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Acknowledgment of Receipt 

I have received my copy of the City of Mount Pleasant Employee Personnel Policy Manual. I 
understand and agree that it is my responsibility to read, familiarize myself with, and abide by the 
policies contained in the manual. 

 
I understand and agree that nothing in the Personnel Policy Manual creates, or is intended to create, 
a promise of or representation of continued employment and that my employment at the City of 
Mount Pleasant is employment at-will. Employment may be terminated at the will of either the City 
of Mount Pleasant or me. 

 
 
 
 
 
 

Employee Signature Date 
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Section 1: General Provisions 
1.1 Authority and Administrative Responsibility 
The personnel policies apply to and govern all employees of the City. Members of the City Council are not 
considered employees and are not covered under these policies and procedures. 

1.2 Policy Violations 
Any violation of any section of this policy manual may subject an employee to disciplinary action up to and 
including termination of employment. 

1.3 Departmental Policies and Procedures 
In the interest of efficient operations and effective communication, departments may adopt specific written 
work policies and procedures specific to the operations of their department, after review by the Human 
Resources Director and approval by the City Manager. Department policies and procedures must comply and 
be consistent with City-wide policies and be provided to departmental employees. 

1.4 Amendments 
The City Manager may approve procedural or departmental rules and amend appendices consistent with 
these rules within statutory and charter limitations. 
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Section 2: Employment Information and Requirements 
City of Mount Pleasant employees are classified according to job classification, exemption status pursuant to 
the Fair Labor Standards Act (FLSA), the number of regularly scheduled work hours per week, and the 
duration of the position for which they are employed. 

2.1 At Will Employment 
Employment with the City is at-will, meaning that employment may be terminated at any time, with or without 
notice, for any reason or no reason, by either the City or the employee. A written Offer of Employment letter 
may be provided to the potential employee providing the position title, hourly wage or salary, benefits, 
supervisor name and title, and proposed start date of employment. No verbal statements or promises made 
by anyone at the time of hire or thereafter contrary to this policy are binding on the City in any manner. 

Reference: TEX. LAB. CODE ANN. §21.051. Texas Labor Code §21.055 

2.2 Position Types 
Regular Full-time (RFT) 
Regular Full-time employees are scheduled to work a full workweek (30 to 40 hours per week) or work 
period on a regular basis and have successfully completed an introductory period with the City. (Police 
and Fire personnel are subject to alternative work schedules.) 

 
Regular Part-time (RPT) 
Regular Part-time employees are scheduled to work less than a full workweek schedule or work period, 
but at least nineteen (19) hours per work week, on a regular basis and have successfully completed 
an introductory period with the City. 

 
Introductory Period Employee 
Employees who are newly hired, reemployed, promoted, or laterally transferred will serve a minimum 
of a six (6) month introductory period. This policy applies to full-time or part-time employees. (Police 
and Fire – refer to departmental policies). 

At the end of this period, the supervisor shall complete a written evaluation documenting the 
employee’s job performance with a recommendation determining continued employment or other 
action. If there is any concern regarding the employee’s performance or behavior, this should be 
communicated to the employee before the end of the introductory period, preferably in writing. 

 
Temporary/Seasonal Employee 
Temporary/seasonal employees' annual employment is six (6) months or less and for which the period 
of employment begins each calendar year at approximately the same time of the year, such as summer 
or winter, even if they are expected to work thirty (30) or more hours per work week. 

 
2.3 Employee Classification 

Non-Exempt Employee 
A non-exempt employee occupies a position that is eligible for overtime pay and/or compensatory time 
requirements of the Fair Labor Standards Act. The job description shall designate whether the position 
is classified as non-exempt. 

Exempt Employee 
An exempt employee occupies a position that is exempt from overtime pay and/or compensatory time 
requirements of the Fair Labor Standards Act. The job description shall designate whether the position 
is classified as exempt. 
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2.4 Nepotism (Employment of Relatives) and Fraternization 
No person related within the second degree of affinity (marriage) or within the third degree of consanguinity 
(blood) to a City Councilmember, the Mayor, or the City Manager may be appointed to any office, position, or 
other services of the City. This prohibition shall not apply, however, to any person who shall have been 
continuously employed by the City for a period one year prior to the election of the Mayor or Councilman or 
appointment of the City Manager so related to him or her. 

Relatives of all other employees (or members of the same household) within the second degree of marriage 
or within the third degree by blood may be employed by the City, as long as there is no direct supervisory 
relationship. The City Manager shall determine any conflicts of interest or exceptions. 

Supervisors are prohibited from having romantic relationships with any subordinates. In the event persons 
who are already employed in the same department become involved in a romantic relationship, marry, or 
cohabitate, continued employment shall not be approved if either person is a supervisor over the other, or if 
the continued employment of both employees could create operational or management problems in that 
department. City employees will be required to notify Human Resources in the event they become involved 
in a romantic relationship, marry or cohabitate with a person of the same department. If a transfer to another 
department is required under City policy, and if no transfer is available and if one of the affected employees 
does not elect to resign, the City Manager will decide which employee will be separated from employment. 

Appendix A: Nepotism Chart 

2.5 Promotion or Transfer 
Promotions are position changes to a salary grade with a higher maximum salary. Qualified employees may 
apply for promotion to vacant positions when positions are advertised or posted. 

A lateral transfer is the assignment of an employee from one position to another position in the same salary 
range. Qualified employees may apply for transfers to vacant positions when the positions are advertised or 
posted. 

An introductory period employee is not eligible for promotions or lateral transfers during an introductory period. 
Exceptions may be granted by the City Manager when such a promotion or lateral transfer is in the best 
interest of the City. Reference Section 2.2 for details. 

2.6 Demotion 
A demotion is a voluntary or involuntary reduction in an employee’s job title, salary classification, and/or pay. 
Supervisors and/or department directors may initiate an involuntary demotion of an employee to a lower grade 
classification due to recurring or significant performance issue(s) or specific position requirement(s) that have 
not been met. Moving to a lower classification will cause the employee to receive a reduction in pay. A written 
justification explaining the reason for the involuntary demotion must be approved by the department director 
and the Human Resources Director. 

2.7 Personnel Records 
Employment records of all employees are maintained in individual employee folders electronically by the 
Human Resources Department. The files are City property and will contain documentation regarding aspects 
of the employee’s service. Employees who are interested in inspecting their personnel file should contact the 
Human Resources Department. As long as there is sufficient notice, employees will not be denied inspection 
of their personnel files without legal justification. 

In order to maintain a current personnel folder on each employee, managers and supervisors shall submit to 
the Human Resources Department a notification/copy of all action relating to employees under their 
supervision (e.g., commendations, reprimands, performance reviews, Personnel Action Forms [PAFs], etc.). 
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In order to ensure that employee records are maintained with current information, all employees are required 
to notify the Human Resources Department whenever there is a change in address, telephone number, or 
name. In addition, employees shall notify the Human Resources Department whenever there are changes in: 

1. individual to notify in case of emergency; 
2. marital status; 
3. Contact information (phone number, address, email); 
4. number of dependents; or 
5. beneficiary designation. 

Appendix B: Personnel Action Form 

2.8 Outside Secondary Employment 
The City may approve outside employment, including self-employment, so long as it does not interfere with 
the value and performance of an employee’s duties with the City and it does not create a conflict of interest 
or an appearance of a conflict of interest. Employment with the City will be a priority and take precedence 
over outside employment requirements. 

Employees must notify and receive written approval from their department director and the City Manager prior 
to securing outside employment. The department director or City Manager must be informed in writing of the 
outside employment, including the nature, location, and duties involved, by completing the Outside 
Employment Disclosure Form. This form must be completed within seven (7) days of hire, or immediately, if 
outside employment occurs any time after employment. 

 
Outside employment will not be approved if it conflicts with the employee’s work hours for the City. The 
department director or City Manager may withdraw approval for outside employment if disruption to the 
employee’s performance or the City’s interest occurs. 

The eight (8) hours immediately prior to the beginning of City duty must be free of outside employment unless 
approved by the department Director and City Manager, to allow employee adequate resting time prior to 
reporting for their City employment. 

An employee will not be covered by the City’s workers’ compensation insurance while working for another 
employer or while self-employed. This includes employees who volunteer to work for another city, agency or 
entity in a similar capacity as their paid job duties with the City of Mount Pleasant, such as a volunteer 
firefighter, EMT, paramedic, or security officer. 

Mount Pleasant Police Department allows sworn personnel to engage in approved secondary employment 
opportunities within the guidelines/restrictions outlined in the department policy and procedures as approved 
by the Chief of Police. Fire Department shift personnel are not restricted from secondary jobs on their days 
off. 

 
Appendix C: Outside Employment Disclosure Form 
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Section 3 - Work Hours and Compensation 
3.1 Work Schedules 
Due to the nature of business provided by the City, work schedules vary. Regular full-time employees, with 
the exception of some Firefighters and Police Officers, have a regular work week of thirty (30) to forty (40) 
hours. Regular part-time employees work less than a full workweek schedule or work period, but at least 
nineteen (19) hours per work week. Seasonal and temporary employees work a varied schedule for a 
determined time period. The schedule is determined by department directors based on the position and public 
service need. 

Normal work hours in the various work units shall be set by the supervisor, with the approval of the department 
director. Consideration shall be given to shift requirements, seasonal conditions, special service needs, and 
other activities necessary to provide a continuity of public service. Occasionally, it may become necessary to 
deviate from the normal work hours due to changing work requirements. It is the responsibility of supervisors 
to prescribe work hours in such cases. Department directors may decide if flexible hours are appropriate for 
their department. 

3.2 Work Week 
The workweek begins at 12:01 a.m. on Thursday and continues through midnight the following Wednesday, 
except for Firefighters and Police Officers. Generally, non-exempt RFT City employees will work five (5), eight 
(8) hour days per week for a total of forty (40) hours per week, except where other arrangements have been 
specifically authorized by the appropriate department director and/or City Manager. Work hours may vary 
from department to department. Therefore, each department director shall have the responsibility for 
assigning work shifts necessary to insure adequate public services. Departments that do not operate during 
regular business hours shall be determined by the department directors, with the City Manager’s approval. 

3.3 Work Period (Public Safety shift employees) 
Firefighter tour employees are scheduled forty-eight (48) hours (24 hours per shift) on and ninety-six (96) 
hours off, on a rotation schedule over a twenty-eight (28) day period. 

Patrol officers work eighty (80) hour over a fourteen (14) day period. 

3.4 Attendance and Punctuality 
Employees are required to be at their workstations in accordance with the established working hours for their 
respective departments. Supervisors are responsible for maintaining attendance and tardiness records on 
their employees. For pay and recordkeeping documentation, non-exempt employees shall document work 
time to reflect any absences during the work week in which the absences occur. It is the employee’s 
responsibility to confirm their time records and to verify the accuracy of all time recorded. 

Employees who expect to be tardy or absent from duty for any reason shall notify their direct supervisor. 
Employees on extended absences are expected to keep their supervisor informed daily of their status, unless 
otherwise arranged or as required by law. 

An employee who is absent from duty due to illness or injury may be required, at the discretion of the 
supervisor or Human Resources Department, to present a doctor’s statement verifying that the employee was 
ill or injured and is able to return to work. 

Scheduling Appointments and Time Off 
Employees are expected to schedule appointments and other time off in advance in compliance of the 
written departmental procedure so that there will be minimal disruption to the work areas. An employee 
who has failed to notify their supervisor of an absence may be considered for voluntary termination. 
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Becoming Ill While at Work 
Except in emergency situations, employees who become ill, suffer an injury, or who have another 
reason for leaving during working hours shall request permission from their immediate supervisor 
before leaving work. 

Excessive Tardiness or Absenteeism 
Employees are required to be at work at the established starting time. Employees with excessive 
unscheduled time off or excessive tardiness should be counseled or disciplined by the supervisor. 
Excessive tardiness or absenteeism is grounds for disciplinary action, up to and including termination 
of employment. 

Abuse of Sick Leave 
Abuse of sick leave may result in disciplinary action, up to and including termination of employment. 

No Call/No Show 
An employee who fails to show up for scheduled work assignments without notice to their direct 
supervisor will be considered a “NoCall/NoShow.” To the extent the employee fails to notify their 
direct supervisor of an absence for two (2) consecutive workdays, the employee will be considered to 
have voluntarily resigned without notice as of the close of the second day. 

3.5 Breaks and Meals 
The time that the City requires or permits non-exempt employees to be on duty is considered hours worked. 
Only actual hours worked will be considered for the purpose of determining overtime for non-exempt 
employees. All paid leave, including, but not limited to, compensatory time, vacation, sick time, jury duty and 
bereavement leave will not be considered hours worked. 

Supervisors shall determine meal breaks; a thirty (30) minute or one (1) hour unpaid meal break shall be 
provided to all employees. However, work schedules and other job-related functions may necessitate 
variations in the scheduling and the duration of the meal break. Full-time employees are expected to take a 
meal break every workday. Meal periods must be at least thirty (30) minutes in duration, the employee must 
be completely relieved of all duties, and the employee must be free to leave their duty post. 

Paid breaks may be granted as time permits and should be limited to 15 minutes, once in the first half of the 
work shift and once in the second half. Employees shall not combine two breaks into one, nor are they allowed 
to combine a work break with a meal break. Additionally, paid breaks shall not be eliminated to permit 
employees to start late or leave early on a regular basis. Police and Fire personnel should refer to their 
department policies. 

3.6 Inclement Weather and Emergency Closing 
The City Manager may determine that the City should close due to emergency or severe weather conditions. 
An emergency closing will be considered when the health, safety, and welfare of the public or City employees 
may be at risk or conditions do not allow the conduct of normal City operations. Under some circumstances, 
the City may remain open but with limited emergency support staff only. In these instances, employees who 
are not determined to be emergency support staff will be given paid leave for the portion of their scheduled 
work shift. 

Emergency support staff include: 
1. All uniformed Police and Fire personnel; 
2. Designated Public Works employees; and 
3. Any other employee notified on an ad hoc basis that due to the nature of the emergency, condition, or 

circumstances, they are expected to report to work or remain at work. 
Emergency support staff shall be paid for actual hours worked when the City Manager determines that the 
City should close. 
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Personnel who are unable to report to work when directed or when normal City operations commence, may 
use vacation, compensatory or unpaid leave for those hours absent. 

3.7 Overtime and Compensatory Time 
Overtime pay will be calculated at one and a half times the employee’s regular rate of pay. 

Non-exempt Employees 
It is the City’s policy to compensate non-exempt employees for overtime in accordance with FLSA. 
Employees working overtime must be approved in advance by the department director or designee. 
Non-exempt employees are compensated at one (1) and one-half (1.5) times their regular hourly rate 
for all hours worked, in excess of forty (40) hours during any one workweek. 

Only hours actually worked in excess of forty (40) hours during any one week are eligible for overtime 
pay. All paid leave, including, but not limited to, vacation, sick time, jury duty and bereavement leave 
will not be considered hours worked. The need to work overtime must be authorized and approved in 
advance by the supervisor. 

Exempt Employees 
Exempt employees are not eligible for overtime pay. The basic compensation of exempt employees is 
based on the amount of time necessary to complete the assigned functions and is not based upon a 
set number of hours per work week. Time worked in excess of forty (40) hours per work week is not 
eligible for compensation during the course of employment or upon termination. Exempt employees 
do not track work hours. 

Fire Shift Employees 
The work period for which the City calculates overtime hours for Fire Department shift firefighters will 
be not less than seven (7) and not more than twenty-eight (28) consecutive days. Eligible employees 
will receive overtime pay for any hours worked in excess of 212 hours in the twenty-eight (28) day 
period. 

Police Shift Employees 
The work period for which the City calculates overtime hours for the Police Department shift officers 
is after working eighty (80) hours during a fourteen (14) day time period. Police Officers have the 
option of selecting overtime pay or compensatory time and may accrue up to forty (40) hours 
(maximum) of compensatory time. If the compensatory time maximum is reached, the Police Officer 
must be paid overtime pay. 

Compensatory Time 
Compensatory time is unavailable to all employees with the exception of Police Officers. Police 
Officers may accrue up to forty (40) hours of compensatory time. Compensatory time leave will be 
given within a reasonable amount of time, depending on staffing levels, so long as it is approved by 
the supervisor in advance. Accrued balances or compensatory time at the termination of employment 
must be paid to the employee. 

Police Officers shall be compensated for such overtime by receiving compensatory time at a rate of 
one and one-half (1 ½) the number of overtime hours worked. If an employee is promoted to an exempt 
position, then accrued compensatory time will be paid out at the rate of pay for the position held before 
the promotion. 

3.8 Pay Structure 
It is the duty of the City Manager to recommend to the City Council the salaries to be paid to each employee 
of the city. The City Manager may base the City’s classified pay plan structure on a combination of the relative 
rankings of each job and the compensation survey/labor market analyses. The pay plan is approved by the 
city council yearly during budget. 
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3.9 Salary 
Employees under the adopted pay plan structure enter the system at the minimum salary (or base pay). 
Employees may be hired at a salary level higher than the minimum salary only with the prior approval of the 
City Manager. 

3.10 Paydays and Direct Deposit 
City of Mount Pleasant employees do not receive physical paychecks. New employees must sign 
up for direct deposit. Pay is deposited twenty-six (26) times a year, on a bi-weekly basis, every other Friday. 
Any questions or mistakes regarding paychecks must immediately be brought to the attention of the 
supervisor or Human Resources Director in writing. 

3.11 Performance Evaluations 
The job performance of each employee shall be reviewed and evaluated by the employee’s supervisor. The 
purpose of the review and evaluation is to help employees and supervisors determine whether employees 
are performing at a satisfactory level, to identify areas of achievement and needed improvement, to establish 
performance objectives, and to provide management with a decision-making tool regarding employee training 
needs and work assignments. 

Performance reviews are to be conducted annually in July and are to be provided in writing to the Human 
Resources Department upon their completion. Employees who do not meet a satisfactory job review (below 
proficiency rating) will be reevaluated quarterly until job performance is found to be satisfactory. Employees 
not receiving a satisfactory evaluation may also be placed on a written performance improvement plan. 
Evaluations will also be conducted on new employees, or newly promoted employees, before the end of an 
introductory period. 

3.12 Performance Improvement Plan 
A supervisor, with assistance from the Human Resources Department, can develop a Performance 
Improvement Plan (PIP). The PIP gives an employee with performance deficiencies the opportunity to 
succeed. A PIP targets specific job-related goals or areas of behavioral improvement necessary for the 
employee to be successful. A PIP is a tool that may be used at any point in the training, counseling, or 
disciplinary process. 

 
3.13 Step Up Pay 
Step Up Pay is to compensate an employee for assuming, on a temporary basis, the duties of a higher-level 
supervisory position when that position requires the necessity of immediate decision-making that cannot be 
deferred to another supervisor. Examples of temporary basis are but are not all inclusive of, extended FMLA 
leave, vacancies, extended vacation, injury leave, and military leave. 

1. First-level supervisor positional (i.e., manager, supervisor, police sergeant, fire captain, foreman) 
coverage must be fulfilled for a minimum of twenty (20) workdays. Compensation adjustments will be 
made from the start date of the temporary job assignment, which is at least twenty (20) workdays. A 
department director may elect to grant additional compensation, not to exceed ten percent (10%) of 
the current hourly pay rate, to an employee for work performed temporarily in an acting capacity. 

2. Second-tier and higher supervisory-level positional coverage must be fulfilled for twenty (20) 
workdays. Compensation adjustments will be made to the start date of the temporary job assignment, 
that is at least twenty (20) workdays. The City Manager at their discretion, based on responsibilities, 
will approve second-tier compensation. 

3. Step Up Pay may only be approved for official supervisory ranks and the employee must significantly 
fulfill the role of that rank. 
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3.14 On-Call and Stand-By Pay 
On-Call Pay - Public Works, Utilities, Parks, Animal Control, and Police Department 
After regularly scheduled working hours, on-call employees in Public Works, Utilities, Animal Control, Police, 
and Parks Departments are free to pursue personal activities but must respond to a public service call back 
within one hour, unless a quicker response is required per the department director. Employees designated as 
on-call must be fit, both mentally and physically, to provide on-call services needed within the period required. 
Employees who are on-call must comply with the Substance Abuse and Testing policy. An employee is 
considered officially scheduled and designated as on-call only when approved by the supervisor in 
accordance with procedures established by the department and only for a specific number of weeks. 
Employees who are on-call are required to carry a cell phone at all times. A weekly stipend of one hundred 
dollars ($100) per week will be provided to an on-call employee. When the on-call person is physically called 
back to work after their shift has ended, they will be paid for a minimum number of hours to be determined by 
the department director based on operational needs, or the actual time worked, whichever is greater. 
Compensation will be calculated from portal to portal (i.e., home to work; work to home). Should the on-call 
person reach their regular forty (40) hours per week, any additional hours within the pay week will be paid 1.5 
times their normal hourly rate per hour. (Police and Fire shift personnel should refer to their department 
policies.) 

Stand By Pay 
Non-exempt employees that respond to a call will be compensated as follows. When non-exempt employees 
are physically called back to work after their shift has ended, they will be paid for four working hours or the 
actual time worked, whichever is greater. Compensation will be calculated from portal to portal (i.e., home to 
work; work to home). Should the standby person reach their regular forty (40) hours per week, any additional 
hours within the pay week will be paid 1.5 times their normal hourly rate per hour. (Police and Fire shift 
personnel should refer to their department policies.) 

3.15 Incentive Pay 
Full-time employees may be eligible to receive additional compensation for obtaining certifications, licenses, 
and education credentials for those designated by the department director as beneficial to their current 
position. Departments may not include certifications, licenses, or other educational programs for any 
employee if said certification, license, or educational degree program is a requirement of the position held by 
that employee. Incentive pay amounts are subject to annual budget considerations and are approved with the 
annual budget. Incentive pay may be changed or eliminated at any time. The City Manager and department 
directors are not eligible for incentive or education pay. 

Employees who use bilingual skills (Spanish) in the course of performing their job duties may be eligible for 
additional compensation. The Incentive will be paid to employees whose position, as approved by the 
department director and Human Resources, requires a demonstrated knowledge and ability to communicate 
in Spanish where a specific need has been consistently identified. Although the Incentive is approved based 
on the employee’s assigned job duties for their department, they must also be available to interpret or translate 
for other departments when needed, including at public or after-hour events. In such instances, the assistance 
to other departments cannot interfere with the employee’s performance of their duties for their department 
and a non-exempt employee may be entitled to overtime if it causes work outside of assigned hours. Human 
Resources will coordinate or implement an employee’s bilingual test prior to approval. 

An eligible employee shall only be paid for the highest level of certification held; not cumulative. Employees 
will be eligible to receive incentive pay for up to three certifications/incentives. 

It is the responsibility of the employee to notify his or her department of the current certification level and 
submit a copy of the certificate by the certifying agency. The department director will need to complete a 
Personnel Action Form and send it to the Human Resources Department. Details are outlined in the Incentive 
Pay Guidelines. 
Appendix D: Incentive Pay Guidelines 
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3.16 Longevity Pay 
All regular full-time employees are eligible to begin receiving longevity pay when they have completed one (1) 
full year of employment. The Council will approve the accrual rate above the four dollars ($4) per month 
mandated by the state statute each fiscal year, upon approving the budget. The accrual rate will be applied 
per month for each year of service, not to exceed twenty-five (25) years. Payment will be paid in a lump sum 
during the month of November of each year. Applicable taxes and withholdings will apply. (Reference: Texas 
Local Government Code; Title 5, Chapter 141; 141.032) 

3.17 Service Award Pay 
All regular full-time employees will receive a monetary service award for each five (5) years of service with 
the City, up to a maximum of twenty-five (25) years of service. These awards are not considered to be 
entitlements. Employees are recognized at the City’s Annual Christmas Party. These awards are paid to 
employees after they reach each five (5) year tenure mark and provided to employees by direct deposit. The 
pay will be grossed up to account for the necessary taxes and TMRS deduction. These awards are not 
considered to be entitlements and funding for the awards are subject to approval by Council with the annual 
budget. 

3.18 Cell Phone Allowance 
An employee may be given a cell phone allowance if the employee’s position requires a considerable amount 
of time out of the office and it is important to the City that the employee can be accessible or the employee 
position requires that the employee be accessible outside of business hours. 

The employee must complete a Cell Phone Allowance Authorization form through the Human Resources 
Department and provide the wireless phone number to the City. The employee is responsible for the needed 
wireless equipment and the related cell plan service. The service must remain active while receiving the 
allowance. The allowance is not an entitlement and can be changed or withdrawn at any time. 

Appendix E: Cell Phone Allowance Authorization Form 
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Section 4 - Employee Benefits 
4.1 Sick Leave 
Regular full-time employees are eligible to earn sick leave. New employees are eligible to take sick leave after 
they have completed their first thirty (30) days of employment. Sick leave may be granted for the following 
purposes: 

1. Employee’s personal injury or illness. 
2. Necessary personal appointments for medical, dental, or vision examinations or treatment. 
3. Exposure to a contagious disease which would jeopardize the health of others. 
4. Illness or injury of an immediate family member requiring the care of the employee or for the 

medical appointments for immediate family members. Immediate family members are defined 
as the employee’s spouse, child, sibling, or parent as defined by the Family and Medical Leave 
Act (FMLA) and/or as any family member residing in the employee’s primary residence. If an 
employee needs to care for a family member for a serious health condition, the employee shall 
request leave under the FMLA. 

Appendix F: FML Request Form 
Sick Leave Accrual 
Employees will be eligible for sick leave benefits either as time off with pay or as terminal pay in cases 
of separation from City employment (refer to section 6.4 for Separation Pay). Sick leave benefits will 
accrue biweekly with the date of employment. Each regular full-time employee will accrue sick leave 
as follows: 

 
Employee Classification Number of Days/Shifts Hours Per Year 
Regular Full-Time 12 days 96 hours 

Fire 24-hour Shift 6 shifts 144 hours 

In the event that an employee does not have any accrued sick leave, accrued vacation leave may be 
approved. 

Sick Leave Carryover 
The maximum number of hours that may be accumulated by regular full-time employees is 720 hours 
or ninety (90) days. For Fire 24-hour shift employees, a maximum of 45 shifts(1080 hours) of unused 
sick leave may be accumulated. Employees may not accumulate more than the maximum hours 
allowable for their tenure. 

Employees being transferred, promoted, or demoted shall retain accrued sick leave. Sick leave is not 
transferable between employees. 

Requesting Sick Leave 
To receive compensation while absent on sick leave, employees shall notify their immediate supervisor 
prior to the start of their shift unless an emergency situation precludes such notice. The Human 
Resources Department will maintain official leave records. 

Employees who become ill or have a personal injury during the period of their vacation may request, 
in writing, that their vacation temporarily be terminated and their time charged to sick leave. Verification 
by a healthcare provider of the illness or injury must be submitted along with the written request. 

Verification 
Employees may be required to submit a signed statement from a physician to verify their need to use 
sick leave and/or to release the employee to return to work. Employees who misrepresent their need 
to use sick leave or misuse or abuse the benefit will be subject to appropriate disciplinary action, up 
to and including termination of employment. An employee returning from a sick leave absence for 
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his/her own illness/injury in excess of three (3) consecutive workdays can be required to submit a 
return-to-work release from the employee’s doctor indicating release to full duty. 

Holidays within Sick Leave 
If a holiday falls during an employee’s absence due to illness or personal injury, the time will be 
considered holiday leave and the employee will not be charged for a sick day. 

Extended Leave of Absence 
If an employee’s absence exceeds five working days or an employee who works a twenty-four (24) 
hour shift is off three consecutive 24 hour shifts, supervisors should report the absence to the Human 
Resources Department as the leave benefit may fall under the Family Medical Leave Act (FMLA) 
and/or if the employee will need a medical release to return to work. 

4.2 Vacation Leave 
Regular full-time employees are eligible to earn vacation leave. New employees are eligible to 
take vacation leave after they have completed their first thirty (30) days of employment. 

Vacation Leave Accrual 
Employees will be eligible for vacation leave benefits either as time off with pay or as 
separation pay in cases of separation from City employment (refer to section 6.4 for 
separation pay). Vacation leave benefits will accrue biweekly with the date of employment. 
Each regular full-time employee will accrue vacation leave as follows: 

 

Years of Continuous Service Number of Days Hours Per Year 
1 through 2 years 10 days 80 hours 
3 through 10 years 15 days 120 hours 
11 years and above 20 days 160 hours 

Each full-time firefighter will accrue vacation as follows*: 
Years of Continuous Service Number of Shifts Hours Per Year 
1 through 2 years 12 shifts 288 hours 
3 through 10 years 14.5 shifts 348 hours 
11 years and above 17 shifts 408 hours 

*Holidays are included in vacation for firefighters that work forty-eight (48) hour tour. 
 

Vacation Leave Carryover 
The maximum number of hours that may be accumulated and carried over to the following calendar year 
by regular full-time employees with less than ten (10) years of service is 240 hours (360 hours for shift 
firefighters) For regular full-time employees with more than ten (10) years and one month of service, a 
maximum of 320 hours (480 hours for shift firefighters) of unused vacation may be carried over to the 
next calendar year. Employees may not carry over more than the maximum hours allowed for their tenure 
except by written permission from the City Manager in instances where the employee is unable to take 
vacation due to work demands, and any such permitted carryover must be used within twelve months. 
Employees requesting to carry over more than the maximum hours allowed must submit their request to 
the Human Resources Department in writing with a copy of the request to their supervisor and department 
director for the City Manager’s final approval. 

Employees being transferred, promoted, or demoted shall retain accrued vacation leave. Vacation leave 
is not transferable between employees. 

Requesting Vacation Leave 
All employees are encouraged to take vacation leave. All leave requests must be approved in advance 
by the department director, or their designee, by completing a Time Off Request Form. 
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Official holidays occurring during a vacation period shall not count as part of the vacation leave for 
employees who are not firefighters that work forty-eight (48) hour tour. 

Appendix G: Time Off Request Form 

4.3 Holidays 
The City of Mount Pleasant observes the following holidays for regular full-time employees (who are not 
firefighters that work forty-eight (48) hour tours): 

● New Year’s Day 
● Martin Luther King Day 
● Presidents’ Day 
● Good Friday 
● Memorial Day 
● Juneteenth 
● Independence Day (July 4th) 
● Labor Day 
● Columbus Day 
● Veterans Day 
● Thanksgiving Day & Friday after Thanksgiving 
● Christmas Eve & Christmas Day 

Holidays falling on a weekend will be taken on the closest regular workday: Friday if on Saturday and Monday if 
on Sunday. Holidays are not considered as time worked when considering overtime calculations for employees 
who do NOT work the holiday. Holidays not worked will be paid at regular time. 

Holidays established in this section are included in vacation for firefighters that work forty-eight (48) hour tour in 
Section 4.2. As a result, these provisions do not apply to firefighters that work forty-eight (48) hour tour. 

Regular non-exempt full-time employees shall receive holiday pay equivalent to a standard eight (8) hour or 
maximum of twelve (12) hour workday. Regular non-exempt employees required to work on holidays will be paid 
a holiday premium pay at one and a half (1.5) times base pay for the hours worked up to a maximum of twelve 
(12) hours in addition to being paid for the holiday. Non-administrative Police Department employees required 
to work a holiday will receive the same holiday pay compensation for working the actual holiday, not the City 
designated holiday. 

Holidays falling during an employee’s scheduled vacation are considered holiday leave and the employee is not 
charged vacation time for that day. 

An employee who is on Family Medical Leave, Workers’ Compensation, or Military Leave will be paid for the 
holiday only if the employee would otherwise have been eligible for holiday pay. 

 
4.4 Religious Holidays 
Employees requesting time off with notice to observe religious holidays not officially observed by the City will be 
allowed to do so by scheduling vacation time, compensatory time, or leave without pay. 

4.5 Bereavement Leave 
For regular full-time employees, no more than twenty-four (24) hours per occurrence may be used for 
bereavement leave. For 24 hour shift fire employees, no more than forty-eight (48) hours per occurrence may 
be used. If more time is needed, the employee may use accrued vacation time, compensatory time, or leave 
without pay. Employees will provide a copy of the obituary (or similar document) and may be required to prove 
the relationship of immediate or extended family. Immediate or extended family, with regard to this policy, is 
defined as husband, wife, son, daughter, mother, father, brother, sister, grandparent, grandchild, mother or 
father-in-law, brother or sister-in-law, daughter or son-in-law, grandparent-in-law, grandchild, aunt, uncle, niece, 
and nephew. 
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4.6 Military Leave 
A full-time (40 hour per week) employee who is called to active duty or authorized training is entitled to a leave 
of absence of fifteen (15) workdays in a federal fiscal year (October 1 – September 30) without loss of pay or 
benefits. The fifteen (15) days do not have to be consecutive. If a holiday occurs while an employee is on military 
leave, the employee receives holiday pay and the holiday pay is not counted against the fifteen (15) workdays. 
Unused paid military leave carries over to the next federal fiscal year, but the total amount must not exceed forty- 
five (45) workdays. 

After exhausting the paid military leave, the employee may use applicable accrued paid leave or be placed on a 
leave without pay status, in which the City would follow appropriate state and federal laws. 

4.7 Quarantine Leave 
All eligible employees (full-time firefighters and police officers) required by the City to quarantine or isolate due 
to a possible or known exposure to a communicable disease while on duty will be entitled to Paid Quarantine 
Leave. The quarantine or isolation under this policy must be ordered by the department director, City Manager, 
or the City’s Health Authority. 

Continuation of Compensation and Benefits 
The City will not reduce the employee’s compensation, sick leave balance, vacation leave balance, or 
any other paid leave balance in connection with paid quarantine leave taken in accordance with this 
policy. The employee’s leave accrual, retirement benefits, and health benefits shall continue through the 
duration of paid quarantine leave. 

Request for Reimbursement 
First responders shall be entitled to reimbursement for reasonable costs related to the quarantine, 
including lodging, medical, and transportation costs. First responders seeking reimbursement for these 
costs shall provide documentation supporting any request for reimbursement. 

Return from Paid Quarantine Leave 
Following use of paid quarantine leave, the City may require the employee to submit a release to return- 
to-work from the employee’s physician, depending on current regulations of the City’s Health Authority. 

Reference: Texas Local Government Code 180.009 

4.8 Administrative Leave 
Employees may be granted or placed on an administrative leave of absence with, or without, pay for justifiable 
reasons. All administrative leave requests must have the approval of the employee’s department director, the 
Human Resources Director, and the City Manager. 

4.9 Jury and Court Services Leave 
Any regular full-time employee who is summoned to serve on a jury shall be permitted to be absent from work 
with pay for the time actually required by such duty. If the employee is not a regular full-time employee, the 
employee will be given time off without pay while serving jury duty. 

Regular full-time employees who are summoned for jury duty must provide their supervisor with a copy of the 
jury duty summons, and documentation from court, and keep the supervisor informed of the jury duty status. 

Regular full-time employees serving on jury duty continue to receive their salaries. Any money paid to employees 
for jury duty may be retained by the employees. It is expected that employees will work their normal working 
hours during any time that they are not required to serve as jurors. Time off for jury duty is not included in hours 
worked to compute overtime unless the jury duty was due to a summons to appear as a witness on behalf of the 
City. 

Regular full-time employees who are summoned to appear as a witness on behalf of the City shall be permitted 
to be absent from work with pay for the time actually required for such appearance. This provision does not apply 
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to court appearances in a personal matter of the individual (divorce, liability suit, etc.) either as a defendant, 
plaintiff, or witness. A summons or subpoena to appear as a witness in a criminal matter, or like circumstance, 
in which the employee is not party to the litigation, may also be considered to fall under these provisions. 

Police Department employees will refer to MPPD policy for additional guidelines regarding court appearances 
and compensation. 

 
4.10 Voting Leave 
As required by law, the City is required to provide all employees with paid time off to vote if the employee does 
not have time outside their scheduled work hours in which to vote while polls are open. Employees shall be 
granted sufficient absence with pay, when necessary, to vote in an official election. 

4.11 Limitations on Leave of Absence 
With the exception of leaves of absence for military duty, no leave of absence, by itself or in combination with 
other periods of leave, may last longer than six months. Any employee who for any reason or combination of 
reasons misses a total of six months of work in a twelve-month period, or a total of nine months of work in an 
eighteen-month period, will be separated from employment due to unavailability for work, subject to any 
reasonable accommodation duties the City may have under the ADA or similar law. Any employee so 
separated will be eligible for rehire and will be able to apply for any vacancies that may exist at any given time, 
depending upon qualifications and availability of job openings 

4.12 Employee Benefit Plans 
Eligible employees may participate in group health insurance and any employee welfare benefit plan(s). The 
specific terms and conditions are subject to change with or without prior notice. 

Medical and Dental Insurance 
All regular full-time employees are covered by medical and dental insurance upon completion of thirty 
(30) days of employment. Insurance coverage begins on the first of the month following completion of 
thirty (30) days. This insurance provides for payment of hospitalization, major medical expenses, and 
dental expenses up to limits of policy for illness and accidental injuries off the job. The employee costs 
for participation in benefits coverage programs are paid through payroll deductions from employees’ 
wages. Detailed benefits information is provided to employees as they become eligible for benefits, and 
the Human Resources Department can provide additional information. Coverage for other family 
members is available by payroll deductions. 

Life Insurance 
The City provides group life insurance coverage for all regular full-time employees after being employed 
for thirty (30) days. Insurance coverage begins on the first of the month following completion of thirty (30) 
days; the cost of providing this insurance to employees is paid by the City. Additional coverage is 
available to the employee at their cost. Benefits coverage programs are paid through payroll deductions 
from employees’ wages. Detailed benefits information is provided to employees as they become eligible 
for benefits, and the Human Resources Department can provide additional information. 

Long-Term Disability 
The City provides Long Term Disability insurance coverage for all regular full-time employees. Insurance 
coverage begins on the first of the month following completion of thirty (30) days; the cost of providing 
this insurance to employees is paid by the City. Detailed benefits information is provided to employees 
as they become eligible for long-term disability benefits, and the Human Resources Department can 
provide additional information. 

Voluntary Insurance 
Other programs available through payroll deduction include supplemental life, deferred compensation, 
short-term disability, and vision. The City does not sponsor, endorse, or contribute to these plans. 
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Social Security and Medicare 
All employees of the City are covered under the Federal Insurance Contributions Aid (FICA) and in 
accordance with federal law. 

Retirement Plan 
The City offers a retirement plan through the Texas Municipal Retirement System. Participation in this 
system is required for all regular full-time employees and part-time employees who work a minimum of 
1,000 hours per year. Enrollment into this system shall be administered by Human Resources at the time 
of hire. 

The City’s TMRS plan requires a contribution (made by means of bi-weekly payroll deductions) equal to 
seven percent of the salary of each eligible City employee. The City matches eligible employee 
contributions on a 2:1 ratio. 

Retirement benefits are computed on an actuarial basis and vary with age, length of service, amount of 
salary or wages and type of annuity selected by the retiring employee. The plan provides for retirement 
on the following basis: 

1. Completion of twenty (20) years of service, regardless of age; or upon attaining age sixty (60) and 
provided the employee is vested. 

2. Vesting is defined as retirement rights after the completion of five (5) years of service. 
3. There are provisions for a disability retirement under TMRS with no minimum length of service or 

age required, and the cause of the disability can either be duty-related or non-duty-related. 

Detailed information about TMRS benefits, including benefit estimates, may be obtained at 
www.tmrs.com or by calling TMRS at (800) 924-8677. 
Pre-65 Retiree Insurance Benefits 
Any retiring employee who meets the following criteria is eligible for Pre-65 Retiree Insurance and may 
remain on the City’s group health insurance plan until they are eligible for Medicare at the age of sixty- 
five (65): 

1. Employed with the City for twenty (20) continuous or cumulative years, and 
2. Age sixty (60), but has not yet reached the age of sixty-five (65), and 
3. Covered under the City’s health care plan (medical, dental and/or vision) at the time of their 

retirement, and 
4. Eligible to retire under the provisions of the Texas Municipal Retirement System (TMRS), and 
5. Initiates their retirement with TMRS according to TMRS guidelines upon their termination of 

employment with the City. 

The City and the employee will continue to pay their portion of the Employee Only Premium. Coverage 
will terminate at the time the retiring employee becomes Medicare eligible or if the retiring employee 
engages in alternate employment with eligibility for healthcare coverage. 

If the retiring employee wishes to continue to cover their dependents they have enrolled in the plan at the 
time of retirement, the employee will pay the full premium for dependent coverage. Dependent coverage 
will end at the time the retiring employee reaches the age of sixty-five (65) or the retiring employee 
becomes eligible under another employer’s healthcare plan. 

Employees who retire with the City but engage in employment elsewhere and are eligible for healthcare 
benefits with that employer are not eligible to participate in the City’s Pre-65 Retiree Insurance program. 

4.13 Workers’ Compensation 
All regular, temporary, seasonal, or part-time city employees who are injured in the course and scope of their 
employment while on duty with the City are afforded the protections guaranteed by the workers’ compensation 
laws of the State of Texas. 

http://www.tmrs.com/
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The City will investigate all work-related accidents or incidents that result in or could potentially have resulted in 
injury, illness, or property damage. Human Resources is responsible for administering the City’s Worker’s 
Compensation program. 

Reporting and Injury 
Employees who are injured on the job should immediately notify their supervisor or department director. 
The supervisor or department director will notify the Human Resources Department as soon as possible, 
but not later than the next business day. An Accident/Injury/Incident Investigation Report should be 
completed not later than the next business day after the injury. 

All injuries that occur on the job must be reported, no matter how minor. If the employee sustains an 
acute injury or death, the department director and the Human Resources Director must be contacted 
immediately, or as soon as practicable, after emergency personnel are called to the scene. 

Failure to Report Illness/Injury 
Failure to timely submit a report may result in the claim being denied and/or salary continuation benefits 
being denied. Any injury reported thirty (30) or more days after the date of the incident will be denied by 
the insurance carrier unless extreme circumstances can be proven. Failure to properly report an injury 
within thirty (30) days may also relieve the City and the City’s insurance carrier of liability. 

After Regular Business Hours 
An employee that is injured outside of regular business hours should go to the nearest facility that accepts 
workers’ compensation. Contact should be made with the department director and Human Resources 
Director immediately if an employee is seriously injured. 

Workers’ Compensation Temporary Income Benefits 
Eligibility for workers’ compensation temporary income benefits (TIBs) payments does not begin until the 
eighth (8th) calendar day of absence due to on-the-job injury. The first seven (7) calendar days will be 
paid as regular wages from the employee’s sick leave bank, or if the employee does not have a sick bank 
balance, then time may come from their vacation leave bank. If the employee does not have any accrued 
sick or vacation, then the first seven (7) calendar days will be unpaid leave. 

Once an employee is off work eight (8) calendar days, including partial days, weekends and holidays, 
the employee becomes eligible for temporary income benefits as required by the TWCA. TIBs are 
approximately 70% of an employee’s pre-injury average wage during the previous thirteen (13) weeks. 
This includes any overtime and/or other specialty pay the employee received during this thirteen (13) 
week period. 

If the employee suffers an illness or injury such that it is immediately evident, they will not be able to 
return to work for an extended period of time (eight (8) days or more), then the City’s insurance carrier 
will be notified and TIBs may be immediately available. 

TIBs end when: 
● A health care provider determines that no further healing or recovery from the employee’s injury 

can be expected (maximum medical improvement), 
● The employee is able to earn the average income, as reported by the City, the employee received 

prior to the injury/illness each week (average weekly wage), or 
● The employee reaches the end of the above stated TIBs benefits period, which is 104 weeks after 

the employee's eighth day of work-related disability. 

Salary Continuation Income Benefits 
The salary continuation benefit is intended to supplement Workers’ Compensation TIBs, ensuring the 
employee receives up to 100% of their regular base salary. The combined total of Workers’ 
Compensation TIBs and salary continuation payments shall not exceed the employee’s regular base 
salary. 
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For an employee to receive salary continuation income benefits: 
1. They must have a qualifying work-related injury or illness that qualifies for Workers’ Compensation 

TIBs. 
2. The employee must seek care through a TMLIRP approved provider (PSWCA) as described 

above, and 
3. The injury must not have been caused by the employee’s failure to comply with the City’s Safety 

policies or was otherwise negligent in the care of the performance of their duties. 

If the employee is not able to return to regular duty or is unable to work temporary modified/light duty 
after 180 days, then the salary continuation benefits may be discontinued. In that event, the employee 
will continue to receive the TIBs from TMLIRP. 

Forfeiture of TIBs and Salary Continuation Income Benefits 
An injured employee shall forfeit all rights to TIBs, salary continuation income benefits, and may be 
subject to disciplinary action under any of the following circumstances: 

1. Engages in activities not authorized by the attending physician or fails / refuses to comply with 
the attending physicians’ instructions or advice regarding the injured condition. 

2. Fails to report any income (other than workers’ compensation benefits they may be receiving) to 
the insurance carrier. 

3. Fails to act in a manner conducive to recovery after illness or injury. 
4. Refuses to perform work authorized by the attending physician. 
5. Repeatedly fails to keep medical appointments. 
6. Refuses to accept or perform a different job which is within the employee’s physical capacity to 

perform, as specified by the attending physician; or 
7. Falsifies any part of the report of injury claim. 

Family Medical Leave and Workers’ Compensation 
Family Medical Leave (FMLA) and workers’ compensation leave will run concurrently, provided that the 
employee is eligible for FMLA, the reason for the absence is due to a qualifying serious illness or injury, 
and the City properly notifies the employee in writing that the leave will be counted as FMLA leave. See 
Section 8 for details. 

Return to Work 
All employees must return to work after approval of either the employees’ attending physician or an 
independent physician paid by the City. Failure to return to work when directed will be deemed a voluntary 
resignation by the employee, unless otherwise provided by law or by these policies. 

At the time of final release or settlement of a workers’ compensation claim, the City will review with the 
medical provider and evaluate the employee’s physical condition to determine whether he or she can 
perform the essential functions of the job previously held with or without reasonable accommodation. 

Paid Line of Duty Injury and Illness Leave for First Responders 
In addition to the City’s current Workers’ Compensation policy, public safety employees will have the 
following additional benefits as part of the policy in accordance with Chapter 177A of Texas Local 
Government Code and Section 8.12 of this policy. 

1. A firefighter or police officer with an illness or injury related to the employee’s line of duty is eligible 
for paid leave. The leave is with full pay for a period commensurate with the nature of the line of 
duty illness or injury. If necessary, the City shall continue the leave for at least one year. 

2. If able, firefighters, police officers, or emergency medical services personnel may return to light 
duty while recovering from a temporary disability. If medically necessary, the light duty assignment 
may continue for at least one year from the injury. 

https://www.telicon.com/www/TX/88R/pdf/TX88RHB00471ENR.pdf
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After recovery, public safety personnel can be reinstated at the same rank and with the same seniority, 
provided they can perform the essential functions of the position with or without reasonable 
accommodation. 

 
For more information on Workers’ Compensation procedures refer to the Human Resources Department and 
the City’s safety manual. 

References/Citations 
https://www.tdi.texas.gov/wc/act/documents/act86.pdf 
http://www.oiec.texas.gov/employee/rights.html 

4.14 Temporary Modified Duty 
A regular or part-time employee with an illness, injury, or medical condition that prevents the employee from 
performing the full duties of their job classification may be eligible for temporary modified duty. Temporary 
modified duty assignments are not guaranteed but will be processed in accordance with the City’s obligations 
under the Americans with Disabilities Act. The department director in consultation with the Human Resources 
Department will verify whether the City can accommodate a disabled employee with a modified duty assignment 
available within the employee’s restrictions. Employees should consult with the Human Resources Department 
for further information. 

4.15 Mental Health Leave 
A police officer, telecommunicator, or fire-fighter employed with the City of Mount Pleasant may take mental 
health leave if the officer, telecommunicator, or firefighter has been directly involved in the response or 
investigation of a traumatic event, as defined by the Texas Government Code 614, Subchapter A-1 Mental Health 
Leave. 

A police officer, telecommunicator, or fire-fighter may request up to forty-eight (48) hours of paid leave, per 
traumatic event, under this policy following a traumatic event. During mental health leave, the police officer, 
telecommunicator, or fire-fighter will not face a reduction in salary or other compensation and benefits, including 
leave accrual. Paid mental health leave requests will be approved at the discretion of the department director in 
consultation with the Human Resources Department. 

Return from Mental Health Leave 
Following use of mental health leave, a police officer, telecommunicator, or fire-fighter shall return 
promptly to duty on their next scheduled tour. Employees seeking mental health leave in addition to the 
department approved forty-eight (48) hours must submit documentation supporting the request to the 
Human Resources Department. If more than forty-eight (48) hours of Mental Health Leave is needed, 
documentation from the treating mental health provider or counselor must be submitted to the Human 
Resources Department. Prior to returning to work, the appropriate return-to-work documentation from the 
mental health provider must be submitted to the department director and Human Resources. Additionally, 
the City may require a psychological examination by a mental health professional of the City’s choosing, 
to determine fitness for duty and as otherwise permitted by applicable laws. 

4.16 Employee Assistance Program 
The Employee Assistance Program (EAP) offers confidential, short-term counseling from licensed professional 
counselors to all employees and their immediate family members for a full range of personal issues and achieving 
a healthy work/life balance across the life span. The EAP offers: 

• An in-house team of Master’s level EAP professionals who are available 24/7/365 to 
provide individual assessments. 

• Customer service from a team dedicated to ongoing training and 
education in employee assistance matters; and 

• Access to subject matter experts in the field of EAP service delivery. 

https://www.tdi.texas.gov/wc/act/documents/act86.pdf
http://www.oiec.texas.gov/employee/rights.html
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An employee can be referred to the EAP in two ways: Self-Referral or Informal Supervisory Referral. Employees 
are provided: 

• Additional community resources or possible counseling options come at the expense 
of the employee. 

• Telephone support is available. 
• Online submission forms available for EAP service requests. 

More information on your EAP services are provided in City’s benefits packet. 
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Section 5 - General Employees Policies 
5.1 Workplace Conduct 
The City of Mount Pleasant expects employees to conduct themselves in a professional manner at all times and 
understand that their behavior may project negatively on the City while conducting business on behalf of the 
City, wearing a uniform or apparel displaying the City’s logo, traveling on a City-sponsored trip or identifying 
themselves as employed by the City. 

Workplace Discrimination and Harassment 
The City of Mount Pleasant is committed to maintaining a work environment free from unlawful 
discrimination and harassment for all employees. This policy includes, but is not limited to, harassment 
on the basis of race, national origin, religion, color, sex (including sexual orientation, gender identity, or 
pregnancy), age, disability, genetic information, or any other characteristic protected by law. 

Definition 
Harassment is defined as unwelcome conduct that has the intent or effect of unreasonably 
interfering with an individual’s or group’s work performance or that creates an intimidating, hostile, 
or offensive work environment or where enduring the conduct becomes a condition of continued 
employment. 

Sexual Harassment 
The City of Mount Pleasant is committed to maintaining a work environment free from sexual harassment 
for all employees. Business decisions regarding employment, transfers, promotions, terminations, or any 
other conditions of employment based on an employee’s submission to conduct of a sexual nature will 
not be tolerated. 

Definition 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, or 
other verbal or physical conduct of a sexual nature when: 

1. Submission to such conduct is made a term or condition of employment, whether 
expressed in explicit or implicit terms. 

2. Submission to or rejection of such conduct by the recipient is used as the basis of 
employment decisions affecting the recipient; or 

3. Such conduct has the purpose or effect of: 
a. unreasonably interfering with an employee’s job performance; or 
b. creating an intimidating, hostile, or offensive work environment. 

Sexual harassment undermines employment relationships by creating an intimidating, hostile, or 
offensive work environment. 

Complaints 
Any employee who feels discriminated against or harassed should file a complaint in writing to any 
supervisor, department director, with the Human Resources Director, or the City Manager. Any complaint 
by an employee concerning the City Manager should be submitted to the City Attorney. Employees will 
not be required to follow any “chain of command” designation when reporting harassment, but may 
contact a supervisor of their own choosing, including the City Manager. 

Management Responsibility 
In fulfilling their obligation to maintain a safe and productive work environment, supervisors and 
department directors are expected to immediately report all reported and suspected occurrences of 
harassment, including sexual harassment, to the Human Resources Director. 
City management and supervisory employees are required to communicate to employees that all forms 
of harassment are expressly prohibited and that City management will conduct a prompt and thorough 
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investigation, in as confidential manner as possible, of all reported and suspected occurrences of 
workplace harassment. 

Investigation 
Complaints of discrimination or harassment will be immediately investigated by the Human Resources 
Department. If the complaint is substantiated, disciplinary action will be administered. 

Retaliation 
Retaliation against employees who bring discrimination or harassment charges or assist in 
investigations of charges is strictly prohibited. 

5.2 Workplace Violence 
The City of Mount Pleasant has a zero–tolerance policy with respect to workplace violence. The City will not 
tolerate the threat of violence by any of its employees, customers, the general public, and/or anyone who 
conducts business with the City, even if intended as non-threatening. It is the intent of the City to provide a 
workplace free from intimidation, threats, or violent acts of any nature. Workplace violence includes, but is not 
limited to verbal abuse, harassment, threats, physical attack, or property damage. It is a violation of this policy 
to engage in any act of workplace violence. 

Prevention 
The City strives for a safe work environment and works to prevent workplace violence. Prevention efforts 
include but are not limited to: informing employees of this policy, instructing employees regarding the 
dangers of workplace violence, providing a process to report incidents or threats without fear of reprisal; 
and posting a notice to employees of the contact information for reporting instances of workplace violence 
or suspicious activity to the Texas Department of Public Safety pursuant to HB 915. 

Reporting Procedure 
Each incident of violent behavior, whether committed by another employee or an external individual such 
as a customer, vendor, or citizen, must be reported immediately by the employee to any supervisor and 
to the Human Resources Department. The Human Resources Director must be notified of any and all 
incidents of workplace violence. In addition, all employees are responsible for reporting any threats which 
they have witnessed, received, or have been informed about that another person has witnessed or 
received. 
Retaliating or discriminating against an employee who brings a workplace accusation or complaint, or 
assists in investigations of accusations or complaints, is prohibited. 

5.3 Firearms and Weapons 
Employees who are not actively serving as a licensed peace officer, or a firefighter covered by Texas House Bill 
1069, are prohibited from the open carry or possession of any firearm while on duty, pursuant to Texas 
Government Code §411.203. 

 
This prohibition does not prevent an employee who is licensed to carry a concealed handgun or to open carry to 
transport or store a firearm in a locked, privately owned motor vehicle located in a parking area for employee 
parking provided on City property. 

In accordance with this policy, the City reserves the right to conduct a search of any employee’s personal items, 
an employee’s work area or any City vehicle in possession or control of any employee, to determine whether or 
not a weapon is present. Such a search includes, but is not limited to, a visual inspection, a physical search, 
and/or the use of a metal detector. Failure to comply with such a request to conduct a search as outlined herein 
may result in disciplinary action. All searches will be conducted by a Mount Pleasant Police Department 
supervisor and the employee’s supervisor, department director, or Human Resources Director. 
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Weapons Banned 
For the purposes of this policy weapons are defined as any device or object capable of causing serious 
bodily injury or death to another person. 

Reporting 
Any employee who witnesses the possession or concealment of a weapon or who witnesses a verbal or 
physical assault involving another employee should report the action or actions to their immediate 
supervisor or department director. 

5.4 Substance Abuse and Testing 
The City maintains a firm commitment to provide a safe work environment that is free from the effects of alcohol 
or controlled substances as well as the abuse of legal/prescription drugs. 

Applicability 
Employees may be tested if there is a reasonable suspicion that they are using, possessing, or are under 
the influence of alcohol, controlled substances or otherwise violating this policy, or if they were involved 
in a workplace accident. Reasonable suspicion exists when there are objective observable signs and 
symptoms of job impairment, threat to safety, or adverse changes in mood, perception, or judgment that 
gives a supervisor or other member of management reason to suspect that the employee is using, 
possessing, or is under the influence of alcohol or controlled substances. 

 
Employees who work in safety-sensitive positions may be subject to random testing, even without 
reasonable suspicion. 

Employees are required to notify the City of any alcohol or drug related arrest and/or criminal convictions 
(including a plea of nolo contendere) or deferred adjudication, no later than five days after the arrest or 
conviction. 

Employees whose physicians prescribe controlled substances for continued usage which may affect their 
ability to perform their job function, should report this treatment to their immediate supervisor for duty 
status evaluation. 

Prohibitions 
1. The City will not hire applicants who are under the influence of drugs and/or alcohol, who fail to 

pass a required pre-employment drug and/or alcohol test, or who refuse to submit to a required 
drug and/or alcohol test. 

2. Employees shall not use, have in their body or on their person any alcohol, illegal drugs, 
intoxicants, inhalants, or any other prohibited substances when they report to work or while on 
duty. Employees shall not be under the influence of or have the odor on their breath or clothing 
of prohibited substances when they report to work or while on duty. Employees shall not have 
prohibited substances in City vehicles or on City premises. Exceptions to these prohibitions may 
occur with prior, specific authorization, when the otherwise prohibited act is required in the 
performance of the employee’s official duties. 

3. Employees shall not use or possess prescription drugs except as directed by their physician. 
Employees shall not use prescription drugs or over-the-counter medications in a manner 
inconsistent with recommended dosages and/or warning statements. 

4. Employees shall not use, possess, provide, dispense, distribute to other persons, or unlawfully 
manufacture or sell any alcohol, unauthorized prescription or illegal drugs, intoxicants, or other 
prohibited substances while on duty, on-call, on standby, on meal or break periods, on City 
premises, operating a City vehicle, or while in City uniform. 

5. Employees shall not refuse to submit to a drug and/or alcohol test when requested, required, or 
ordered to submit by a person having the authority to do so under this or any other City policy, 
Standard Operating Procedures, or General Order. 
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6. An employee who commits a drug or alcohol-related offense is subject to disciplinary action, up 
to and including termination. 

Prescription/Over-the-Counter (OTC) Drug Use 
Any employee who is using prescription or OTC medication, and who exhibits symptoms that limit the 
employee’s ability to perform job duties effectively and safely, must report this treatment to the 
employee’s supervisor prior to beginning work. 

The City reserves the right to have the employee’s physician or a physician of its choice make an 
individualized assessment of the employee’s use of the medication to determine if the medication at the 
prescribed dosage produces or will produce adverse or hazardous effects for that employee and may 
restrict the employee’s work activities accordingly. 

Drug and Alcohol Tests 
A.   Post-Offer Employment Testing 

1. As a conditional offer of employment, every prospective employee shall sign a Consent and 
Release Form and shall undergo a pre-employment drug screening. 

2. Prospective employees who fail to pass a post-offer drug test or who in any way refuse to submit 
to a post-offer drug test, shall not be allowed to report to work and are considered ineligible for 
employment. 

B.  Reassignment and Transfer Testing 
Employees who are reassigned or transferred from a non-CDL position to a CDL position, or from a non- 
safety sensitive position to a safety-sensitive position shall submit to a drug test. The City shall designate 
which positions qualify as safety-sensitive in job descriptions. 

C.  Post-Accident and Post-Injury Testing 
1. Any employee who, while on duty, is injured, contributes to the injury of another person while 

operating a city-owned motor vehicle or equipment or his or her own vehicle while performing 
services for the City, or contributes to the damage of property shall be required to submit to a 
drug and/or alcohol test as soon as is possible. 

2. Employees who are potentially subject to a post-accident or injury drug or alcohol test must remain 
readily available for said test or shall be deemed to have refused to submit. 

3. An employee who is seriously injured and cannot provide a specimen for either alcohol or drug 
testing at the time of the accident shall, as soon as is practical, provide the necessary 
authorization to allow the City to obtain hospital reports and other documents that would indicate 
whether there were any drugs or alcohol in their system at the time of the accident. 

4. The results of an alcohol or drug test conducted by federal, state, or local officials having 
independent authority to order such a test shall be considered to meet the requirements of this 
section, provided the results are supplied to the City. 

D.  Reasonable Suspicion Testing 
1. An employee shall be tested for alcohol and/or drug use if there is a reasonable suspicion that 

the employee is in possession, has present in their body, or is under the influence of drugs and/or 
alcohol. 

2. Written documentation of the observations leading to a request for a drug and/or alcohol test shall 
be prepared by the supervisor, department director, Human Resources Director or City Manager. 

3. The decision to require an employee to submit to a drug and/or alcohol test will be made by at 
least two management officials, preferably the department director and the Human Resources 
Director or their designees. In no case shall a reasonable suspicion test be performed without first 
notifying the Human Resources Department or City Manager. 

4. An employee who is required to submit to a reasonable suspicion drug and/or alcohol test may 
be placed on administrative leave with pay until such time as the results of the drug and/or alcohol 
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tests are received. At such time that the test results are received, the employee’s status will be 
re-evaluated. 

E.  Random Testing 
1. The positions subject to random drug and/or alcohol testing are: 

a. any employee who is required to have a Commercial Drivers’ License (CDL) as part of 
their job description or job duties; and 

b. safety-sensitive positions 
Appendix L: Positions Subject to DOT Regulations and Safety Sensitive Positions 

2. The City of Mount Pleasant will contract out the administration and record keeping functions of 
the testing, and a third-party administrator will generate the random numbers and days that the 
testing will take place. Supervisors or their designee of the employees who have been randomly 
selected for testing, designee shall: 

a. notify the employee selected for testing in such a manner as to ensure that no opportunity 
exists to further ingest any substances that may in any way jeopardize the validity of the 
test; and 

b. promptly take the employee selected to the designated collection site. 
3. An employee who is selected to undergo a random alcohol test, but is absent due to vacation, 

illness, or other legitimate reason, shall not be subject to testing unless selected during the next 
random testing period. 

4. An employee who has submitted to a random drug and/or alcohol test will be allowed to return to 
their normal work duties immediately, unless other factors exist to determine otherwise. 

5. If an on-duty driver with a commercial driver’s license refuses to submit to the Federal Highway 
Administration alcohol and controlled substance testing that are outlined in this policy statement 
or engages in conduct that clearly obstructs the testing process, the driver will have refused to 
submit to a Federal Highway Administration required test. A driver with a commercial driver’s 
license refusing to submit to a required test will be placed on leave immediately without pay for a 
period of seventy-two (72) hours and will be subject to disciplinary action up to and including 
termination of employment. 

F.  Confidentiality 
All employee information relating to drug and alcohol testing will be protected by the City as confidential 
unless otherwise required by law or authorized in writing by the employee. There may be some instances 
where overriding public health or safety concerns may require the release of information otherwise 
considered confidential. 

 
G.   Heightened Requirements for CDL-Required Positions 
In addition to City Policy, every employee whose job requires a Commercial Driver’s License is covered 
by each requirement and prohibition in this policy. In addition, any such covered employee or applicant 
is also subject to testing under the FTA regulations, and other requirements contained in the City’s 
policies and procedures. 

5.5 Tobacco Free Workplace 
The City maintains a smoke-free and tobacco-free workplace, including the use of smokeless and electronic 
products, to provide a safe and healthy workplace and to promote the health and well-being of employees. 

1. Prohibited products include, but are not limited to cigarettes, cigars, pipes, e-cigarettes, vapor e-cigs, 
snuff, chewing tobacco and any other forms of tobacco. 

2. All City of Mount Pleasant buildings, facilities, and vehicles are considered smoke-free and tobacco-free 
environments. 

3. Smoking is permitted only in designated outside areas. 
4. City employees share in the responsibility for adhering to this policy and bringing it to the attention of 

persons visiting or utilizing City buildings and facilities. 
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5.6 Appropriate Workplace Appearance 
Dress and Grooming 
City employees represent the City when on duty and/or when in a City uniform. The City adheres to 
business casual dress in the workplace year-round and employees are expected to dress in a manner 
that is neat, clean, and appropriate for a business environment and their specific jobs. Department 
directors shall determine which dress standard is applicable in order to maintain acceptable dress and 
appearance. Employees may be held to different standards, depending upon the work assignment and 
job requirements. 

Employees who are issued uniforms shall be responsible for maintaining their uniforms in a neat and 
orderly manner. While in uniform or wearing the City logo, employees must conduct themselves in a 
manner that represents pride in the City of Mount Pleasant and the citizens they serve. 

A supervisor is responsible for evaluating the dress and appearance of employees under their supervision. 

Exceptions may be made to these guidelines to comply with laws including but not limited to a medical condition, 
disability accommodation, or religious beliefs or practices. Such exceptions shall be considered on a case-by- 
case basis. All individual requests for exceptions must be made in writing through the department director and/or 
Human Resources. 

 
5.7 Employee Identification Badges 
In an effort to assist the public in identifying City employees carrying out their City work duties and 
responsibilities, and to promote workplace security, all full-time, part-time, temporary, and seasonal employees 
shall wear a City-issued identification badge at all times during working hours, except for Police or Fire 
Department employees who shall wear their identification badges in accordance with the written policies of their 
department. Contractors and visitors are not eligible for an ID Badge and should be issued a visitor’s badge. 

Supervisors are responsible for the enforcement of wearing ID Badges for all employees within their team. 
Supervisors are responsible for contractors and visitors and must ensure they are issued a visitors’ badge and 
for the return of the badge when they leave the premises. 

The Human Resources Department will ensure that new employees receive an employee identification badge 
upon hire by scheduling a time with the Police Department to have the employee’s photo taken and badge 
created, on or about the first day of their employment, and will ensure that as part of the employee termination 
procedure, identification badges will be collected prior to the issuance of a final paycheck. 

Any of the following shall be considered a violation of this policy: 
1. Borrowing or lending an ID Badge to anyone, including another employee 
2. Defacing or altering an ID Badge 
3. Failure to properly display ID Badge while at work or at any work site 

Each violation that occurs shall be referred to the employee’s department director and/or Human Resources, 
and may result in disciplinary action, up to and including termination of employment. 

 
5.8 Vehicle, Equipment Usage, and Maintenance of Current Licenses 
This policy shall apply to all employees utilizing a City-owned, rented, or leased vehicle or equipment (“City 
Equipment”). City Equipment shall be used for official purposes only. Personal and social uses of any nature are 
prohibited unless an exception is approved by the City Manager or Department Director.Each employee shall be 
held responsible for the proper use, care, and operation of City Equipment assigned. 

Definitions for City Equipment: 
Workday vehicles are available for staff use during the employee’s normal working hours. 
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Take-home vehicles are assigned to an individual and are utilized by said individual on a twenty-four (24) hour 
basis. These “take home” vehicles are issued on a limited basis and are assigned by the City Manager to 
essential positions deemed necessary for the assignment. No employee who resides more than 30 miles from 
the city limits of Mount Pleasant will be approved the use of a take-home vehicle without written permission from 
the City Manager. 

Maintenance of Current Licenses for Operation of City Equipment or for Personal Vehicles on 
City business 

1. Any employee who operates City Equipment or a personal vehicle on behalf of the City is subject to this 
policy and must maintain a current, valid, and appropriate license at all times. 

2. Any employee subject to this policy must comply with all applicable State traffic laws, including the use 
of seat belts. 

3. Any employee who operates a City-owned, rented, or leased commercial motor vehicle must maintain a 
current and valid Texas Commercial Driver’s License. 

a. Employees who drive commercial vehicles must also notify the City and their state’s motor vehicle 
licensing agency within thirty (30) days of a conviction for any traffic violation (except parking 
violations) even if the violation did not occur while operating a commercial vehicle. Employees 
must notify their supervisor and Human Resources Department. 

4. Any employee who has their license suspended, revoked, canceled, or whose license expires without 
renewal shall immediately cease operation of any City Equipment or personal vehicle on behalf of the 
City and notify their supervisor by the end of the next working day. It shall be the sole responsibility of 
the employee to report any change in driving status. Failure to report such information by the end of the 
next working day shall result in disciplinary action, up to and including termination of employment. 

a. Any supervisor who is notified by an employee of an incident above shall immediately remove the 
employee from any duties that require the operation of a vehicle and notify their supervisor and 
the Human Resources Department. 

b. Any employee who no longer has a current, valid, and appropriate license and whose essential 
job duties involve the operation of a vehicle, shall be removed from driving status and may be 
reassigned if there is a position available to accommodate the change in driving status. The 
decision to re-assign may depend on the nature of the event leading to the change in driving 
status. An employee who is not re-assigned may be subject to leave without pay while the license 
issue is resolved, or the City may terminate his or her employment. 

Transport of Non-Employees 
5. Employees may not transport persons who are not employees of the City in City Equipment at any time 

with the following exceptions: 
a. When the City Manager or department director specifically instructs the operator of a City vehicle 

to transport an individual not employed by the City in connection with City business; 
b. In the course of ordinary or emergency public safety operations involving authorized use of the 

City Equipment by recognized volunteers and employees of the City. 
c. Police and Fire Department Ride-Along Program – rider must sign a liability waiver form and be 

vetted by a supervisor. 
d. Other exceptions may be approved by the City Manager or Department Director, on a case-by- 

case basis. 

Accidents 
6. An employee involved in an incident that causes damage to City Equipment shall, as soon as feasible, 

report the incident to a supervisor. If the damage is possibly a criminal act, the incident will also 
immediately be reported to local law enforcement. 

7. An employee involved in a traffic accident, no matter how minor, will contact the local law enforcement 
authority and request a CRASH report be taken on behalf of the City. The employee shall also notify their 
supervisor as soon as feasible of the circumstances of the crash. Supervisors who are notified of a traffic 
accident involving an employee should respond to the scene of the accident and obtain information 
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necessary to notify the department director of the circumstances of the crash. The supervisor should 
notify the department director of the crash as soon as feasible. 

5.9 Employee Safety and Risk Management 
The City is interested in all employees’ safety and well-being and has developed safety rules and regulations. 
Every employee is required to comply with all safety rules and to exercise caution in all work activities. Employees 
must refer to the department procedures for general safety rules, practices, and procedures, including 
accident/incident reporting. 

All employees are required as a condition of employment to exercise due care in the course of their work. To 
prevent or minimize injuries to themselves and their co-workers, and to protect and conserve City equipment, 
each employee shall: 

● Obey all safety rules and follow published work instructions. 
● Report to immediate supervisor and co-workers all unsafe conditions or unsafe/defective equipment. 
● Keep work areas clean and orderly at all times. 
● Report all accidents immediately to the immediate supervisor; and 
● Operate only machines or equipment that he/she has been authorized to operate. 
● Wear appropriate safety equipment. 

Each supervisor and department director will be responsible for the safety and well-being of the workers in his 
or her department as well as the repair and maintenance of facilities and equipment in his or her area of 
responsibility. The principal duties of supervisors and department directors are as follows: 

● Enforce all safety regulations in effect and make employees aware that violations of safety rules will not 
be tolerated. 

● Make sure all injuries are reported promptly and treated properly, and all accidents are reported even if 
an injury is not apparent. 

● Provide employees with complete safety instructions regarding their duties prior to the employees actually 
starting work. 

● Conduct regular safety checks, including a careful examination of all new and relocated equipment before 
it is placed in operation. 

● Properly maintain equipment and issue instructions for the elimination of safety hazards. 
● Continuously inspect for unsafe practices and conditions and promptly undertake any necessary 

corrective actions. 
● Develop and administer an effective program of good housekeeping and maintain high standards of 

personal and operational cleanliness throughout all operations. 
● Provide safety equipment and protective devices for each job. 
● Give full support to all safety procedures, activities, and programs. 

Accident and Injury Reporting 
All accidents and injuries, however slight or inconsequential, must immediately be reported to the 
appropriate supervisor, department director, or the Human Resources Director. Employees are required 
to immediately report to their immediate supervisor all accidents resulting in personal injury and/or 
damage to the city equipment, city vehicles, or any other property. Failure to report any accident or injury 
within 24 hours of its occurrence may lead to disciplinary action. Supervisors must report all accidents 
resulting in personal injury and/or damage to the city equipment, city vehicles, or any other property to 
their respective department director and to Human Resources. 

Employees who violate safety standards, who cause or exacerbate hazardous or dangerous situations 
or who fail to report may be subject to disciplinary action, up to and including termination of employment. 

If an employee sees something that the employee perceives is an unsafe act or an unsafe condition, the 
employee should immediately report it to a supervisor and/or to the Human Resources Department. 
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Accident and Injury Treatment 
Employees injured during the course of their employment should seek medical attention if necessary. For 
serious, life-threatening injuries, or for after-hours treatment, employees may seek medical attention at 
an emergency room. During business hours and for non-life-threatening injuries, employees should seek 
treatment at the local healthcare facilities designated by the City. Contact Human Resources for the 
complete list of facilities. 

 
5.10 Cell Phone Usage 
The use of wireless phones should not interfere with job duties or performance. Employees who use a wireless 
phone in violation of City policy may be subject to disciplinary action, up to and including termination of 
employment. 

Personal Usage During Business Hours 
The use of personal cell phones should be limited during normal business hours. The City understands 
that business of a personal nature may be necessary during City business hours but requests that such 
calls be handled and logged as breaks. 

Prohibited While Driving 
The use of cell phones and/or other electronic devices while driving can cause distraction to the driver 
and can result in accidents and injury. To maintain safety for City employees and others on the road, the 
use of cell phones or other electronic devices while driving a City vehicle is prohibited unless using a 
hands-free device. 

5.11 Communication 
The City provides computer and communication systems for use by City employees in the performance of their 
job duties such as networks, internet access, email, telephones, digital cameras, voicemail, scanners, radios, 
etc. These communication devices are referred to collectively in this policy as “electronic communications 
systems” or “systems.” These electronic communications systems are designed to support and enhance the 
communication, research, and information capabilities of City employees and to encourage work-related 
communication and sharing of information resources within the City. 

This policy governs user behavior pertaining to access and usage of the City’s electronic communications 
systems. The City’s electronic communications systems access must be used in a professional, responsible, 
efficient, ethical, and legal manner. City communication may be considered a public record. 

Acceptable Use of City Electronic Communication Systems 
1. Acceptable uses of the City’s electronic communication systems are limited to those activities that support 

conducting City business in line with the employee’s job responsibilities. The City prohibits connection to 
sites or forwarding of information that contain materials that may be offensive to others including, but not 
limited to, sites or information containing sexually explicit material, unless it is required as part of one’s 
work assignment. 

2. Employees must understand that use of any City-provided, publicly accessible computer network such 
as the Internet and email is a privilege. Minimal personal use of the Internet or email and other electronic 
communications systems is allowed under this policy. The City is not responsible for personal 
communications sent on its electronic communications systems. 

3. The City reserves the right to monitor employee internet usage at any time. 

Prohibited Uses of City Electronic Communication Systems 
1. Using profanity, obscenity, or other languages which may be offensive or harassing to other coworkers 

or third parties. 
2. Accessing, displaying, downloading, or distributing sexually explicit material. 
3. Accessing, displaying, downloading, or distributing profane, obscene, harassing, offensive or 

unprofessional messages or content. 
4. Copying or downloading commercial software in violation of copyright law. 
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5. Using the systems for financial gain or for any commercial activity unrelated to City business. 
6. Using the systems in such a manner as to create a security breach of the City network. 
7. Looking for or applying for work or business opportunities other than for internal City postings. 
8. Accessing any site, or creating or forwarding messages with derogatory, inflammatory, or otherwise 

unwelcome remarks or content regarding race, religion, color, sex, national origin, age, disability, physical 
attributes, or sexual orientations. 

9. Transmitting or sharing information regarding a coworker’s health status without the coworker’s 
permission. 

10. Expressing opinions or personal views that could be misconstrued as being those of the City. 
11. Expressing opinions or personal views regarding management of the City or other political views. 
12. Using the electronic communication systems for any illegal purpose or in any way that violates City policy 

or is contrary to the City’s best interest. 
13. Playing games or gambling. 

User Responsibility 
All employees that are issued access to City provided electronic communications systems and accounts are 
responsible at all times for their proper use. 

The City provides and maintains these systems to assist in the conduct of City business. All transmissions 
created, sent, received, retrieved, or accessed are considered property of the City of Mount Pleasant and 
public information. 

Employees may only use software approved or provided by the City. To prevent computer viruses, there will 
be no unauthorized downloading of any software. See Prohibited Technology Policy. 

 
The City reserves the right to change policies as they relate to computer use at any time and as may be 
required by changing circumstances. Violations of the policy and its guidelines may result in disciplinary 
action. 

Public Information 
Employees shall assume that any data or electronic information is subject to release in accordance with the 
Public Information Act of the State of Texas. Electronic records are official records of the City and may be 
subject to release. Employees are warned that storing City information on personal devices may result in 
disclosure of personal information should the device become subject to a Freedom of Information Act or 
Open Records Act requests, or subpoena. 

User Privacy 
Users of any City electronic communication system shall not have any expectation of privacy in any 
message, file, image, or data created, sent, retrieved, or received through their use of City electronics. 
All user activity on City systems is subject to monitoring, logging, auditing, review, dissemination, and 
archiving by the City. 

Confidential Information 
Employees shall comply with all laws, regulations, and City policies and procedures prohibiting or limiting 
the disclosure of confidential information, including but not limited to City client personal information, 
financial or tax information, and City employee personal information. Confidential information transmitted 
from the City shall be sent securely only to those recipients who are authorized to receive such 
confidential information. 

Passwords for all electronic devices and applications should be treated as confidential information. No 
employee is to give their password to another person, including IT staff, administrators, superiors, 
coworkers, friends, and family, under any circumstances. 

The City maintains the right to discipline an employee up to and including termination of employment and 
seek legal action against anyone who misuses confidential information in a manner that violates the law. 
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Any user must immediately report to their department director, who will immediately report to the City 
Manager and the IT Department, any loss or theft of any City device or any device containing City 
information. 

Social Media 

Social Media includes websites such as Facebook, YouTube, Instagram, and many others. New social 
networking websites allowing/encouraging online collaboration and/or commentary are being added each 
day. This policy covers all existing and future social networking platforms. 

All City-based social media platforms are managed by each department director. Any questions as to the 
appropriate use of City-based social media platforms should be directed to the department director. The 
current approved social media platforms include Facebook, YouTube, LinkedIn and Instagram. 

Employees posting on personal social media accounts should refrain from posting discriminatory, 
harassing, sexually explicit, patently offensive, or illegal material. Unprofessional content/posts can 
reflect poorly on employees and on the City, diminishing the effectiveness of our mission and our 
message. 

When expressing personal opinion or position, employees must use their own name and account, not 
the City’s name or account and make clear that the employee’ s comments are their own and that any 
employee posts were not approved by the City and do not reflect the opinion of the City. 

 
Employees are prohibited from sharing anything that would constitute a disclosure of confidential or 
sensitive information of the City, or any persons or entities doing business with the City, or that may have 
prospective relationship with the City. 

Employees should alert the Human Resources if information posted by others, that is confidential is 
discovered. 

Posting pictures or images of employees or citizens is prohibited unless with their permission. 

Ultimately, all employees are responsible for what is being posted on personal social media accounts. 
Violations of this policy are subject to discipline, up to and including termination of employment. 

Employees using city-owned electronic devices will not be allowed to download and access any social 
media application that has been defined as a security risk by the State of Texas. The identified 
applications are prohibited from being installed or used on any device owned or leased by the 
governmental entity and require the removal of covered applications from those devices. 
Employees will not be able to download prohibited applications onto their personal devices using the 
City’s internet. See Prohibited Technology Policy. 

5.12 Prohibited Technology 
City-Owned or Leased Devices 
Except where approved exceptions apply, the use or installation (download) of covered applications is prohibited 
on all City-owned or -leased devices, including cell phones, tablets, desktop and laptop computers, and other 
internet-capable devices. 

The City will identify, track, and manage all City-owned or -leased devices including mobile phones, tablets, 
laptops, desktop computers, or any other internet-capable devices to: 

a. Prohibit the installation of a covered application. 
b. Prohibit the use of a covered application. 
c. Remove a covered application from a City-owned or -leased device that was on the device prior to the 

passage of S.B. 1893 (88th Leg, R.S.). 
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d. Remove an application from a City-owned or -leased device if the Governor issues a proclamation 
identifying it as a covered application. 

The City will manage all City-owned or leased mobile devices by implementing the security measures listed 
below: 

a. Restrict access to “app stores” or unauthorized software repositories to prevent the installation of 
unauthorized applications. 

b. Maintain the ability to remotely wipe non-compliant or compromised mobile devices. 
c. Maintain the ability to remotely uninstall unauthorized software from mobile devices. 

Covered Application Exceptions 
The City may permit exceptions authorizing the installation and use of a covered application on City-owned or - 
leased devices consistent with the authority provided by Government Code Chapter 620. Government Code 
Section 620.004 only allows the City to install and use a covered application on an applicable device to the extent 
necessary for: 

(1) Providing law enforcement; or 
(2) Developing or implementing information security measures. 

Personally Owned Devices 
Employees, elected officials, contractors, paid or unpaid interns, and other users will be prohibited from the use 
or installation (download) of covered applications by way of using or accessing the City’s network/internet. 

Appendix H: Prohibited Technology Acknowledgement Form 
 
5.13 Training and Travel 
City employees who travel on City business, including professional development/training are responsible for 
assuring that expenditures are prudent and necessary and are required to exercise good judgment and discretion 
when making travel arrangements. Budgeted funds must be available. 

Authorization for Travel 
All overnight travel must be approved in advance by the supervisor, department director, or City Manager. 
All out-of-state travel must be pre-approved by the City Manager in writing. 

Proper completion of the Travel Expense Report is required. This includes attaching: 
1. Conference registration forms 
2. Transportation bills (airfare, rental car contract, tolls, parking) 
3. An itemized receipt from the hotel showing a zero balance, with all charges itemized separately 

by day. Receipts for gas purchased during the trip. These receipts must include: 
a. Signature of employee 
b. Vehicle number (if City-owned) or “rental car” written on the receipt 
c. Location and date of purchase 

4. For employees approved to take a personal vehicle, a calculation of the mileage from the City 
facility to the travel destination. A Google map should be attached to verify mileage. 

5. The City Manager must pre-approve out-of-state travel. 

Hotels/Motels 
Discretion should be used when choosing overnight accommodations. Employees may stay at the hotel 
where the conference is held and should make every attempt to secure the lowest possible rate. Upgrade 
charges for luxury suites, club access, etc. will not be paid with City funds. 

Meals 
Meal expenses (including tips) incurred as part of travel for work/training are paid on a scheduled rate 
with no receipts necessary. Current rates are as follows: 
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Breakfast $10.00 
Lunch $15.00 
Dinner $30.00 
Snacks/Tips $15.00 

Meals included, as part of a paid registration fee will not be reimbursed again as part of the meal 
allowance. Meals for the travel day will be paid based on the following guidelines when 
departing/returning for overnight travel: 

First Day of a trip if leaving after 10:00 am - $50.00 
Full Day of Trip - $70.00 
Last Day of Trip if returning before 4:00 pm - $50.00 
Same Day trip (more than 50 miles) - $25 

Transportation 
Employees will calculate the least expensive mode of transportation when planning their travel. 

City-Owned Vehicle 
Employees shall use a City-owned/leased vehicle for travel, unless one is not available. 

 
Car Rental 

Rentals should be the lowest cost vehicle that meets the needs of the traveling employee. 
Employees will pay for any upgrade based on preference instead of need. 

Air Travel 
Airfare should be the lowest cost available and should be booked in advance to ensure the lowest 
rate. The City will not pay for: 

● First class or business class fares 
● Fees for more than one bag 
● Overweight baggage fees 

Use of Personal Vehicle 
Personal vehicle mileage will be reimbursed at the current rate set by the IRS. 

Travel Expenses Not Reimbursable by the City 
1. Laundry and dry cleaning 
2. Expenses for family members, friends, or any other non-business acquaintances 
3. Other expenses not related to the performance of the travel assignment 
4. Expenses are already covered by City. 

This listing is not all-inclusive. Discretion remains with the City Manager to approve travel 
expenses for unusual circumstances. IRS guidelines must be addressed if issues outside this 
policy are considered for approval. 

Appendix I: Travel Request and Advancement Form 

5.14 Arrest and Conviction 
Employees must notify their immediate supervisor, department director, and Human Resources Department, in 
writing, of any criminal arrest(s) and/or conviction(s) (including but not limited to a plea of nolo contendere, 
deferred adjudication or pre-trial diversion), for a violation occurring off duty and/or on duty no later than twenty- 
four (24) hours after the arrest and/or conviction. Failure to provide such notification may result in disciplinary 
action, up to and including termination of employment. 

5.15 Code of Ethics 
Employees are bound by the standards set in Title III, Chapter 34 of the Mount Pleasant Code of Ordinances. 
Questions regarding the prohibitions imposed by this policy shall be referred to the Human Resources Director. 
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5.17 Solicitation 
Solicitation, for purposes of this policy, is defined as the sale of any product or service, the collection or pledging 
of funds or signatures for any purpose, requests for any manner of support or opposition to an organization or 
activity, or the posting of information related to these activities. 

Employees may not engage in solicitation during working time, which includes the working time of the employee 
who is soliciting and the employee who is being solicited. 

Similarly, employees may not distribute solicitations during their working time or at any time on city property. For 
purposes of this rule, working time does not include lunch periods or other break times. 
Exceptions to this policy include city-sponsored events or programs approved by management and informational 
postings on designated bulletin boards, subject to prior approval. 

 
5.18 Confidentiality of Information 
The City of Mt. Pleasant, it’s officials and employees are obligated to protect the confidentiality of business 
information that is vital to the interest and success of the City, and to comply with state and federal laws and 
regulations that govern the City organization, its employees, and its citizens, and to avoid unnecessary disclosure 
of non-confidential internal information about the City, its employees, its customers, and its vendors. 

Employees are expected to use discretion and judgement when dealing with information and are to refrain from 
passing along information, gossip, rumors, or anything else that may constitute an invasion of a person’s privacy 
or beach of confidence. An employee who engages in this type of behavior will be disciplined, up to and including 
termination of employment. 

Appendix J: Confidentiality of Information Acknowledgement Form 
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Section 6 - Hiring and Separation 
6.1 Hiring 
The City hires employees based on their knowledge, skills and abilities, experience, and other qualifications as 
they relate to the duties and responsibilities of a position without regard to race, national origin, religion, color, 
sex, age, disability, genetic information, or any other characteristic protected by law. 

The Human Resources Department maintains the procedures for recruitment, application management, 
screening processes, and employment offers. 

6.2 Hiring Freeze 
When financial circumstances warrant, the City may initiate a hiring freeze. During a hiring freeze, no external 
hires will be made for a period of time without authorization of the City Manager. Although vacancies will not be 
advertised to the public, they may be advertised internally. 

6.3 Employment Separation 
The City of Mount Pleasant is an at-will employer. The City or the employee may terminate the employment 
relationship at any time and for any reason. 

 
A.     Non-Disciplinary Separation 
A Personnel Action Form must be completed upon an employee’s separation. The justification portion of the 
form must include the reason for separation, whether the employee is recommended for rehire with 
documentation, and state whether all City property has been returned, including equipment, uniforms, and/or 
keys. The effective date of a separation or termination is the last day of actual work, plus leave time used, if the 
department director has approved the use of leave time before or at the time employee provides notice. The use 
of leave time is not permitted following termination. 

Resignation 
Employees may resign from City service in good standing by submitting their written notice of resignation 
to their supervisor and Human Resources Department, if possible, with two (2) weeks’ notice. The City 
Manager may waive any portion of the notice period. The written notice shall include, but is not limited 
to, the following: 

a. Date of letter. 
b. Last date of employment. 
c. Reason for resignation. 
d. Forwarding address. 
e. Signature of the employee. 

Retirement 
Eligible employees may retire from City service in accordance with applicable programs. The employee 
must submit a written notice of retirement, preferably 30 days prior to the last day of employment, and 
coordinate retirement with TMRS. 
Layoffs 
Layoffs may occur as a result of business necessity. Business necessity includes, but is not limited to: 

● A discontinuation of or reduction in demand for service. 
● Elimination of a job function or class function. 
● A change in the level or source(s) of funding. 
● Technological developments that reduce staffing requirements. 
● Necessary economic or staffing efficiency. 
● Privatization or outsourcing of services. 
● Requirements of State and/or Federal laws. 
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Re-employment 
Former employees who left the City voluntarily may be considered for re-employment. Former employees 
who were dismissed for performance or disciplinary reasons may not be considered for re-employment 
unless approved by the City Manager. 

Reinstatement 
Only those employees who were away from the City for no more than 180 calendar days (6 months) and 
who had at least three (3) years of continuous service prior to leaving the City may be eligible for 
reinstatement. A reinstated former employee will be reinstated with their original date of hire and seniority. 
Vacation and Sick leave time will begin to accrue based on the return date of hire. Balances that were 
paid out when the employee originally left will not be reinstated. Longevity pay accruals will be reinstated 
based on the employee’s original date of hire. However, if the employee was paid partial longevity pay at 
the time they separated employment with the City, that amount will be deducted from any accruals that 
will be paid at the end of the calendar year when all employees receive longevity pay. Subject to plan 
terms, all previously held benefits will be reinstated according to the terms of the actual benefit plan 
documents in effect at the time of reinstatement. Subject to plan terms, health and welfare benefits will 
be reinstated and benefit coverage will begin on the employee’s first day of reinstatement. 

Rehire 
Employees who have been away from the City for more than 180 calendar days are eligible only for 
rehire. Rehired employees will be treated as new employees, with a new date of hire and no seniority 
reflected from their prior employment with the City. These employees are subject to all pre-employment 
assessment and screenings as required by the City. 

B.     Involuntary Separation 
This policy provides separation procedures for job abandonment and termination of employment. A Personnel 
Action Form must be completed upon an employee’s separation. 

Job Abandonment 
An employee who has neither reported to work nor called a supervisor to explain their absence after two 
consecutive workdays is considered to have abandoned the job and resigned without notice and thereby 
separated from employment. An employee who abandons their job is ineligible for rehire. 

Termination 
Approval from the department director and the Human Resources Directors is required to terminate the 
employment of an employee. Should the supervisor wish to recommend termination, the supervisor must 
confer with the department director before initiating action to terminate the employee’s employment. In 
addition, the supervisor and/or department director must confer with the Human Resources Director prior 
to initiating the discharge action. This conference shall be used to ensure that all parties adhere to 
accepted personnel management procedures. 

 
6.4 Separation Pay 
Employees will receive their final paycheck on the payday following the separation of employment. 

Final pay will be deducted to reflect the value of lost or damaged City-issued equipment, wage overpayments, 
and any outstanding funds owed by the employee to the City per an executed Wage Deduction Form. 

Sick Leave Pay Upon Separation 
Sick leave is not paid out upon separation. However, if the employee has ten (10) years of consecutive 
service with the City and resigns (non-disciplinary), or retires from their position with the City, the 
employee will be eligible for one-half of accumulated sick leave at the time of separation. Sick leave pay 
is not to exceed 45 days (360 hours) for regular employees and 540 hours for Fire personnel working 
forty-eight (48) hour tours. 



39  

Holiday Pay Upon Separation 
An employee who separates from the City will be paid for a holiday if it falls before their final day of 
employment. 

Vacation Leave Pay Upon Separation 
In the event an employee voluntarily separates employment with the City, any unused vacation will be 
paid to the employee 

Longevity Pay Upon Separation 
Longevity pay due to an employee will be paid at the time of termination. 

Health Insurance After Separation 
COBRA (Consolidated Omnibus Budget Reconciliation Act) is continuation of coverage legislation, which 
allows employees to continue group medical coverage after their employment ends, for up to eighteen 
months. See Section 8. 

The Human Resources Department will report employee separations to the third-party administrator for 
COBRA. Under COBRA, separated employees and dependents who elect to continue their coverage as 
permitted by COBRA must pay the full cost of the coverage at the City’s group rates plus an 
administration fee. See Section 8.2 for further detail. 

 
6.5 Return of City Property 
Upon separation from employment, all employees are required to return all city property, including uniforms, 
equipment, purchasing card, and technology-related items. The cost of repairing or replacing any City supplies, 
materials, equipment, money, or other property that may be damaged (other than normal wear and tear), lost, 
failed to return, or taken without appropriate authorization from the City during employment, may be deducted 
from employee’s final separation pay per an executed Wage Deduction Form. 

 
6.6 Exit Interview 
Upon separation from employment, all employees are requested to complete an exit interview. The purpose of 
an exit interview is to obtain feedback from the employee regarding working conditions, supervision, and 
suggestions to improve employment with the City. The Human Resources Department will be responsible for 
conducting an exit interview for employees. 

Appendix K: Wage Deduction Form 
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Section 7 - Disciplinary Action 
Although violation of a rule is not necessary to terminate an employee's employment because the employment 
relationship is at-will, violation of any of the City's policies and rules, including, without limitation, those stated in 
this manual, could result in disciplinary action, up to and including termination of employment. Less severe 
disciplinary action may also be imposed. 

 
In setting forth these rules, the City does so only as a guide. The following list is not exhaustive as to the actions 
that may be, or are, prohibited by the City's rules and policies. Also, the listing of these rules in no way will limit 
the imposition of disciplinary action, up to and including termination, for acts by employees which are determined 
to violate the City's standards of workplace conduct, whether written or otherwise. 

 
7.1 Examples of Offenses 
Descriptions provided under each header are for the purpose of example. Behavior may violate one or more 
categories. Offenses that may constitute grounds for disciplinary action include, but shall not be limited to the 
following: 

1. Violations of any criminal law or other offense involving moral turpitude. 
2. Failure to report as soon as possible any accident or personal injury while at work. 
3. Falsifying or refusing to give testimony when accidents are being investigated. 
4. Providing false statements or misrepresentations on the application for employment or other records. 
5. Excessive tardiness or unexcused absences. 
6. Absence without notification or satisfactory reason. 
7. Three (3) consecutive days of absence without daily notification to the employee’s supervisor or without 

prior approval. 
8. Neglect or carelessness or abuse resulting in loss, injury, or damage to City property or to persons. 
9. Misappropriation, misuse or destruction of City property, funds, assets or records. 
10. Sleeping while on duty. 
11. Accepting or offering bribes. 
12. Intimidation or coercion of a fellow employee. 
13. Disloyalty to the Federal, State, or City government. 
14. Activities or conduct not compatible with good public service. 
15. Falsification of, or misrepresentation on, City records or reports, verbal or written, including, but not 

limited to, employment applications and time records. 
16. Insubordination, including failure or refusal to follow directions and instructions, refusal to perform 

designated work, or refusal to transfer shift, schedule, or position at the City’s request. 
17. Unsatisfactory performance of duties. 
18. Failure or refusal to cooperate with fellow employees and supervisors. 
19. Use of offensive or abusive language or discourteous or abusive conduct toward fellow employees, 

visitors, customers, citizens, or others. 
20. Harassment of fellow employees on the basis of age, race, sex, gender, color, religion, national origin, 

ancestry, citizenship, marital status, pregnancy, sexual orientation, identity/transgender status, 
disability, genetic information, veteran/military status, or any other protected class. 

21. Making false, vicious, or malicious statements concerning a fellow employee, supervisor, visitor, the 
City or its services, which is otherwise unprotected. 

22. Voluntary disclosure of confidential information about citizens or confidential business information to 
unauthorized persons. Disclosure of such information should only be in accordance with the Texas 
Public Information Act or other such law. 

23. Disclosure of confidential information concerning other employees to unauthorized persons without 
compliance with the Texas Public Information Act e.g., addresses, telephone numbers, social security 
numbers, salaries, evaluations, etc. 

24. Neglect or inattention to defined job responsibilities and assignments. 
25. Violation of the City’s Substance Abuse Policy. 
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26. Abuse, waste, or destruction of City equipment, supplies, goods, or any other property of the City or a 
fellow employee. 

27. Participation in horseplay, practical jokes, or disorderly conduct of any kind during working hours. 
28. Misuse of position of a City position. 
29. Engaging in conduct that violates the City’s Conflict of Interest policies or Code of Ethics, including an 

employee failing to recuse himself or herself. 
30. Creation of, or the contribution to, a condition which could cause harm to the employee, fellow 

employees, or the public. 
31. Unauthorized possession of firearms, explosives, or other weapons in violation of City policy. 
32. Gambling on City property. 
33. Violation of any of the City’s personnel policies. 
34. Theft or dishonesty. 
35. Failure to report the conviction, or pleading no contest or nolo contendere, to any crime, excluding 

minor traffic offenses, within seven (7) days of entry of the conviction or other dispositive order. 
36. Failure to report suspension of driving privileges by the Texas Department of Public Safety when 

driving is an essential job requirement. 
37. Unauthorized use or removal of the City’s supplies, materials, equipment, or other property. 
38. Illegal or unauthorized entrances onto City property. 

7.2 Disciplinary Procedures and Action 
In determining whether an employee should be disciplined for violating the City's rules and the extent of such 
discipline, the City will consider all the circumstances involved, including the employee's overall work record and 
the seriousness of the offense. Employees who violate any of the City's policies or who violate common 
workplace standards of conduct may be subject to disciplinary action, up to and including termination. Any of the 
following actions may be taken for any specific infraction, based upon the nature of the violation, the 
circumstances involved, and previous misconduct of any kind. A PIP may be used at any point in the training, 
counseling or disciplinary process. See 3.12 

Verbal Reprimand and Counseling 
The verbal reprimand and counseling session should be conducted privately by the employee’s 
supervisor and should consist of a discussion of the specific offense and the expected results with 
timelines to address performance. Counseling should be administered at the time the misconduct is 
observed, reported, and confirmed. 

Written Reprimand 
The written reprimand should be accompanied by a verbal discussion held in private, and, like the verbal 
reprimand and counseling, should consist of a discussion of the specific concern and the expected 
improvement. The supervisor and the employee must sign the written reprimand. The signature does not 
necessarily imply agreement, it only confirms receipt. The employee may write a rebuttal to the written 
reprimand. The rebuttal may be given to the supervisor for forwarding to the Human Resources 
Department or it may be forwarded to the Human Resources Department by the employee. 

 
Suspension 
Continued failure to perform as expected may lead to a suspension. If an employee commits a serious 
infraction, such as threatening other employees or causing harm to others through careless behavior, the 
City may need to remove the employee from the workplace immediately while investigating the incident(s) 
and making a final decision about the employee’s future with the City. A suspension allows a careful 
review process that would otherwise conflict with the urgency of a quick decision. A suspension may be 
for one (1) day or up to one week, with or without pay. 

Administrative Leave (with or without pay) 
Employees may be placed on an administrative leave of absence with, or without, pay for justifiable 
reasons. See Section 4.8. 
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Demotion 
An employee may be moved to a lower position within the City as a disciplinary action, usually due to 
poor performance, misconduct, or violation of City policies, resulting in reduced responsibilities and 
often a lower salary compared to their previous role; it's considered a form of corrective action intended 
to correct behavior or other violation(s) before potential termination. 

Termination 
Certain acts of misconduct justify the immediate termination/dismissal of an employee and termination 
may be the first step if the situation warrants it. Department directors must discuss such acts of 
misconduct with the Human Resources Director. 

In any case, approval from the department director and the Human Resources Director is required to 
terminate an employee’s employment. Should the supervisor wish to recommend termination, the 
supervisor must confer with the department director before initiating action to terminate the employee’s 
employment. In addition, the supervisor and/or department director must confer with the Human 
Resources Director prior to initiating the discharge action. This conference shall be used to assure that 
all parties adhere to all legal and accepted personnel management procedures. 

 
7.3 Grievances 
A grievance is a disagreement over a specific formal disciplinary action taken: involuntary demotion, suspension, 
termination, all which must be submitted in writing to the Human Resources Department. 

The City encourages an open environment in which any problem, complaint, grievance, suggestion, or question 
is resolved in a timely and equitable manner. Employees are allowed to present grievances without fear of 
retribution. The filing of a grievance will not affect the City’s ability to pursue disciplinary or termination actions. 
An employee failing an introductory period will have no right to appeal a termination. 

Supervisors shall respond to an employee’s concerns and assist them in solving their problems. The City 
encourages employees to go up the chain of command to resolve issues. However, if that is not possible, 
employees may contact Human Resources for assistance. 

Grievance/Appeal Procedure 
The following grievance/appeals process will be utilized: 

Step 1: If an employee alleges a grievance, then the employee should first attempt to effect a settlement 
of the matter with the immediate supervisor through prompt and thorough discussion. If this joint effort 
fails to resolve the problem, the employee must put their complaint in writing and present it to the 
department director within two business days. 

 
Step 2: The department director will notify the employees in writing of their decision within five days of 
receiving the appeal. A copy of the grievance and decision will be provided to Human Resources to be 
placed in the employee's file. The employee may accept or appeal the decision of the department head 
to the City Manager in writing within three business days of the department director’s decision. 

Step 3: The City Manager shall make a final decision on the grievance within ten business days of receipt 
of the grievance. This decision is final and will exhaust any and all of the administrative processes relating 
to the employee’s original grievance filed. 

Any grievance by an employee concerning the City Manager should be submitted to the City Attorney. 
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Section 8: State and Federal Laws Applicable to All Employees 
8.1 Break Time for Nursing Mothers 
For up to one year after the child’s birth, any employee who is breastfeeding her child will be provided reasonable 
break times to express breast milk for her baby. Employees will be provided with a private place, other than a 
bathroom, which is shielded from view and free from intrusion from co-workers and the public to express breast 
milk. The room can be a designated space for lactation. If this is not practical or possible, a vacant office, 
conference room, or other small area can be used so long as it is not accessible or visible to the public or other 
employees while the nursing employee is using the room to express milk. 

All employees who breastfeed their child and who need to express milk during the working day shall collaborate 
with their supervisor and/or the Human Resources Department to determine how best to accommodate the 
needs of the employee while still accomplishing the performance of her job. 

Breaks of more than 15 minutes in length shall be unpaid, and the employee should indicate this break period 
on her time record. Employees may substitute accrued vacation and/or compensatory leave for the unpaid time. 
Should the employee perform any work while expressing breast milk, the time shall be compensated. 

 
The City shall not suspend or terminate the employment of, or otherwise discriminate against, an employee 
because the employee has asserted her right to express breast milk in the workplace. 

For more information on the related federal policy: https://www.dol.gov/whd/nursingmothers/ 

8.2 Consolidated Omnibus Budget Reconciliation Act (COBRA) 
The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives workers and their families who lose their 
health benefits the right to choose to continue group health benefits provided by their group health plan for limited 
periods of time under certain circumstances such as voluntary or involuntary job loss, reduction in the hours 
worked, transition between jobs, death, divorce, and other life events. Qualified individuals will be required to 
pay the entire premium for coverage, up to 102 percent of the cost of the plan. Employees who are discharged 
for gross misconduct are not eligible for this benefit. 

Separated employees will be notified by the City’s COBRA Administrator via regular USPS mail concerning the 
application, cost, and deadlines associated with continuing health coverage. 

For more information on the related federal policy: https://www.dol.gov/general/topic/health-plans/cobra 

8.3 Equal Employment Opportunity 
The City is an Equal Opportunity Employer. The City employs individuals on the basis of qualifications, merit, 
and business need without regard to race, national origin, religion, color, sex, age, disability, genetic information, 
or any other characteristic protected by law, or other factors as prohibited by law. Employees who engage in 
unlawful discrimination or harassment will be subject to disciplinary action, up to and including termination. 
Department directors, managers, and supervisory personnel are responsible for implementing this policy within 
their areas of responsibility. Supervisory personnel who receive a report involving potential discrimination must 
make immediate contact with the Human Resources Director. 

Designation of EEO Coordinator 
The Human Resources Director is designated as the City’s EEO Coordinator. This policy shall be 
uniformly applied by all levels of management in every department, division, and work unit of the City. 

For more information on the related federal law: 
https://www.dol.gov/sites/dolgov/files/ofccp/regs/compliance/posters/pdf/eeopost.pdf 

8.4 Americans With Disabilities Act (ADA) & Amendment Act (ADAAA) 
To ensure compliance with the Americans with Disabilities Act (ADA) and Americans with Disabilities Act as 
Amended (ADAAA), the City offers equal employment opportunities to qualified individuals and prohibits 

https://www.dol.gov/whd/nursingmothers/
https://www.dol.gov/general/topic/health-plans/cobra
https://www.dol.gov/sites/dolgov/files/ofccp/regs/compliance/posters/pdf/eeopost.pdf
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discrimination against qualified individuals on the basis of disability. To the extent possible, the City will 
accommodate individuals with disabilities in the application, hiring, and employment process. 

Designation of ADA Coordinator 
The Human Resources Director is designated as the City’s ADA Coordinator. This policy shall be 
uniformly applied by all levels of management in every department, division, and work unit of the City. 

Requesting Reasonable Accommodations 
The City will provide reasonable accommodation to the known physical or mental impairments of an 
otherwise qualified individual with a disability if such reasonable accommodation will enable the individual 
to perform the essential functions of the position. The City’s obligation under this policy is limited to 
providing reasonable accommodations that will not result in undue hardship to the City. 

Any employee seeking a reasonable accommodation for a disability that affects the employee’s ability to 
perform the essential functions of the position shall make a written application on a form provided by the 
Human Resources Department and send it to the attention of the Human Resources Director. The City 
requests sufficient notice, when possible, to give time to consider the requested accommodation. 

When an individual seeks accommodation, the City may request written documentation from any relevant 
professional who has knowledge of the employee’s condition describing the impairment; the nature, 
severity and duration of the impairment; the activities that the impairment limits; and the extent to which 
the impairment limits the employee’s ability to perform certain activities. 

 
Interactive Process 
The Human Resources Director will engage in the interactive process with the employee to assist with 
the accommodation process. 

 
8.5 Family Medical Leave Act 
Employees who have completed one year of service and have worked 1,250 hours in the past 12 months are 
eligible for family and medical leave in accordance with the Family and Medical Leave Act of 1993 (FMLA). 

FMLA provides eligible employees up to twelve work weeks of unpaid leave and requires group health benefits 
to be maintained during the leave as if employees continued to work instead of taking leave. Employees are also 
entitled to return to their same or an equivalent job at the end of their FMLA leave. 

The FMLA also provides certain military family leave entitlements. Eligible employees may take FMLA leave for 
specified reasons related to certain military deployments of their family members. Additionally, they may take up 
to twenty-six (26) weeks of FMLA leave in a single twelve (12) month period to care for a covered service member 
with a serious injury or illness. 

In accordance with the FMLA, the City will grant job-protected unpaid family and medical leave to eligible 
employees for up to twelve (12) weeks per twelve (12) month period for any one or more of the following reasons: 

1. In order to care for a child following the child’s birth, adoption, or placement in foster care with the 
employee, leave must be taken within the twelve (12) month period following the child’s birth or placement 
with the employee. 

2. In order to care for an immediate family member (spouse, child, or parent) of the employee, if such 
immediate family member has a serious health condition. 

3. The employee’s own serious health condition that makes the employee unable to perform the functions 
of his/her position; or 

4. The employee must attend a qualifying exigency arising out of the fact that the employee’s spouse, child, 
or parent is on covered active duty or has been notified of an impending call or order to covered active 
duty in the Armed Forces. 
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FMLA Definitions 
A. “12 Month Period” means a rolling 12-month period measured backward from the date leave is 

taken. 
B. “12 Month Service Member Period” means a single 12-month period measured forward from the 

first day Service Member Family Leave is taken. 
C. “Child” means a child either under eighteen (18) years of age, or older than eighteen who is 

incapable of self-care because of a disability, for whom the employee has actual day-to-day 
responsibility for care, including a biological, adopted, foster or stepchild. For purposes of a child 
on active duty or call to active-duty contingency leave, or for Service Member Family Leave, the 
child may be of any age. 

D. “Parent” means a biological parent of an employee, parent by adoption of the employee, or an 
individual who stood in place of a parent to an employee when the employee was a child. 

E. “Next of Kin” means the nearest blood relative of a Covered Service Member. 
F. “Serious Health Condition” means an illness, injury, impairment, or a physical or mental condition 

that involves: 1) inpatient care (overnight stay); 2) incapacity requiring absence from work for 
more than three consecutive calendar days and that involves continuing treatment (two or more 
visits within thirty (30) days) by a healthcare provider; 3) continuing treatment by a health care 
provider for a chronic or long-term health condition that is incurable or which, if left untreated, 
would likely result in a period of incapacity of more than three calendar days; or 4) prenatal care 
by a healthcare provider. 

Coverage and Eligibility 
To be eligible for family/medical leave an employee must have worked for the City for at least twelve (12) 
months total and have worked at least 1250 hours over the previous 12-month period. 

Intermittent or Reduced Leave 
An employee may take leave intermittently (a few days or a few hours at a time) or on a reduced leave 
schedule. The employee may be required to transfer temporarily to a position with equivalent pay and 
benefits that better accommodate recurring periods of leave. An employee may not take intermittent leave 
following the birth or placement of a child unless the City grants permission in its discretion. 
Use of Paid Leave 
An employee is required to utilize all accrued paid leave while on family/medical leave. When an 
employee has exhausted all of his/her accrued paid leave, the remainder of his/her FMLA leave will be 
unpaid. 

Notification Requirements 
Employee Notice Requirement 
A. An employee must give thirty (30) days’ notice in the event of foreseeable leave. A Request for Leave 

under the Family and Medical Leave Act (FMLA) form should be completed by the employee and 
returned to the Human Resources Department. 

B. If an employee fails to give thirty (30) days’ notice of foreseeable leave with no reasonable excuse, 
leave may be denied until 30 days after the employee provides notice. 

C. When planning medical treatment, an employee must make a reasonable effort to schedule the leave 
so as not to unduly disrupt the City’s operations. 

D. In the event of leave to attend to a qualifying exigency, the employee shall provide as much notice as 
is reasonable and practical under the circumstances. 

Employer Notice Requirements 
A. Notice of Eligibility Rights: Within five (5) days after the employee requests leave or after the City 

learns the leave may be for an FMLA qualifying reason, the City will provide written notice stating 
whether the employee is eligible for FMLA leave, and if not eligible, at least one reason why. 

B. Notice of Designation of Leave: Within five (5) days after the employee requests or the City learns of 
the need for FMLA leave, the Human Resources Department will provide a written notice stating 
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whether leave is available, how much leave has been designated as FMLA leave, and how much 
leave remains. 

Medical Certification 
A. Certification of Serious Health Condition: For leaves taken because of the employee’s or a 

covered family member’s serious health condition, the employee, upon request, must submit a 
completed Certification of Health Care Provider for Employee’s/Family Member Serious Health 
Condition form and return the certification to the Human Resources Department. Medical 
certification must be provided by the employee within fifteen (15) days once requested. 

B. Confidentiality of Medical Records: Documentation related to the employee’s or family member’s 
medical condition will be held in strict confidence and maintained in the employee’s medical 
records file. 

Effect on Benefits 
A. An employee granted a leave under this policy will continue to be covered under the City’s group 

health insurance plan with the same conditions as if the employee had been continuously 
employed during the leave period. 

B. Employee contributions will be required either through payroll deduction or by direct payment to 
the City. In case of the birth or placement of a child, the employee must update their health 
insurance within thirty (30) days of the life event. 

C. After thirty (30) days of unpaid leave, the employee must pay all benefit premiums no later than 
the tenth day of each month. If an employee’s contribution is more than thirty (30) days late, the 
City may terminate the employee’s insurance coverage. 

D. An employee is entitled to their seniority and benefit accrual during the 12 weeks of FMLA. 
E. Employees will receive Holiday pay while on FMLA. 

Job Protection 
Upon return to work following FMLA leave, the employee will be reinstated to his/her former position or 
an equivalent position in terms of pay, benefits, status, and authority. 
Unlawful Actions and Enforcement of FMLA Rights 
It is unlawful for the City to interfere with, restrain, or deny the exercise of FMLA rights, or to discharge 
or discriminate against anyone for opposing such unlawful practices or for participating in proceedings 
relating to FMLA. 

For more information on the related federal policy: 
https://www.dol.gov/whd/fmla/fmla-faqs.htm#1 

8.6 Health Insurance Portability and Accountability Act (HIPPA) 
The Health Insurance Portability and Accountability Act (HIPAA) requires the City to ensure that certain medical 
information regarding an employee is maintained in a confidential manner; and protects health insurance 
coverage for employees and their families when they change or lose their jobs. In compliance with this Act, the 
City maintains all medical information confidential files; and provides employees with notices regarding their 
rights to continued coverage and ensures the City health insurance providers comply with this Act. 

It is the policy of the City to limit the use or disclosure of protected health information (1) only as permitted or 
required by the Privacy Rule, as described in the Notice of Privacy Practices; or (2) as authorized in writing by 
the individual who is the subject of the information. 

Reference: https://www.hhs.gov/hipaa/for-professionals/privacy/laws-regulations/index.html 

8.7 Whistleblower Protection Act 
The City complies with the Texas Local Government Code, Section 554.002, whereby the City may not suspend 
or terminate the employment of, or take other adverse personnel action against a city employee, who in good 
faith, reports a violation of the law by the employing governmental entity or another public employee to an 
appropriate law enforcement authority. 

https://www.dol.gov/whd/fmla/fmla-faqs.htm#1
https://www.hhs.gov/hipaa/for-professionals/privacy/laws-regulations/index.html
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In this section, a report is made to an appropriate law enforcement authority if the authority is part of a state or 
local governmental entity or the federal government that the employee in good faith believes is authorized to 
investigate or prosecute a violation of criminal law. 

For more information on the related federal/state policy: https://www.whistleblowers.gov 

https://www.whistleblowers.gov/
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Appendix 

A - Nepotism Relationship Chart 
B - Personnel Action Form 
C - Outside Employment Disclosure Form 
D - Incentive Pay Guidelines 
E - Cell Phone Allowance Authorization Form 
F - Family Medical Leave Request Form 
G -Time Off Request Form 
H - Prohibited Technology Acknowledgement Form 
I - Travel Request and Advancement Form 

J - Confidentiality of Information Acknowledgement 
K - Wage Deduction Acknowledgement Form 
L-Positions Subject to DOT Regulations and Safety Sensitive Positions 



 

City of Mount Pleasant Commission on Ethics 
 
 
 

 
Consanguinity/Affinity Chart 
(Degrees of family relationship by blood/marriage) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Instructions: 

 
For Consanguinity (relationship by blood) calculations: 

 
Place the public officer/employee for whom you need to establish relationship by consanguinity in the blank box. The labeled boxes will then list the relationships by title to the public officer/employee. Anyone in a box numbered 1, 
2, or 3 is within the third degree of consanguinity. Texas Ethics in Government Law addresses consanguinity within third degree by blood, adoption or marriage. 

 
For Affinity (relationship by marriage) calculations: 

 
Place the spouse of the public officer/employee for whom you need to establish relationship by affinity in the blank box. The labeled boxes will then list the relationships by title to the spouse and the degree of distance from the 
public officer/employee by affinity. A husband and wife are related in the first degree by marriage. For other relationships by marriage, the degree is the same as the degree of underlying relationship by blood. 

Revised 10/01/2021 
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CITY OF MOUNT PLEASANT, TEXAS 
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Outside Employment Disclosure Form 

Employee Name:   
Job Title:   Work Schedule 
Department:   Days per week:    
Supervisor:   Hours per day:   
Director:   

Please be advised that I,  , work an additional job outside 
of my employment with the City of Mt. Pleasant, at: 

Work Schedule 
(Name of 2nd Employer/Company) Days per week: 

Location:    Hours per day:   
Start Date:   
Type of Work:   

I commit that my employment with __________________________________will not 
interfere with my employment with the City of Mt. Pleasant in any way, including my 
performance, efficiency, cause a conflict of interest, or cause a safety issue for me or my co-
workers, nor require the use of City time or equipment. 

I understand and commit that the eight (8) hours immediately prior to the beginning of my 
shift with the City will be free to allow sufficient rest, unless approved by my immediate 
supervisor and director. 

If I am unable to perform the duties of this job due to an injury or other incapacity caused 
by or during my outside employment, the City will not be held responsible for benefits 
under the City’s workers’ compensation programs. 

Should my supervisor observe a decline in my job performance, attendance, or other 
indicators that my second job may be interfering with my job with the City of Mt. Pleasant, 
I may be counseled or disciplined, up to and including termination of my employment. 

 

 
(Employee Signature) Date 

 
(Supervisor Signature) Date 

 
(Director Signature) Date 

Cc: Employee HR/Personnel File 

501 N. Madison .Mount Pleasant, TX 75455-3650 .Office: 903/575-4000 . Fax 903/577-1828 



 

 

 

 

City Policies & Administrative Directives 
Policy Number Page Number 

1 of 2 
Origination Date: 
Revision Date: 

Subject 

Incentive Pay Guidelines 
 
 Date:   
City Manager Signature 

 
PROCEDURES 
In order for any Department to provide this incentive pay to any employee, the 
Department must first propose and secure approval within the annual budget process. 
Upon adoption of the annual operating budget of the City, Departments must publish its 
funded, adopted incentives and specify eligible certifications, licenses and college degrees 
included in the program for the coming fiscal year, for each position eligible within the 
department. 

Certifications/Licenses Incentive Pay 
Employees eligible to receive the incentive pay for the certifications and licenses 
identified and approved by their department director will receive payment for 
certification or license, for the following: 

Firefighter: 
Intermediate - $125.00/month 
Advanced - $175.00/month 
Master - $225.00/month 
Fire Inspector - $50.00/month 
Fire Investigator - $50.00/month 

Peace Officer: FTO Pay: 
Intermediate - $125.00/month (Paid per MPPD Procedure: FTO Pay) 
Advanced - $175.00/month ($20.00/shift worked as an FTO) 
Master - $225.00/month 

Telecommunicator: Corporal Pay: 
Intermediate - $50.00/month $200.00/month 
Advanced - $100.00/month 
Master - $150.00/month K-9 Pay: 

$350.00/month 
Detective Pay: 
$100.00/month 

 
EDUCATION INCENTIVE PAY 
Employees who earn their Associate’s, Bachelor’s, or Master’s Degree in their related field 
may also be eligible to receive education incentive pay. Departments may offer education 
incentive pay if same is included as their departmental incentive program and included 
in the approved annual operating budget for their department. Education incentive pay 
will not be paid if the degree is a minimum requirement listed in the position’s job 
description. 



 

 

 

 

City Policies & Administrative Directives 
Policy Number Page Number 

2 of 2 

 
Origination Date: 
Revision Date: 

Subject 

Incentive Pay Guidelines 
 
 Date:   
City Manager Signature 

 
Education incentive pay will be paid as follows: 

 
Associate’s  Bachelor’s Master’s 
$100.00 monthly $150.00 monthly $200.00 monthly 

College credit hours will not be substituted for any degree. Employees must receive an 
official degree from a state or nationally accredited College or University. 

Bilingual Pay: 
$150.00/month 

RECORDKEEPING 
Each department is responsible for maintaining up-to-date records of their employees’ 
certification, licenses, any renewal of CEU’s, and ensuring the proper documents are sent 
to the Human Resources department for recording in the employee’s personnel file. 



 

Cell Phone Allowances are paid through the payroll process and are considered taxable 
income. Allowances will be made the first pay period of each month after the Payroll 
Office receives this form and supporting documentation of a cell phone 

 
CELL PHONE ALLOWANCE 

AUTHORIZATION FORM 

 
Employee Name: Employee ID #:  

Job Title: Department:  

Account to be Charged:  

⁭ New Monthly Allowance Request   

⁮ Revised Monthly Allowance Request   
 

⁭ Terminate Monthly Allowance 
 

 
Business Purpose of the Allowance/Reason for Change: 

 
 
 
 

Employee Certification and Signature: 
I certify that I will use the funds requested toward the business use, and promptly report any 
changes in the level of those business expenses to my Department Director. I further certify that 
I have read, understand, and intend to comply with the City’s Prohibited Technology Policy and 
other related policies. 

 
 

Signature of Employee Date 

Department Director Certification and Signature: 
I certify that the requested allowance is needed for this employee to cover work-related expenses 
due to cell phone use. I further certify that I have read, understand, and intend to comply with 
the City’s Wireless Phone Policy. 

 
 

Signature Date 

City Manager Approval: 
 
 

Signature Date 



 

 
Family and Medical Leave Act (FMLA) Request Form 

 
 
 
 

 
 
 

Job Title 

    
 

Employee ID 

D Initial Application Home Phone #: 
Reason for Leave of Absence 
D Own illness (not work related) 
D Care for ill parenVspouse/child 
D Other (specify) 

D Pregnancy disability 
D Care for newborn/adopted 

child 
(Date of Birth/Placement) 

Answer all: 
Do you have company medical 
insurance? 
Do you have company dental 
insurance? 

Yes No 

□ □ 
□ □ 

Yes No 
Are you currently on another leave? □□ 
Have you or will you be filling a 
Disability insurance claim? □□ 

Requested start date  I Anticipated end date Requested intermittent or reduced work schedule 
 
 
 
 

I understand that I am required to use accrued paid time off until leave concludes or accrued 
balance is depleted. Below is an estimate of paid time off available in my account. 
Hours 

Date Begins 
(mm/dd/yy) 

Date Ends 
(mm/dd/yy) 

 Accrued sick leave   

 Accrued vacation leave   

Employee's Signature Date 

 
I understand that I am required to complete a FMLA Leave Certification of Health Care Provider form and submit the 
form to Human Resources before my leave commences. I understand that if my leave is approved, my time away 
from work will be charged against my 12 week leave maximum under FMLA. Upon approval of this requested leave, I 
am required to utilize all paid time available to me prior to going into an unpaid leave status. In the event that I go into 
an unpaid status while on leave, I understand that I must contact Human Resources to make arrangements to pay my 
portion of health insurance premiums. 

 
I request the following forms for my FMLA leave of absence: 

1. Certification of Health Care Provider: This form is to be completed by either my health care provider (if this 
leave is for my own serious health condition) or by my family member's health care provider (if this leave is for 
the serious health condition of a spouse, parent, or child). My physician must complete this entire form. 
Failure to complete this form may delay or prevent my leave approval. 

2. Continuation of Benefits While on FMLA Leave: This is an agreement between my employer and myself to 
continue my benefits while on FMLA leave and a financial arrangement for my portion of health care premiums. 

 
3. Notification of FMLA Status (Approval/Denial): This is to notify me that my employer is designating the leave as 

FMLA leave and to inform me in writing of the specific expectations and obligations required by my employer 
under FMLA. 

 
4. Request to Return From FMLA Leave: I should fill out the top portion of the form, notifying Human Resources of 

the date of my return. For my own serious health condition, the bottom portion of the form (fitness-for-duty 
certification) should be filled out by my Health Care Provider and returned to Human Resources on the day I 
return to work from FMLA leave. 

I understand that the Certification of Health Care Provider form should be returned to Human Resources within 15 
days. If I am not able to return the form within the allowed timeframe, I will contact Human Resources for assistance. 

 
If this information is not received in the required timeframe, my leave will be considered unauthorized. 

 

 
Print Name Employee Signature 



 

 
CITY OF MOUNT PLEASANT 

EMPLOYEE TIME OFF REQUEST 
 (PER PAY PERIOD)  

SECTION ONE: (Employee completes and submits to Department Director/Supervisor) 

NAME: DATE OF REQUEST: EMPLOYEE#:  

DEPARTMENT: JOB TITLE:  

Use table below to indicate requested days off using the following codes. (Write the letter in the box to correspond with the date) 

SL: Sick Leave CT: Comp Time V: Vacation BL: Bereavement Leave 

WC: Worker’s Comp ML: Military Leave NP: No Pay JD: Jury Duty 

FOR “SL” CIRCLE NECESSARY REASONS FOR TAKING LEAVE 

Sickness/Doctor’s Appt 

Spouse/Child/Parent/Siblings/Self 

FOR “BL” Death:   

Hours requested per leave type 
 

SL:   CT:   V:   BL:   

WC:   ML:   NP:   JD:   
 
 

 
MONTH (S) 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 

                                
                                

Total Hours Requested: (All leave types)   Leave Due to FMLA: Y/N 

 
Employee Signature:  Date:   

 

SECTION TWO: (Department Director/Supervisor completes and submits to Human Resources) 

DEPARTMENT DIRECTOR/SUPERVISOR: ☐ APPROVED ☐ NOT APPROVED 

 
EXPLANATION (IF NOT APPROVED):   

 
 

 
Department Director/Supervisor Signature:  DATE:   



 

 

Prohibited Technology Policy 
Acknowledgement 

 
In compliance with SB 1893 prohibiting the use of certain social media applications 
covered under Chapter 620 of the Texas Local Government Code, I understand that I am 
prohibited from using or installing (downloading) any covered applications on any City 
owned or leased devises I may use or access during my employment or association with 
the City. This includes cell phones, tablets, desktop and laptop computers, and other 
internet-capable devices. 

I also understand that I will be restricted from accessing any “app stores” or unauthorized 
software repositories using the City’s internet for the purposes of installing them on my 
personal devices or accessing them on my personal devices while working on City 
premises where I may be connected to the City’s internet, unless given permission from 
my department director or City Manager for a specific work-related purpose. If given 
authorization to use a covered application, I understand that revealing my location, or 
approximate location, through GPS, Bluetooth, or other methods is prohibited. 

I have read the City’s Prohibited Technology Policy and understand my responsibility to 
comply with the restrictions imposed to provide protection against the ongoing and 
emerging technological threats to our government’s sensitive information and critical 
infrastructure. Should I have any questions regarding this policy or any of the 
prohibitions, I will address them to my supervisor, department director, Human 
Resources, or the IT Department. 

I understand the City will verify compliance with this policy through various methods, 
including but not limited to, IT/security system reports and feedback to leadership. And, 
if I am found to have violated this policy, I may be subject to disciplinary action, including 
termination of employment. 

ACKNOWLEDGED: 
 
 

DATE:   
Signature 

 

 

Printed Name Department 



 

DEPARTURE DATE: / / 
 

RETURN DATE: / / 
 

MILEAGE (if approved to use personal vehicle) 
# OF MILES ROUND TRIP (SHORTEST ROUTE) 
(attach GoogleMaps of Route) 
 

 X $0.67 = $ 
 

  
 
 

EMPLOYEE: 

DEPARTMENT: 

PURPOSE : 

 

 

 

 
MEALS https://www.gsa.gov/travel/plan-book/per-diem-rates 

 
 

   
   
   
   

 
   

 
   
   
   
   

 
 

TOTAL REQUEST FOR ADVANCEMENT: 
 
 

DEPARTMENT ACCOUNT NUMBER:   
 

"I HEREBY CERTIFY THAT THIS IS A TRUE AND CORRECT STATEMENT OF MY OFFICIAL CITY 
BUSINESS TRAVEL REQUEST AND ADVANCEMENT" 

 
 

EMPLOYEE SIGNATURE DATE DEPARTMENT DIRECTOR SIGNATURE Date 
 
 
 

CITY MANAGER DATE 
 

**OUT OF STATE TRAVEL MUST BE APPROVED BY THE CITY MANAGER** 

CITY OF MOUNT PLEASANT 
Travel Request Form 

 

$ 0.00 
 

 (NAME OF CONFERENCE/SEMINAR/TRAINING) 
DESTINATION:  

City State 
 

FIRST DAY OF TRIP 
# OF DAYS   
LAST DAY OF TRIP 
Single Day Trip 

 

X $ $ 
X $ $ 
X $ $ 
X $ $ 

 
LODGING/HOTEL: (Estimated cost of hotel, if not included in conference/seminar) $ 

 
OTHER EXPENSES: 
(Itemize) 

 

$ 
$ 
$ 
$ 

 

https://www.gsa.gov/travel/plan-book/per-diem-rates


 

 

 
Confidentiality of Information 

Acknowledgement Form 
 

The City of Mt. Pleasant, it’s officials and employees are obligated to protect the 
confidentiality of business information that is vital to the interest and success of the City, 
and to comply with state and federal laws and regulations that govern the City 
organization, its employees, and its citizens, and to avoid unnecessary disclosure of non- 
confidential internal information about the City, its employees, its customers, and its 
vendors. 

 
Employees are expected to use discretion and judgement when dealing with information 
and are to refrain from passing along information, gossip, rumors, or anything else that 
may constitute an invasion of a person’s privacy or beach of confidence. An employee 
who engages in this type of behavior will be disciplined, up to and including termination. 

 
Employee Acknowledgement Statement: 

I understand that I should not discuss City business information that is vital to the interest 
and success of the City, and to comply with state and federal laws and regulations that 
govern the City organization, its employees, and its citizens, and to avoid unnecessary 
disclosure of non-confidential internal information about the City, its employees, its 
customers, and its vendors. I understand that I should not discuss medical or other 
personal information of others and that I should not engage in gossip, rumors, or anything 
else that may constitute an invasion of a person’s privacy or breach of confidence. I 
understand that if I have concerns that I should discuss them only with my supervisor or 
Human Resources. 

 

 

Employee’s Signature 
 
 
 

Print Name 
 
 
 

Date 
 
 
 
 
 
 
 
 

 
Confidentiality of Information/Acknowledgement Form 
12-2024 



Wage Deduction Authorization Form-12/2024  

Voluntary Wage Deduction Authorization Form 

 
Today’s Date:  /  /    

Effective Date:   /  /  

Employee Name:     DOH:  / /  
First Last 

Employee No:   Department:   
 

 
Type of Deduction Total Requested Amount Deduction Amount Per Pay Period 

   
   
   
   
   
   
   

I hereby authorize the City of Mount Pleasant to make the above deductions from my pay in accordance with the 
above terms. I understand and agree that I am responsible for satisfying the above amounts owed to the City. I 
understand and agree that any amount that is due and owing at the time of my termination, regardless of whether 
my termination was voluntary or involuntary, will be deducted from my last paycheck or any other amounts that 
may be owed to me. This document authorizes the City to retain the entire amount of my last paycheck in 
compliance with state and federal regulations. I further understand and agree that deductions will be made after 
any mandatory taxes as well as for any employer programs in which I have enrolled, for which I am eligible, or 
to which I have agreed. Reference: Texas Payday Law Rule 821.28(b). 

 
 

 

Employee Signature HR or Finance Director 



Wage Deduction Authorization Form-12/2024  

WAGE DEDUCTION AUTHORIZATION ACKNOWLEDGEMENT 
 

I understand and agree that the City of Mount Pleasant, may deduct money from my pay from time 
to time for reasons that fall into the following categories: 

1. my share of the premiums for the City's group medical/dental plan; 
2. any contributions I may make into a retirement or pension plan sponsored, controlled, or 

managed by the City; 
3. installment payments on loans or wage advances given to me by the City, and if there is a 

balance remaining when I leave the City, the balance of such loans or advances; 
4. if I receive an overpayment of wages for any reason, repayment to the City of such 

overpayments (the deduction for such a repayment will equal the entire amount of the 
overpayment, unless the City and I agree in writing to a series of smaller deductions in 
specified amounts); 

5. the cost to the City of personal long-distance calls I may make, or messages I may send, using 
City phones (land lines or cell phones) or City accounts, of personal faxes sent by me using 
City equipment or City accounts, or of non-work-related access to the Internet or other 
computer networks by me using City equipment or City accounts; 

6. the cost of repairing or replacing any City supplies, materials, equipment, money, or other 
property that I may damage (other than normal wear and tear), lose, fail to return, or take 
without appropriate authorization from the City during my employment (except in the case of 
misappropriation of money by me, I understand that no such deduction will take my pay below 
minimum wage, or, if I am a salaried exempt employee, reduce my salary below its 
predetermined amount); 

7. administrative fees in connection with court-ordered garnishments or legally-required wage 
attachments of my pay, limited in extent to the amount or amounts allowed under applicable 
laws; 

8. if I take paid vacation or sick leave in advance of the date I would normally be entitled to it 
and I separate from the City before accruing time to cover such advance leave, the value of 
such leave taken in advance that is not so covered; and 

9. if my employer pays any insurance premiums or retirement system contributions ("payments") 
on my behalf that I would normally make under the applicable City benefit plan, the amount 
of such payments made by the City, such payments being an advance of future wages payable 
to me. 

I agree that the City may deduct money from my pay under the above circumstances, or if any of 
the above situations occur. I further understand that the City has stated its intention to abide by all 
applicable federal and Texas wage and hour laws and that if I believe that any such law has not 
been followed, I have the right to file a wage claim with appropriate Texas and federal agencies. 

 / /  
 

Employee Signature Date 
 

Employee Printed Name City Representative 



 

Appendix A: 
Positions Subject to DOT Regulations and Safety Sensitive Positions 

 
All employees that hold a Commercial Driver's License (CDL) and operate a Commercial Motor Vehicle 
with a gross vehicle weight rating of 26,001 pounds or more are subject to DOT drug testing. 

SAFETY SENSITIVE POSITIONS 
Electrician Parks Technician I, II Utilities Technician I, II, III 

Fire Fighter Public Works Director Wastewater Operator I, II, III 

Fleet Foreman Senior Telecommunicator Wastewater Treatment Foreman 

Fleet Technician I, II Telecommunicator Water Treatment Plant Operator I, II, III 

Law Enforcement Officer Streets Maintenance Technician I, II, III Welder 

Parks Foreman Utilities Director  

 
C. Substance Abuse Program Administrator 
The Substance Abuse Program Administrator is: 

 
Director of Human Resources 
501 N. Madison Ave. 
Mount Pleasant, TX 75455 

 
 

Nothing in this section shall alter the "at will" employment status of the employee, and the above enumerated 
items shall not be the only grounds for dismissal. 



 

CHAPTER 34: CODE OF ETHICS 
 

Section  
 

34.01 Definitions 

34.02 Policy and purpose 

34.03 Unethical activity 

34.04 Cumulative legal effect 
 
 

34.99  Penalty 

§ 34.01 DEFINITIONS. 
 

For the purpose of this chapter, the following definitions shall apply unless the context clearly indicates or requires a 
different meaning. 

DISCRETIONARY AUTHORITY. The power to exercise any judgment in a decision or action. 

EMPLOYEE. Any person employed by the city, including those individuals employed on a part- time basis, but such term 
shall not be extended to apply to any independent contractor. 

ENTITY. A sole proprietorship, partnership, limited partnership, firm, corporation, professional corporation, holding 
company, joint stock company, receivership, trust or any other entity recognized by law through which business may be 
conducted. 

OFFICER OR OFFICIAL. Any member of the City Council and any appointive member of a board, commission, authority 
or committee set up by ordinance, the charter or state law on a permanent basis, but no members of a board, commission, 
authority or committee that functions only in an advisory or study capacity and which has no discretionary authority. 

REMOTE INTEREST. An interest of a person or entity, including an official, who would be affected in the same way as the 
general public. The interest of a Council member in the property tax rate, general city fees, city utility charges or a 
comprehensive zoning ordinance or other similar decision is a remote interest to the extent that the Council member is 
affected in common with the general public. 

SUBSTANTIAL INTEREST. An interest in another person or an entity if: 

(1) The interest is ownership of 5% or more of the voting stock, shares or equity of the entity or ownership of $5,000.00 
or more of the equity or market value of the entity; 

(2) Funds received by the person from the other person or entity either during the previous 12 months or the previous 
calendar year equaled or exceeded $5,000.00 in salary, bonuses, commission or professional fees or $20,000.00 in 
payment for goods, products or nonprofessional services, or 10% of the person’s gross income during that period, whichever 
is less; 

(3) The person serves as a corporate officer or member of the Board of Directors or other governing board of the for- 
profit entity, other than a corporate entity owned or created by the City Council; or 

(4) The person is a creditor, debtor or guarantor of the other person or entity in an amount of $5,000.00 or more. 

SUBSTANTIAL INTEREST IN REAL PROPERTY. An interest in real property which is an equitable or legal ownership 
with a market value of $5,000.00 or more. 

SUBSTANTIAL INTEREST IN PARTNERSHIPS, PROFESSIONAL CORPORATIONS AND OTHER ENTITIES. If a city 
official or employee is a member of a partnership or professional corporation, or conducts business through another entity, a 
substantial interest of the partnership, professional corporation or entity shall be deemed to be a substantial interest of the 
city official or employee if: 

(1) The partnership or professional corporation has fewer than 20 partners or shareholders; 

(2) Regardless of the number of partners or shareholders, the official or employee has an equity interest, share or draw 
equal to or greater than 5% of the capital or revenues of the partnership, professional corporation or other entity; or 

(3) With regard to the partnership, professional corporation or other entity’s substantial interest in a client, the official or 
employee has personally acted within the preceding 24 months in a professional or fiduciary capacity for that client. 

(`87 Code, § 2-171) (Am. Ord. 1990-18, passed 11-6-90) 

§ 34.02 POLICY AND PURPOSE. 
 

(A) It is declared to be the policy of the City of Mount Pleasant that the proper operation of democratic government 
requires that: 



 

(1) City officials and employees be independent, impartial and responsible only to the people of the city; 

(2) Governmental decisions and policies be made using the proper procedures of the governmental structure; 

(3) No city official or employee have any interest, direct or indirect, nor engage in any business transaction or 
professional activity, nor incur any obligation of any nature which is in conflict with the proper discharge of his or her duties 
in the public interest; 

(4) Public office not be used for personal gain; 

(5) The City Council be maintained as a nonpartisan body; 

(6) City officials and employees fully comply with state statutes and laws, as amended, concerning conflicts of interest. 

(B) In furtherance of this policy, the City Council has determined that it is advisable to enact this Code of Ethics for all city 
officers, officials and employees, whether elected or appointed, paid or unpaid, advisory or administrative, to serve not only 
as a guide for official conduct of the city’s public servants, but also as a basis for discipline for those who refuse to abide by 
its terms and provisions. 

(`87 Code, § 2-172) (Am. Ord. 1990-18, passed 11-6-90) 

§ 34.03 UNETHICAL ACTIVITY. 
 

No officer, official or employee of the city shall: 

(A) Accept any gift or favor of more than $25.00 in value from any person or entity that might reasonably tend to 
influence such officer, official or employee in the discharge of official duties or grant in the discharge of official duties any 
improper favor, service or thing of value; 

(B) Use his or her official position to solicit or secure special privileges or exemptions for himself or herself or others; 

(C) Disclose information that could adversely affect the property, government or affairs of the city or directly or indirectly 
use any information gained by reason of his or her official position or employment for his or her own personal gain or benefit 
or for the private interest of others; 

(D) Transact any business on behalf of the city in his or her official capacity with any business entity with which he or she 
is an officer, agent or member or in which he or she owns a substantial interest. In the event that such a circumstance 
should arise, then in the case of an officer or official, he or she shall make known such interest and abstain from voting on 
the matter, or in the case of reassignment, state the reasons for doing so and have nothing further to do with the matter 
involved; 

(E) Engage in any outside activities which will conflict with, or will be incompatible with, his or her assigned duties in the 
employment of the city, or reflect discredit upon the city, or which is employment with the city will give him or her an 
advantage over others engaged in a similar business, vocation or activity; 

(F) Accept other employment or engage in outside activities incompatible with the full and proper discharge of his or her 
duties and responsibilities with the city or which might impair his or her independent judgment in the performance of his or 
her public duties; 

(G) Receive any fee or compensation for his or her services as an officer, official or employee of the city from any source 
other than the city, except as may otherwise be provided by law. This shall not prohibit an officer, official or employee from 
performing the same or other services that he or she performs for the city for a private organization if there is no conflict with 
his or her city duties and responsibilities; 

(H) Represent, directly or indirectly, or appear in behalf of the private interest of others before any agency, board, 
commission, authority or committee of the city or represent any private interest of others in any action or proceeding 
involving the city or participate on behalf of others in any litigation to which the city might be a party or even accept any 
retainer or compensation that is contingent upon a specific action being taken by the city or any of its agencies, boards, 
commissions, authorities or committees; 

(I) Use the prestige of his or her position in behalf of any political party or engage in any political activity which does not 
maintain the nonpartisan policy of the city; provided however, that all employees are encouraged to register and vote as 
they may choose in all local, state and national elections; 

(J) Knowingly perform or refuse to perform any act in order to deliberately hinder the execution and implementation of 
any city ordinances, rules or regulations or the achievement of official city programs. 

(`87 Code, § 2-173) (Am. Ord. 1990-18, passed 11-6-90)Penalty, see § 34.99 

§ 34.04 CUMULATIVE LEGAL EFFECT. 
 

In its legal effect, this chapter is cumulative of all provisions of the City Charter, this code or state statutes or laws defining 
and prohibiting conflicts of interests. 

(`87 Code, § 2-175) (Am. Ord. 1990-18, passed 11-6-90) 

§ 34.99 PENALTY. 



 

(A) Any city officer, official or employee violating any provision of this chapter shall be guilty of a misdemeanor, and upon 
conviction thereof, shall be punished by a fine as provided in § 10.99. 

(B) The penalty prescribed herein shall not limit the power of the City Council to discipline its members pursuant to 
applicable provisions of the City Charter, this code or state statutes or laws defining and prohibiting conflicts of interests. 

(C) The penalty prescribed herein shall not limit the power of the City Manager to discipline those employees under the 
City Manager’s supervision pursuant to applicable provisions of the City Charter, this code, the adopted personnel policies 
of the city or state statutes or laws defining and prohibiting conflicts of interests. 

(`87 Code, § 2-174) (Am. Ord. 1990-18, passed 11-6-90) 
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