive all pay due them with the
following qualifications:

1. Regular employees shall be paid for all unused annual leave accumulated based on the leave
accrual guidelines provided in the Appendix of these policies. Employees who leave before
completing their six months’ service shall not be entitled to any annual leave pay.

2. Regular employees who have been continuously employed by the City since before October 1,
1986, and retire from the City shall be paid for accrued sick leave.

3. Beneficiaries (of employees continuously employed by the City before October 1, 1986, who die
while in the service of the City, or who die while on approved military leave) shall be paid for
unused sick leave as detailed in the Appendix of these policies.

4. Employees discharged for cause as defined in these policies eligible for payment of accrued
annual leave. When the reason for the discharge is the conviction of a criminal offense against the
City of Ranger, or for cause as defined in these policies, no notice payment shall be given.

5. The City Manager may accept a resignation effective immediately if in the best interest of the City,
provided the employee is paid ten working days' notice pay.

6. Regular employees who give less than ten working days’ notice of resignation shall forfeit their
accrued annual leave unless a mutual agreement is reached between the City Manager and the
employee.

7. The separation date for all employees shall be the last day of actual work or approved leave.
Terminal pay received by an employee shall not be construed to extend their employment with
the City beyond the separation date.

Failure to return City issued equipment, uniforms, material, or other items may result in a delay in
payment of terminal pay. This payroll check shall only be issued after all time sheets have been turned into
the Finance Director and after the last day of actual work performed in the service of the City.

Military Pay Supplement

The military pay supplement is provided to support regular employees who are in the U.S. Military Ready
Reserve status as of December 6, 2001. To be eligible, a regular employee must meet the following
eligibility criteria:
1. Must have exhausted the 15 days (120 hours) of paid military leave and any eligible leave the
employee chooses to use before being placed on a leave of absence;

2. Must be reporting after December 6, 2001, to an active duty pay status in the Uniformed Services
of the U.S. Military Reserves or National Guard; and

3. Must comply with procedures for the military pay supplement as established by the Human
Resources Department.

Eligible employees shall be paid an amount necessary to bring their total earnings, inclusive of all military
pay, to the base pay earned from the City at the time they were called to active military service. Base pay
earned from the City is the employee's hourly or salaried rate, excluding all allowances.

Benefits

The City Secretary will review the City's employee benefits program on an annual basis. The City Secretary
will submit to the City Manager recommended changes to the benefits program as part of the wage and
benefits package or as necessary throughout the year. Recommended changes to the benefits program
must be approved and funded by the City Commission.

Leave
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Leave may be approved by supervisors and managers in alignment with procedures established by the
City Manager and the City Commission. Work schedules and operational requirements of the department
are necessary to consider in allowing the approval of leave. Leave must be reasonably requested in
advance, and the approving authority has a responsibility to respond timely. Leave is granted for a specific
period of time, and any extension must follow the same procedure required for approving the original
leave. Leave which qualifies as family or medical leave is also subject to the requirements of the Family
and Medical Leave Act of 1993 (FMLA). All employees are expected to follow timekeeping practices to
ensure accurate and complete accounting of hours worked.

Paid leave is paid at the same rate as hours worked during the basic workweek, and paid leave hours are
counted as hours in the employee’s work period and apply toward the employee’s eligibility for earning
benefits. Non-exempt employees shall not use accrued leave during a workweek where they have worked
hours in excess of a standard workweek. Any approved leave shall be reduced by the amount of time
needed to equal the standard workweek.

Annual Leave

Requests for annual leave should be submitted to the employee's supervisor with as much advanced
notice as possible. The approving authority has a responsibility to respond timely. The approval of annual
leave and reassignment of workloads are up to the employee's supervisor, and therefore annual requests
are not approved automatically. Approval of annual leave may be rescinded only after review of other
alternatives and considering the impact to the employee.

Annual leave may be taken as family or medical leave under the Family and Medical Leave Act. Annual
leave time can be taken at minimum intervals of one-quarter hour. Official holidays occurring during an
employee’s pre-authorized annual leave shall not be charged against their annual leave.

The maximum amount of continuous annual leave time a department can grant to an employee is four
weeks (160 hours). Leave requests over 160 hours are an exception, and are submitted as exception
requests to the City Secretary for final approval by the City Manager. When annual leave is taken as family
or medical leave under the Family and Medical Leave Act, an exception is not required.

Annual Leave-Accrual

All eligible employees in a regular budgeted position shall earn annual leave with pay at the following rates,
to be earned on the anniversary of date of employment and to be used during that year. A maximum of one
year of annual leave can be carried over to the employee’s next year. Computation of leave rates are as
follows:

Years of Service Completed Annual Leave
0-1year 5 days

2 years 10 days

5 years 15 days

10+ years 20 days

Annual will be available immediately after it is earned for employees hired into a regular position.
Employees will not be paid annual leave if they separate from city employment during their initial
probationary period. Full-time regular and probationary employees shall accrue annual leave for each pay
period at the rates set out above. If a regular employee separates city employment and returns within 12
months of their separation date, they will earn leave at the same rate they left and begin accruing again
following the rates set out in the Appendix. Only the most recent tenure will be used in establishing the
accrual; it is not cumulative. If a regular employee separates city employment and returns after 12 months
of their separation date, they will begin accruing annual leave as a new employee. Part-time employees are
not paid leave unless outlined in a signed agreement.

Annual Leave-Temporary Employees

Temporary employees shall not accrue annual leave nor be entitled to annual leave pay upon separation.
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Annual leave benefits, which would have been accrued if the employee had occupied a regular budgeted
position, will be credited in a like amount to the employee at the time of change to a regular budgeted
position. Employees who earn leave as regular employees and then accept a temporary position in which
they are not eligible to accrue benefits will receive a payout of accrued annual as defined in these policies
at the time of transfer.

Sick Leave

Sick leave may be allowed for doctor appointments, personal illness, or physical incapacity of an
employee, or for family or medical leave under the Family and Medical Leave Act. Sick leave may also be
allowed when an employee is required to care for a member of their immediate family who is ill or

incapacitated due to a medical condition. Departments may approve the use of sick leave for employees to
care for a person that falls outside the definition of immediate family. Departments may also approve sick
leave for the employee’s need to attend funeral services. Employees who become ill during annual leave
may request to use sick leave instead of authorized annual leave. Such leave will be charged to sick leave
or Family and Medical Leave, as appropriate.

Sick leave may be allowed for the employee's need to seek medical attention, seek relocation, obtain
services from a victim services organization, or participate in legal or court-ordered action related to an
incident of victimization from domestic abuse, sexual assault, or stalking involving the employee or
employee’s family member (safe leave).

An employee expecting a child should be allowed to use their accrued sick and annual leave for medical
purposes for a reasonable time before or following the expected date of delivery, as determined by a
physician's statement, if the employee intends to return to employment with the City. If the employee
does not plan to return to work, the terminal pay procedure shall be followed.

An employee may use other paid leave even when accrued sick leave is available. When an absence

due to illness exceeding the total amount of leave an employee has accrued, the employee's pay shall be
discontinued until they return to work. An employee who has exhausted all leave and is protected under
the Family and Medical Leave Act may be entitled to unpaid leave. Sick leave will not be advanced.

To use paid sick leave, an employee shall communicate with their immediate supervisor, City Manager, or
as required by departmental policy, procedure, or work rule, to receive approval for the use of sick leave.
Sick leave can be taken in intervals of a one-quarter hour for all time absent during the regular workday.
Official holidays and regular days off shall not count against sick leave. The use of sick leave related to
Workers Compensation is subject to limitations in the Wage Continuation policy.

A City Manager may require satisfactory documentation of the proper use of sick leave and may disallow
sick leave without such proof. An employee who misuses sick leave is subject to disciplinary action, up to
and including discharge. An employee who is on sick leave for five consecutive scheduled working days or
more must provide a release to return to work from the employee’s health care provider before the
employee is permitted to return to work. The return-to-work release must state that the employee is able
to resume work.

Sick Leave-Accrual

All full-time regular and probationary employees shall accrue sick leave for each pay period at a rate of
three hours per pay period. Sick leave may be accrued without limit. Part-time employees in regular
budgeted positions accrue sick leave on a pro-rated basis. Eligibility to take sick leave for a probationary
employee begins immediately upon accrual. If an employee is rehired by the City within thirty days
following separation, any prior unused sick time will be reinstated for use. Sick leave benefits are not
available to temporary employees. Sick leave is not paid to employees upon separation.

Military Leave

Military leave will be granted to a regular or temporary employee who is a member of the state military
forces or a reserve component of the armed forces. Paid military leave will be granted up to 15 days (120
hours) per federal fiscal year for days when the employee is engaged in authorized training or duty ordered
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by proper authority.
Regular employees who volunteer for military service or who are called to service by military authorities

at any time shall be granted a military leave of absence. An employee on indefinite military leave who does
not accept reappointment with the City in the same or a comparable position within 9o days after the date
of release from active duty may be discharged in accordance with the disciplinary process.

The following conditions must be met for an employee to receive military leave:

1. All requests for leave must be accompanied by a copy of the order, directive, notice, or other
document requiring absence from scheduled work.

2. Leave pay will not be granted for hours before or after the regularly scheduled working hours or
for overtime hours scheduled.

3. Travel time included in the orders and paid for or reimbursed by the service may be counted as
military leave.

4. Military leave will not be granted for diagnosis or treatment of any service-connected sickness or
disability, for obtaining or sustaining any disability rating, or for treatment in any government
facility.

5. The time required for physical examinations for selection or admission to the military service, to
determine or maintain a selective service rating, or to maintain a reserve status may be counted as
military leave.

6. The time required over and above the maximum allowed must be taken as accrued leave or leave
without pay.

Administrative Leave

A City Manager may grant an employee administrative leave for a purpose approved by the City Manager.
Examples of administrative leave include but are not limited to blood bank donations, work hours lost on
the day of an on-the-job injury, visits to other cities on City business, etc. Employees may request a
reasonable amount of administrative leave to conduct Human Resources related business such as
Worker's Compensation claims, complaints, grievances, and insurance claims. Time charged to
administrative leave will be shown as productive time worked.

Employees may take up to four hours of administrative leave during their regular scheduled workday for
voting in a national, state, county, or municipal election. This leave can be used for early voting or on
Election Day. The use of this time should be pre-approved by the employee’s supervisor.

Jury Duty and Court Leave

Jury Duty and Court Leave will be granted to all employees to appear as a juror, witness, or another
official participant in a civil, criminal, or administrative proceeding if the employee or the City is not a
party to the proceedings. Supervisors are responsible for adjusting work schedules when notified in
advance to accommodate an employee's required attendance at one of the above proceedings. Proof of
summons and attendance must be provided to the supervisor before leave can be granted. Proof may be in
the form of a jury notice, subpoena, letter of request from the defense or prosecuting attorney, request of
the hearing officer, etc. Court leave should not be charged against sick or annual leave, and the employee
shall be entitled to the employee’s usual compensation, and employee shall be paid eight hours per day.
An employee’s participation in City-related proceedings should be coded as regular time.

Bereavement Leave

In the case of a death of an immediate family member, all regular and probationary employees may be
granted bereavement leave for a period not to exceed five consecutive workdays, up to forty leave hours.

Scheduled days off do not count against the allowed time off. Temporary employees may be granted
unpaid leave in such cases. This leave will not be charged against sick or annual leave. For purposes of this
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leave, immediate family includes the employee's:

1. Parents (biological parents, adoptive parents, or persons in loco parentis to the employee when
the employee was a minor);

Grandparents (biological or adoptive parents of the employee's parents as defined above);
Spouse (husband, wife, or domestic partner);
Child (biological, adopted, foster, stepchild, legal ward);

CAEE S

Siblings (biological or adoptive brothers and sisters, including stepsiblings); and
6. Parents, grandparents, and siblings of an employee's spouse, as defined above.

Bereavement leave may be granted for other relatives or persons in a position of legal or informal
guardianship with the employee at a point in life.

Additional time off may be approved for cases involving extenuating circumstances, to account for
traveling distances, and must be taken as other accrued or unpaid leave.

Unpaid Leave

An employee must request unpaid leave in writing and receive approval before use. In no case, may an
employee request more than one-half year of annual leave for which they are due based on the years of
service completed. If an employee fails to return to work at the end of the approved unpaid leave and does
not provide reasonable notice to the department, the employee may be subject to discipline, up to and
including discharge.

Approval of unpaid leave constitutes a commitment to the employee that there will be a position available
upon the employee's return, which is of at least equal pay grade as the position vacated and at the same
rate. However, this policy does not entitle an employee to any right, benefit, or position of employment
other than any right, benefit, or position of employment to which the employee would have been entitled
had the employee not taken leave. For example, if the employee is discharged for reasons unconnected with
approved leave, the commitment to return the employee to a position with the City will cease on the day the

employee is discharged.
Unpaid leave can be granted for the following:

1. Leave Without Pay, up to 40 hours. This leave is used when an employee exhausts their sick
and annual leave and is approved to use unpaid leave for up to 40 hours. The employee’s
supervisor can approve the leave without pay.

2. Leave Without Pay, Family and Medical Leave (FMLA). This leave is used when an employee
has an FMLA qualifying event. The employee may use unpaid leave during the event and
is not required to exhaust their sick and annual leave. The employee’s supervisor will
approve the leave without pay as unpaid FMLA leave. Once 12 weeks of FMLA leave has
exhausted, further extensions must be approved by the City Manager as Leave Without
Pay, Non-FMLA.

3. Leave Without Pay, Non-Family and Medical Leave (Non-FMLA) Over 40 hours. This leave is
used when an employee is out of work for any time over 40 hours for an extended period,
such as for a leave of absence. There is an impact on benefits, service credit, and accrued
annual and sick leave. The employee’s supervisor and chain of command can approve the
use of Leave Without Pay, Non- FMLA, for up to 160 hours. Requests for leave over 160
hours must be approved by the City Secretary, and the City Manager.

Examples of when Leave Without Pay, Non- FMLA can be used are for illness, disability, pregnancy,
political activity, educational purposes, or safe leave. Leave Without Pay, Non- FMLA extensions for the
same purpose as the leave initially granted may be approved by the City Manager for any period of time,
not to exceed a total absence of one year.
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Family and Medical Leave

The Family and Medical Leave Act (FMLA) entitles eligible employees to take up to 12 weeks of job-
protected leave for specific qualifying family, medical and military support needs. When requested and
approved, appropriate paid and unpaid leave can be used. Upon return from FMLA leave, the employee is
restored to the original or equivalent position with equivalent pay, benefits, and other employment terms.

Employees who have been employed for at least 12 months and who have worked at least 1,250 hours
during the preceding 12-month period are eligible for family and medical leave as required under the
Family and Medical Leave Act (FMLA).

An employee should request FMLA leave in writing in accordance with the FMLA procedure. Employees
must provide 30-calendar day advance notice of the need to take FMLA leave when the need is
foreseeable. When a 30-calendar day notice is not possible, the employee must provide notice as soon as
possible and must comply with the department’s normal call-in and attendance procedures. Employees
should provide complete and sufficient information and adhere to the required deadlines. Failure to do so
may result in denial of leave under FMLA.

FMLA leave may be taken intermittently or on a reduced leave schedule when medically necessary and
after approval by the City Manager. The leave can be all at once or intermittent, even 2 or 3 hours at a time,
but intermittent leave all goes toward the 12-week limit. Employees must make reasonable efforts to
schedule leave for planned medical treatment so as not to unduly disrupt the City’s operations. Any family
leave must be taken within 12 months from the date of the birth or placement of a child for adoption or
foster care.

Family and Medical Leave Entitlements

Leave under the Family Medical Leave Act provides up to 12 weeks of job-protected leave per calendar
year to eligible employees for the following reasons:

1. The birth of a child or placement of a child with the employee for adoption or foster care,
The care for a child, spouse, or parent who has a serious health condition,

2
3. Aserious health condition that makes the employee unable to work, and
4

For qualifying emergencies when the employee's spouse or domestic partner, son, daughter, or
parent is on covered active duty or called to active status.

FMLA also includes a leave entitlement that permits eligible employees to take up to 26 weeks of leave to
care for a covered service member during a single 12-month period. A covered service member is:

1. A current member of the Armed Forces including a member of the National Guard or Reserves
with a qualifying serious injury or illness who is the spouse, son, daughter, parent or next of kin to
the employee; or

2. A covered veteran of the Armed Forces including a member of the National Guard or Reserves,
honorably discharged within the five-year period before the initiation of the leave, with a
qualifying serious injury or illness who is the spouse or domestic partner, son, daughter, parent or
next of kin to the employee.

Family and Medical Leave and Parental Leave Benefit

The City provides paid parental leave as part of the FMLA leave entitlement to eligible employees for the
birth of a child and the placement of a child for adoption or foster care without regard to the marital status
or sexual orientation of the employee. All temporary employees are not eligible for the paid parental leave
program.

The paid parental leave program provides a maximum number of hours per calendar year, proportionate
to the employee's budgeted workweek. Employees are not required to exhaust accrued leave to participate
in the paid parental leave program. Employees may request an exception from the City Manager for a
second paid parental leave period in one calendar year.
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Parental leave must be taken within the FMLA period associated with the date of the birth or placement of
a child for adoption or foster care. Employees are not entitled to take parental leave intermittently or on a
reduced leave schedule unless approved by their City Manager.

Benefits Coverage During FMLA

While on family or medical leave (FMLA), employees have the option to continue health and other
benefits coverage under the same conditions that applied before the FMLA leave began. For coverage to
continue, employees shall continue to pay the required premiums. Failure to pay the premiums may result
in loss of coverage.

An employee who fails to return to work after the expiration of the leave may be required to reimburse the
City for the City's portion of health premiums paid during the leave, unless the reason the employee fails
to return is a serious health condition which prevents the employee from performing the job or if the
circumstances are beyond the employee’s control.

Return to Work After Family and Medical Leave

Employees will be returned to the same or an equivalent position upon their return from leave. FMLA
does not entitle an employee to any right, benefit, or position of employment other than any right, benefit,
or position to which the employee would have been entitled had the employee not taken leave.

An employee on medical leave for five consecutive scheduled working days or more for a serious health
condition must provide a return-to-work release from the employee’s health care provider before the
employee will be permitted to return to work. The return-to-work release must state that the employee can
perform the essential functions of the job.

Employees should submit a written request for an extension of leave to the City Manager as soon as
possible before the expiration of the leave. Employees who do not return to work after using all family or
medical leave and do not provide reasonable notice to the department may be discharged according to the
disciplinary process.

Holidays

As many employees as possible will be given each holiday off. Employees who are regularly scheduled to
work on observed or actual holidays, and work those days, shall have holiday hours added to their
exception annual account or shall be paid for the holiday. Regardless of the number of hours in an
employee's workday, eight is the maximum number of hours paid for a holiday.

The following holidays are declared official holidays for City employees. If a holiday falls on Saturday, it
will be observed on the preceding Friday. If a holiday falls on Sunday, it will be observed on the following
Monday.

New Year’s Day January 1

Martin Luther King Jr.’s Birthday Third Monday in January

President’s Day Third Monday in January

Memorial Day Last Monday in May

Juneteenth June 19

Independence Day July 4

Labor Day First Monday in September

Let Texas Vote Day* First Tuesday after the first Monday in November
Veteran’s Day November 11

Thanksgiving Day and After Fourth Thursday in November and the Friday after Thanksgiving
Christmas Eve December 24
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Christmas Day December 25
Three Personal Holidays Open

*Let Texas Vote Day is an optional employee holiday on the first Tuesday after the first Monday of
November every election year, beginning on November 3, 2020. Employees scheduled to work on Let
Texas Vote Day may request up to eight hours of leave to participate in an election-related activity such as,
but not limited to, voting, serving as poll workers or other election support, or volunteer civic engagement
opportunities. Employees must submit requests for time off for Let Texas Vote Day in advance to their
Supervisors.

If December 24 falls on a Friday and December 25 falls on a Saturday, then the Christmas Eve holiday will
be observed on Thursday, December 23, and the Christmas Day holiday will be observed on Friday,
December 24.

If December 24 falls on a Saturday and December 25 falls on a Sunday, then the Christmas Eve holiday
will be observed on Friday, December 23, and the Christmas Day holiday will be observed on Monday,
December 26.

If December 24 falls on a Sunday and December 25 falls on a Monday, then the Christmas Eve holiday will
be observed on Monday, December 25, and the Christmas Day holiday will be observed on Tuesday,
December 26.

Employees who work on December 25 will be paid time-and-one-half their hourly rate for hours worked.
When December 25 is also the observed Christmas holiday, employees who work on December 25 will be
paid for the Christmas holiday in addition to the payment for their regular hours worked on that day.
When the Christmas holiday is observed on a day other than December 25, employees who work on the
observed holiday will be paid their regular rate for hours worked and either will be paid for the holiday or
have the hours added to their exception annual account. Employees whose regular day off is on the
observed Christmas holiday will either be paid for the holiday or have the hours added to their exception
annual account.

An employee who is absent without authorization on their last scheduled workday before a holiday or the
first scheduled workday after a holiday may not be paid for the holiday. Regardless of the number of hours
in an employee's workday, the maximum number of hours paid for a holiday is eight. Part-time employees
in regular budgeted positions will receive pay for holidays on a pro-rated basis.

Non-exempt temporary employees will be paid their regular rates on a holiday only if required to work.
City Managers must authorize non-exempt temporaries to work on holidays. Special holidays declared by
the City Commission or City Manager shall be observed in accordance with this section.

Personal Holiday

A personal holiday is a day off on a day the employee chooses, and the City Manager approves. An
employee is not eligible to take a personal holiday until the employee has completed the initial
probationary period. Personal holidays may not be accrued and must be used in the calendar year in which
they are given. Personal holidays not used on or before December 31 will be forfeited.

Workers Compensation and Wage Continuation

All employees who sustain a compensable work-related injury or illness on the job are eligible to receive
workers' compensation benefits as mandated by Texas law. Employees are entitled to all reasonable and
necessary medical services associated with the injury and have the right to receive medical care for the
treatment of a workplace injury as designated by the Texas Department of Insurance (TDI), Division of
Workers’ Compensation until a healthcare network is established by the City of Ranger. If an employee
loses time from work, income replacement benefits will replace lost wages.

Employees will be eligible to receive replacement income benefits by the City of Ranger only for such time
as a physician, designated by the TDI, Division of Workers' Compensation, certifies that the employee is
not able to return to regular duty, with or without restrictions, and has not reached maximum medical
improvement. Income replacement benefits shall be referred to as wage continuation.
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Any employee who sustains any on the job injury, however minor, and who is physically able, must report
the injury immediately to their immediate supervisor, departmental supervisor, and/or the City Manager;
and receive such medical treatment as may be necessary.

Service-Connected Injury

All employees injured on-the-job shall immediately notify their immediate supervisor. A Report of Injury
form (P-30) shall be filled out and submitted to the Division Director and then to the Finance Director. If
the injury requires medical treatment or results in lost time, a TWCC-1 Form shall be filled out
immediately and forwarded to the Finance Director.

Failure of the employee to report any on-the-job injury to his immediate supervisor by the end of his
scheduled work period will be subject to disciplinary action up to and including termination of
employment.

Each time the employee goes to the doctor, for consultation or treatment, a doctor’s Medical Report Form
(P-10) shall be completed in its entirety and returned to his Division Director who shall forward the report
to the Finance Director.

Wage Continuation

All regular or probationary employees who sustain a compensable work-related injury or illness may be
eligible to receive a City benefit called wage continuation. The maximum amount of wage continuation
hours an employee can receive per week is equal to their regular budgeted weekly hours per calendar year.
Wage continuation shall not be paid for any time lost or any inability to return to regular or full-time work
beyond thirty calendar days from the date the injury was sustained, with reevaluation as needed, up to
ninety calendar days.

Wage continuation replaces workers’ compensation payments. Wage continuation cannot be used in
conjunction with any other City leave benefits such as holiday pay, departmental donated leave, Citywide
leave bank, or parental leave benefits. While off work and drawing wage continuation, an employee shall
continue to accrue annual and sick leave. Wage continuation payments will not be charged against

sick or annual leave time except for the purpose of collecting an overpayment that has occurred due to
timekeeping errors.

Employees able to return to part-time and/or limited duty but not having reached maximum medical
improvement may be eligible for prorated benefits. To be eligible for wage continuation, an injured
employee must have sustained a compensable injury or occupational disease as defined by the Workers'
Compensation provision of the Labor Code, Sec. 401.011.

Health and Other Benefits

The City is committed to providing cost-effective benefits, which assist employees in being physically and
mentally healthy. The benefits and services offered by the City may be changed or terminated at any time
upon approval of the City Commission.

Benefits are accompanied by eligibility requirements, which must first be met by the employee and
dependents (if applicable) before being able to be covered. The provisions of and eligibility for the various
benefits are governed by each plan instrument, which may be a plan document or certificate of coverage,
or both. Contact the Human Resources Department, Employee Benefits Division, for more information on
employee benefits.

Performance Counseling, Discipline, and Grievances

This section establishes clear, positive guidelines for job performance counseling, disciplinary actions,
and outlines the grievance process. It is also the intent of this section to safeguard the rights of employees,
ensure all employees are treated fairly, and require that all rules be applied on an equitable basis. This
section should not be interpreted to eliminate the discretion all employees must rely on for performing
their designated duties and responsibilities.
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Performance Counseling

Performance counseling should be used to provide employees with the opportunity to succeed. Any
employee who exhibits substandard work performance should be counseled when work performance fails
to meet job requirements as set out in the relevant job description, work, or performance plan, or as
directed by management. Management has the authority to decide the necessary corrective action to help
the employee understand expectations and modify performance for success in the organization.

Initial Counseling

For any substandard work performance, the supervisor should counsel the employee regarding their
unsatisfactory performance and provide specific areas for improvement. Initial counseling can be verbal
coaching, a meeting, or written guidance.

Memorandum of Performance Concern

For continued or significant substandard work performance, the supervisor should issue a memorandum
of concern to the employee about their unsatisfactory performance and provide specific areas for
improvement.

Performance Improvement Plan

For work performance that does not improve with other corrective action methods, the supervisor may
issue a written performance improvement plan (PIP) stating:

1. The specific deficiencies observed in the employee's performance;

2. The necessary improvement required, including tools, training, or resources for success;

3. The period of time in which improvement must occur; and

4. Identify what further action will result if the employee fails to show satisfactory improvement.

The PIP should be signed by both the employee and the supervisor and shall be maintained within the
department. The employee's signature indicates receipt of the document only, not necessarily agreement
of the contents. If the employee refuses to sign, the supervisor should have a witness sign the copy given
to the employee or write "employee refused to sign" on the employee's signature line. A PIP must be a
minimum of forty-five calendar days and may be extended. An employee may not be on a PIP for longer
than 12 months.

Although progressive performance counseling is recommended to correct performance concerns and
modify performance for success in the organization, an employee may receive discipline for repeated or
serious performance incidents. If an employee continues to exhibit substandard work performance beyond
the established time limits in a PIP, the employee may be reassigned, demoted, or discharged from
employment.

Discipline

Disciplinary action shall be administered to provide corrective action, modify behavior or performance,
deter the same or similar behavior, or reinforce the City's commitment to rules, policies, procedures, and
administrative bulletins. In implementing the disciplinary procedure outlined below, a supervisor should
consider such factors as the nature and severity of the offense, the employee's work history and
disciplinary record, how similar offenses have been addressed, the impact to the City, and any mitigating
circumstances surrounding the offense. Managers and supervisors have a responsibility to address
conduct and performance incidents in a timely manner. All employees have the right to appeal any
disciplinary action through the general grievance process outlined in this section.

Cause for Disciplinary Action

All employees are responsible for understanding and abiding by all City policies, procedures, and
administrative bulletins. Offenses constituting grounds for disciplinary action include, but shall not be
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limited to the following:

1. Insubordination
Theft
Dishonesty
Unacceptable Personal Conduct
Unacceptable Job Performance
Ineligibility
Unacceptable Attendance
Unsafe Behavior

Refusal to Comply with Subpoena

© PN oG b w P

10. Policy Violation
Disciplinary Actions and Notice

Any or a combination of the following disciplinary measures may be taken depending on the
circumstances surrounding an offense.

Disciplinary actions are generally progressive, as outlined below. Managers should take the least
progressive action necessary to correct any issue, including coaching. Multiple actions may be combined
for the same violation (i.e., probation and suspension may be issued together), or steps may be skipped
depending on the facts of each situation or nature of the offense. Written documentation for each action
must be maintained. Managers and supervisors should be clear when discipline is issued, and that
continued violations may result in further discipline.

Oral Reprimand

Concerns with policy or procedure may be addressed informally through an oral reprimand. An oral
reprimand is intended to address the first or minor violations. Oral reprimands should identify the
violation, indicate needed improvement, and may be documented to the employee in writing. The
supervisor should keep a record of the reprimand.

Written Reprimand

A written reprimand may be issued for any violation. A written reprimand should be signed by both
employee and supervisor and must be documented. The employee’s signature indicates receipt of the
document only, not an acceptance of its contents. If the employee refuses to sign, the supervisor should
have a witness sign the copy given to the employee or write "employee refused to sign" on the employee's
signature line. This document should include identification of the violation, supporting information, prior
relevant discipline, and suggested corrections to behavior.

Disciplinary Probation

Disciplinary probation may be used for recurrent, previously addressed, and serious violations. An
employee may be placed on disciplinary probation for a period of time not to exceed twelve months in
order to allow the employee to show improvement on the problem(s) specified at the time of probation.
Disciplinary probation will be consistent with the City’s Personnel Guidelines and the City Charter.

Disciplinary Suspension

Disciplinary suspension may be issued for recurrent, previously addressed, and serious violations. An
employee may be suspended without pay for one to fifteen consecutive workdays. No disciplinary
suspension or combination of suspensions shall exceed fifteen workdays, or three workweeks, in twelve
consecutive months. Disciplinary suspensions must comply with existing policy, procedure, and
guidelines, including procedures for written notice. A copy of the disciplinary suspension shall be
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forwarded to the City Secretary to be part of the employee's personnel file.

Termination of Employment

Termination of employment or discharge normally occurs only when other disciplinary action has failed
to correct behavior or performance, if management reasonably concludes that the employee's conduct was
so egregious that continued employment would be incompatible with the City's values and expectations,
or that a lesser disciplinary action would be ineffective. The City Manager must approve a discharge
issued to an employee in compliance with existing policy and procedure. The City Commission must
approve all Exempt Employee terminations. The department shall provide a copy of the termination of
employment to the City Secretary to be part of the employee's personnel file.

Depending on the circumstances, the following may need to be accomplished at or near the time of
separation or termination of employment:

1. the employer needs to make a final wage payment within six calendar days for a layoff or
discharge, or by the next regularly scheduled payday for a resignation;

2, if the employee had health insurance, the employer should give notice under state or federal
COBRA laws;

3. normally, except in the event of a mass layoff, no notice to the state of Texas is required for any
kind of work separation, but if the employee was subject to a wage garnishment order for child
support or alimony, the employer must notify the New Hire division of the Attorney General's
office within seven days of the work separation; and

4. for employees who are under child support orders, the employer must notify the Attorney

General's office (https://portal.cs.oag.state.tx.us/wps/portal/EmployerHome) within seven

calendar days of the effective date of work separation, and in case of certain lump-sum payments
of severance pay, bonuses, commissions, accrued leave, or similar post-termination payments,
any child support or alimony amounts must be taken out of such payments.

In certain instances, immediate termination of employment should be recommended without having
issued previous discipline. The following conduct is so egregious and incompatible with City values to
result in the recommendation of an immediate discharge:

1. Use or possession of alcohol, illegal inhalants, or controlled substances while on duty or in the
workplace;

2. Falsification of official City records, including but not limited to, employment applications,
medical documentation, time reporting, or any other documentation submitted to the City;

3. Theft, willful damage to or unauthorized use of City property;

Willful failure to follow established safety guidelines when such failure could result in injury to the
employee or other persons;

5. Violation of the weapons policy; and

6. Acts or threats of violence, stalking, threatening or intimidating behavior, or harassing behavior,
which occurs in the workplace, or are work-related or relevant to the employee's job.

Grievances and Appeals

The City provides a process by which employee concerns can be addressed and resolved quickly at the
lowest level possible. Employees may file a general grievance, as outlined below. In a general grievance, an
employee representative may not be a city employee directly involved in the underlying issue.

General Workplace Grievance

Any employee, or their representative, who has a general workplace concern, may present notice of their
grievance in writing through the departmental chain of supervision. Supervisors and managers have a
responsibility to respond to work-related concerns and meet with an employee who has a general
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workplace concern when requested. The levels for a general workplace grievance are as follows:

1. An employee should attempt to resolve any concern by communicating a notice of grievance in
writing with their immediate supervisor within five business days of the occurrence. The
immediate supervisor should respond and attempt resolution of the employee’s concern
within five business days.

2. If the employee's concerns are not resolved to the employee's satisfaction, the employee may then
address the concern by providing notice in writing to the next level of management within five
business days from the immediate supervisor's response.

3. Should the next level of management fail to resolve the employee’s concerns to the employee’s
satisfaction within five business days, the employee may address the concern by providing notice
in writing to the City Manager within five business days from receipt of the Director’s response.
The City Manager should respond to the employee’s concern within seven business days. The City
Manager's decision is final.

If the City Manager issues the discipline and the employee wants to appeal the disciplinary action, the
employee must provide their response in writing and submit it to the Department Director’s supervisor
within 5 days of receipt of the disciplinary action. The Department Director's supervisor's decision is final.

In the case of an employee's grievance regarding their performance review, the City Manager may elect to
add a review by a three-person committee (one performance review expert from inside or outside the
department; one manager from the department outside the employee's chain of command; and

one employee from within the department). The committee will review documentation, meet with the
employee, and recommend to the City Manager an appropriate action based on the committee review.

If, at any of these levels, a supervisor or manager fails to respond within the specified time, the employee
should proceed to the next level of management within five business days of the latest date a response
should have been received. An employee who fails to do so within thirty calendar days will be considered
to have dropped the concern. Extensions to grievances on general workplace concerns may be granted if
both parties agree in writing.

Disciplinary Probation, Suspension, or Demotion

An employee who has a complaint regarding disciplinary probation, suspension, or demotion, must
initially follow the department grievance procedures and shall file a written notice of appeal within 15
business days following the date the employee is provided a final departmental grievance response or if no
response was received, within 15 business days from the response deadline.

Termination of Employment

A covered employee who has a complaint regarding termination of employment, including a reduction-in-
force, shall file a written appeal directly without first grieving at any management level, within fifteen
business days of receipt of actual notice of discharge. Receipt of actual notice means the date on which the
employee received notice of the termination of employment in writing.

Definitions

Appointment: The designation of a person by the City Manager to become an employee in a position.

Absence Without Authorization: Absence from work without the permission of an employee’s
immediate supervisor, including the failure to notify the immediate supervisor of the inability to report to
work.

Break in Service: An absence from the service of the City of Ranger occurring between the termination
of employment date and subsequent reemployment date, which causes the loss of service credit.

Business Day: A day on which the City of Ranger (the City) conducts normal business. A Saturday,
Sunday, or City holiday is not considered a business day.
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Classification: A group of positions sufficiently similar in duties and responsibilities such that the same
title may be used to designate each of the positions, that the same employment standards may be applied
to all incumbents or applicants, and that the same pay grade may be applied with equity under
comparable employment conditions.

Demotion: An employee’s placement from the employee’s current position to another position in a lower
pay grade or to another position in the same pay grade at a lower base salary rate.

Department or Office: A major functional unit of the City of Ranger government.

Department Head: The Head of a City Department or Office appointed by and responsible to the City
Manager or City Commission for the administration of a department or office, regardless of the name or
title used. When used in these policies, "Department Head" also includes a designee.

Division: A major functional unit of a department.

Domestic Partner: The individual who lives in the same household and shares the common resources of
life in a close, personal, intimate relationship with a City employee if, under Texas law, the individual
would not be prevented from marrying the employee on account of age, consanguinity or prior
undissolved marriage to another. A domestic partner may be of the same, or opposite, gender as the
employee.

Employee: Any individual working in the service of the City of Ranger in an official, paid capacity, or who
is on unpaid leave of absence.

Exempt: An employee who is paid a salary and is not eligible for overtime compensation except by
approval of the City Secretary.

Full-Time: An employee whose position is budgeted to work 30 hours or more per week.

Intern: A temporary employee who is employed to provide a service to the City of Ranger while engaging
in job training.

Non-Exempt: An employee who is paid on an hourly basis and is eligible for overtime compensation.

Probationary: An employee who has not completed six months of continuous service with the City in
one or more regular budgeted positions.

Regular: Any employee who has completed six months of continuous service with the City after their
initial employment or reemployment in one or more regular budgeted positions.

Retiree: A temporary employee who is receiving benefits from one of the City of Ranger retirement
systems.

Seasonal: A temporary employee who is employed for a specific function, for any number of hours per
week, for a limited period of time, including those who are employed for only a specific operating season,
but may also include individuals rehired for successive seasons.

Temporary: An employee who is not in a regular, budgeted position.

Immediate Supervisor: An individual charged with the responsibility for directing another employee’s
daily activities.

Initial Employment Date: The original date of entry into a paid position in the service of the City.
Lateral reassignment: A direct appointment to a position in the same title or salary grade.

Layoff: A separation from service because of shortage of funds or materials, abolishment of position or
other reasons beyond the control of an employee, not reflecting discredit on said employee.

Licensed Physician: A doctor licensed by the Texas Board of Medical Examiners.
Mailing address: An address where the employee receives mail.

Military Leave: An absence from the service of the City for service in the Armed Forces of the United
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States.
Month: One calendar month.

On Call: The period during which a non-exempt employee must remain fit for duty and available to
return to work outside of normally scheduled working hours, holiday work time, or scheduled overtime
due to an emergency or other unanticipated situation that cannot wait until the next business day.

Overtime: Time actually worked by a non-exempt employee over 40 hours in a workweek.
Part-Time: An employee whose position is budgeted to work less than 30 hours per week.

Pay Grade: Divisions of the pay schedule with specified rates of pay into which positions are classified,
based on the value of the duties, responsibilities, authority, and other factors relative to all other positions
in the system.

Performance Planning and Review: The process of assessing an individual’s past performance and
present capabilities against established performance standards and objectives to improve organizational
effectiveness and develop individual potential.

Regular Budgeted Position: All uses of the term "regular budgeted position" in these policies refer to
positions filled by probationary or regular employees.

Position: A group of defined duties and responsibilities assigned or delegated by an appointing authority,
requiring full-time or part-time employment.

Position Reclassification: A change in classification for an individual position based on a change in
duties and responsibilities.

Probationary Period: The probationary status following an initial selection shall be for a period of six
months, beginning on the first workday of the initial selection. If an individual is absent from work for a
consecutive period exceeding five workdays while in such probationary status, these absences shall not be
counted toward the probation period. While in probationary status following initial selection, the
individual is an at-will employee and may be dismissed from employment at any time and on any basis not
prohibited by federal or state law, and without a right to appeal.

Promotion: The assignment of an employee from a position in one pay grade to another
pay grade, having a higher maximum salary rate.

Promotional Probation: The probationary status following promotions shall be for a period of three
months beginning on the first workday of the promotion. If an employee is absent from work for a
consecutive period exceeding five workdays while in such probationary status, these absences shall not be
counted toward the probation period. While in such probationary status, the employee may be removed
from the position at any time and on any basis not prohibited by federal or state law, and without a right
to appeal. In the event of such removal, the employee shall be returned to the prior position and pay rate
held before the promotion, or when necessary, placed in another position equivalent to the prior position
in pay, benefits and salary grade with the employee's agreement and will not be subject to another
probationary period in that position.

Reduction-in-Force: A reduction-in-force may occur when it becomes necessary to affect an immediate
reduction in the size of the city workforce.

Reemployment Date: The date of entry into a paid position in the service of the City following the
termination of employment date of a previous period of employment with the City.

Residence: The “domicile” of the employee.
Serious Health Condition: As defined by the regulations implementing the Family and Medical Leave
Act.

Service Credit: The credit allowed for an employee's length of service when computing certain benefits
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such as annual leave, sick leave, and retirement.
Transfer: The move of an employee from one position to another.

Weapon: Weapons include, but are not limited to the following: any firearm, including air pistols, air
rifles, any switchblade knife or other knife with a blade longer than five and one-half inches in length
(unless such a knife is used as a regular tool in the performance of the employee’s duties) explosive
materials, toxic agents, or any other weapon or device intended to be used as a tool of violence (e.g.,
chains, brass knuckles, baseball bats, tire iron). Weapons do not include pepper spray that is contained in
a small chemical dispenser sold commercially for personal protection.

Workday or Working Day: Any one shift during which a department is open for business or on which
an employee is scheduled to work.
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CERTIFICATION STATEMENT

I hereby certify that I have received a copy of the City of Ranger Personnel Rules Manual, read the Manual
and understand its contents.

I understand that upon my leaving service of the City of Ranger I will return any property belonging to the
City of Ranger that is in my custody or possession before my final payroll check is given to me.

Additionally, I hereby certify that I do not owe any past due utility bills or any other past due fee,
assessment, or bill to the City of Ranger. Falsification in the failure to acknowledge a debt to the City will
be subject to disciplinary action up to and including termination of employment.

Dated this day of , 20

/s/

Employee

ATTEST:

/s/
City Secretary
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RESOLUTION 2026-01-27

A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF RANGER, ADOPTING
PERSONNEL GUIDELINES; PROVIDING FOR IMPLEMENTATION; PROVIDING FOR
SEVERABLILTY; AND PROVIDING FOR AN EFFECTIVE DATE

WHEREAS, the City Commission of the City of Ranger (“City”) is responsible for establishing
policies to ensure the effective, fair, and lawful administration of City operations; and

WHEREAS, the City recognizes the importance of maintaining clear and consistent
personnel guidelines to govern employment practices, employee conduct, benefits, and
workplace expectations; and

WHEREAS, the City Commission has reviewed the proposed Personnel Guidelines intended
to promote efficiency, accountability, fairness, and compliance with applicable federal,
state, and local laws; and

WHEREAS, adoption of these Personnel Guidelines will assist City officials, supervisors,
and employees in understanding their roles, responsibilities, and expectations.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF THE CITY OF
RANGER:

SECTION 1: ADOPTION OF PERSONNEL GUIDELINES. The Personnel Guidelines, as
presented to the City Commission and attached hereto or incorporated by reference, are
hereby adopted effective January 27, 2026.

SECTION 2: ADMINISTRATION AND IMPLEMENTATION. The City Manager is authorized
and directed to implement, administer, and enforce the Personnel Guidelines and to make
non-substantive or legally required updates as necessary to ensure continued compliance
with applicable laws and operational needs.

SECTION 3: NO CONTRACT OF EMPLOYMENT. The Personnel Guidelines are intended as a
policy guide only and do not create a contract of employment, express or implied, nor do
they alter the at-will status of any employee, except as otherwise provided by law or written
agreement approved by the City Commission.

SECTION 4: AMENDMENT AND REPEAL. The City Commission reserves the right to amend,
modify, or repeal the Personnel Guidelines at any time by appropriate action. Previous City



of Ranger Employee and/or Personnel Guidance in conflict herewith, whether adopted by
ordinance or resolution, are hereby repealed to the extent of such conflict.

SECTION 5: SEVERABLILTY. If any section, subsection, sentence, clause, or provision of this
Resolution or the Personnel Guidelines adopted herein is held invalid, illegal, or
unenforceable by a court of competent jurisdiction, such invalidity shall not affect the
validity of the remaining provisions, which shall continue in full force and effect.

SECTION 6. EFFECTIVE DATE. This Resolution shall take effectimmediately upon adoption.

PASSED AND ADOPTED BY THE CITY COMMISSION OF THE CITY OF RANGER ON THIS
27™ DAY OF JANUARY 2026.

Robert Butler, Mayor

ATTEST:

Hope Delatorre, City Secretary



