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Hood County Policy 
 

Open Purchase Order Encumbrance at Year End 
 

 
 
 
 

The policy of Hood County Commissioners Court regarding purchase order encumbrance shall 
be that all valid and enforceable Open Purchase Orders at each fiscal Year-End shall remain 
encumbered; further, the existing budget appropriation for each Open Purchase Order will 
carry over, and be added to the County budget that has been approved for the new 
(succeeding) year.  However, if a given Purchase Order was already encumbered and carried 
over in a previous year, then it will require advance approval of Commissioners Court to 
encumber that purchase order again and advance the budget appropriation again to a second 
year.    (This policy will take the place of the current practice for the Purchasing and Auditing 
Offices of bringing open purchase orders to Commissioners Court on the second September 
meeting.  If the Auditor or Purchasing Agent questions any given purchase order encumbrance, 
then only those exceptions are to be brought to Commissioners Court for specific consideration.) 

 
 
 
 

Approved, this _26th_ day of _January_ , 2016. 
 
 
 
 

Attest: Hood County Clerk, Katie Lang                                                      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
 
 

Hood County Policy 
 

Spending Limit on Official Leaving Office 
 

The policy of Hood County Commissioners Court regarding 1/12th budget expenditure limits is 
hereby replaced.  In its place, Hood County will observe the provisions of Local Government 
Code 130.908 (stated below); further, Hood County Commissioners Court hereby establishes 
the limit for expenditures subject to provisions of Local Government Code 130.908 shall be 
1/12th of the annual budget for any given budget line for any elected official or other precinct 
official who becomes subject to the limitations of Local Government Code 130.908; and, said 
limit will be applied each month that is affected. 

 
 
 
 

Approved, this _26th_ day of _January_ , 2016. 
 
 
 
 

Attest: Hood County Clerk, Katie Lang                                                       
 
 

"LOCAL GOVERNMENT CODE 

TITLE 4. FINANCES 

SUBTITLE B. COUNTY FINANCES 
 
 

CHAPTER 130. MISCELLANEOUS FINANCIAL PROVISIONS AFFECTING COUNTIES                

SUBCHAPTER Z. OTHER MISCELLANEOUS PROVISIONS 

Sec. 130.908. APPROVAL OF SPENDING BY CERTAIN COUNTY AND PRECINCT OFFICERS. If an 
 

incumbent county or precinct officer is not renominated or is not reelected to the county or precinct office of a 

county, during the time following the date the results of the official canvass of the primary or election returns are 

announced, the commissioners court must approve any expenditure by the incumbent county or precinct officer 

who was not renominated or reelected that is over an amount set by the commissioners court." 
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Automated Time and Attendance 
Policy 

 
Purpose: 

 
Accurately recording time worked is the responsibility of every Hood County employee.  
Federal and State laws require Hood County to keep accurate records of time worked 
in order to appropriately calculate employee pay and applicable benefits provided under 
Hood County policies. Time worked is considered as time spent on the job performing 
assigned duties.  

 
Hood County utilizes an automated time keeping system to compute time worked 
and record payroll compensation, including but not limited to vacation time, sick time 
and overtime worked. The timekeeping system computes time worked based on the 
county's defined work-week of Monday through Sunday. 

 
The normal work week for Hood County is Monday through Friday 8:00 a.m. to 5:00 
p.m. The Commissioners Court encourages all county offices to remain open during 
those times. It is the expectation of Hood County that employees arrive at their work 
site on time.   The timekeeping system will automatically document and deduct for 
excessive tardiness under the guidelines established in this policy. 

 
Procedures: 

 
Non-exempt employees, will have their hand scanned into the biometric time clocks 
provided in the building in which the county employees' main office is located. Non-
Exempt employees will be assigned an individual employee code and are required to 
clock in and out using the biometric time clock in the county building in which they 
work.   Non-exempt employees who fail to clock in and out will be considered "absent" 
for the day.  Failure of the department head to notify payroll of any problems with the 
employees' ability to clock in and out could result in a monetary adjustment to the 
employee's payroll. Any adjustments that have to be made after payroll has been 
processed will be performed on the following pay period. The Treasurer's office will not 
issue a separate check to an employee whose check is incorrect due to their failure to 
clock in or out or for their Supervisors' failure to notify payroll of any problems with 
the employees' ability to clock in and out.  Any notification of this nature must be in 
writing and emailed or faxed to the Treasurer's Office as soon as the problem has been 
identified. 
 
Patrol Deputies may utilize the telephone call-in-system known as U.S. Tele-punch in 
order to clock in and out as approved/assigned by the Sheriff and/or the employees’ 
supervisor. These employees will call in or a dedicated phone number and enter their 
employee code, which will allow them to automatically clock in at the beginning of the 
shift and out at the end of the shift. Disclosure of the employees’ code by the employee 
for clocking in and out for another employee is specifically prohibited and is grounds for 
termination. The call in system does not apply to Deputies, Investigators, Deputy 
Constables, Fire Marshal or other Law Enforcement Personnel who go into the 
office daily. 
 
The U.S. Tele-punch call-in system may also be utilized by Juvenile Probation 
Officers on a weekend or evening call-out or by the Fire Marshal part-time deputies 
who are not scheduled but have been called out for emergency purposes. 
 
 
 



 
The timekeeping system for Hood County is designed to extend a five (5) minute grace 
period for clocking in and out. This grace period begins five minutes before the 
employees' scheduled shift and ends five (5) minutes after the end of the employees' 
scheduled shift.   This five (5) minute grace period is designed to correspond with a 
set schedule established when the employee is hired. In absence of the employees' 
supervisor to notify the Treasurers' Office of a set schedule, the Treasurer's Office will 
put the schedule in the time-keeping system's employee "master" file. It is the  
responsibility of  the  supervisor to  notify  the  Treasurer's Office of  any changes to  
an employee's schedule so that they can make the appropriate changes in the 
timekeeping system. It is further the responsibility of the employees' supervisor to record 
all leave time taken through the scheduling portion of the timekeeping system.  The 
Treasurer's Office is not responsible for the Department Supervisor's failure to  utilize 
the benefit or scheduling portion of the  timekeeping system. 
 

        An employee is not allowed to clock in earlier than their shift begins without prior  
approval from the employee's supervisor. Likewise the employee is not allowed to work 
past their shift without prior approval from their supervisor. Although Hood County utilizes 
a 5-minute grace period, the employees' time is calculated based on the  county's 
defined 40-hour work  week of  Monday through Sunday. Hood County complies with 
the DOL/FLSA rules In calculation of overtime for actual time worked In excess 
of 40 hours In the employer's (county's) defined workweek.   Overtime is calculated 
at time and one half and is credited to the non- exempt employee in the form of 
compensatory time.  Please refer to "comp time  policy". (Exceptions: 14-day cycle 
employees have a separate policy for calculation of overtime/camp time). 
 
Time worked and leave time taken shall be approved by each supervisor on the 
Monday immediately following the end of  the  pay period no later  than 9:30 a.m. 
(exception: county holidays that fall on Monday). In the event of a county holiday on a 
Monday, the supervisors shall review their employees' timesheets by the end of the work 
day on Friday at the end of that specific pay period.  However, authorization or lock-in of 
the timesheet itself may be done on the Tuesday immediately following the end of the 
pay period no later than 8:30a.m. 
 
It is the recommendation of the Commissioners’ Court that all non-exempt employees 
clock in and out for lunch specifically for timekeeping purposes. An elected/appointed 
department head may choose not to require their employees to clock in or out for lunch 
for legitimate business purposes. The rule will apply to all non-exempt employees in that 
department. Unless the Treasurer’s Office is otherwise notified in writing the timekeeping 
system is set up to automatically deduct a one hour lunch for non-exempt employees. 
(Exceptions: Specific 14-day cycle law enforcement personnel and dispatch personnel) 
 
Law Enforcement 14-day cycle employees are paid on a bi-weekly basis just as any 
other employee. 14-day cycle adjustments will be performed on the payroll following the 
end of each 14-day cycle. 
 
Training on the operation of the timekeeping system for recording employees leave time, 
scheduling, and time approvals will be provided to the supervisors by the Treasurer’s 
Office in written instructional format. Any additional training will be provided at any time 
upon written request by the supervisor. 
 
 
Holidays: 

       Please see Holiday Policy  
 

      Overtime/Comp Time: 
      Please see Overtime/Comp Time Policy 

 
 

Approved in Commissioners’ Court on October 25, 2016 



 

 
 
 

 
 

HOOD COUNTY FULL TIME 
BENEFIT PROGRAM 

 

 
VACATION 
 
 
 
 
 
 
 
 
 

SICK LEAVE 

HOLIDAYS 

 
COUNTY & DISTRICT 
RETIREMENT SYSTEM 
 
 
 
 
HEALTH INSURANCE 
 
 
 
 
 
 

DENTAL INSURANCE  

VISION INSURANCE 

 
DEFERRED COMP 
(Nationwide) 

 
 
 

 
CREDIT UNION 

 
LIFE INSURANCE POLICY  

CAREFLITE/TEXAS EMS 

Accrual begins with hire date. 3.08 hours per 
pay period. Employee can accrue a maximum of 
240 hours. Employee receives a maximum of 80 
hour payout upon separation from County. 
0-4 Years…….10 days per year 
5-9 Years…….15 days per year 
10-19 Years….20 days per year 
20+ Years…….25 days per year 
 
Accrual begins with hire date. 1 day per month. 
(3.70 hours per pay period) 
 
Approximately 13 days per year/Approved 
annually by Commissioners’ Court 
 
Mandatory pre-taxed deduction of 6% 
w /County matching at 185% upon retirement. 
Upon enrollment, your TCDRS packet will arrive 
in 4-6 weeks. 
 
Employee coverage the first of the 
month following 60 days (Dependant 
coverage available at employee's 
expense.) 
 
Available as a payroll deduction. 

Available as a payroll deduction. 

Optional Pre-tax retirement 
up to 25 percent per pay period. 
Can elect to start or stop at any 
time. 
 
Optional after tax savings. 
 
$25,000 life policy paid by County after 60 days 
of employment 
 
 
We pay membership fees for entire household 
(effective with health benefits) 
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CERTIFICATION AND SPECIALTY PAY POLICY 

 
 
Subject: Certification and Specialty Pay 
 
Hood County is committed to the professional development of County employees through continued education 
and training.   In an effort to retain experienced personnel and provide the needed service to the various 
Courts, additional  compensation is paid for achieving certification in the field of Law Enforcement and 
Translating services to the Courts. 
 
Certification Pay 
 
The Texas Commission on Law Enforcement Officers Standards in Education (TCLEOSE) awards various levels 
of certifications to employees who have met training requirements and completed years of service. Law 
Enforcement employees who attain additional TCLEOSE certifications higher than the Basic Certification may be 
provided with additional compensation in accordance with the following schedule. Proper documentation is 
required in order to receive certificate pay. 
 
The following is the authorized pay for employees that receive schooling and/or training that will enhance their 
ability to perform their respective positions.  The certification pay is contingent upon annual budget and 
approval of the Commissioners' Court; with a maximum of 1TCLEOSE & two (2) Specialty Certifications.  
Certificates must be sent to Personnel prior to pay being authorized, as well as appropriate 
documentation of annual renewal or required C.E. hours for annual recertification. 
 
TCOLE Law Enforcement Certification Compensation Pay 

 
Intermediate  $46.15 per Pay Period  $1,200.00 per year 
Advanced  $60.00 per Pay Period  $1,560.00 per year 
Master   $92.31 per Pay Period  $2,400.00 per year 

 
TCOLE Jail Certification Compensation Pay 

 
Intermediate  $46.15 per Pay Period  $1,200.00 per year 
Advanced  $60.00 per Pay Period  $1,560.00 per year 
Master   $92.31 per Pay Period  $2,400.00 per year 
 

TCOLE Telecommunications Certification Compensation Pay 
 
Intermediate  $46.15 per Pay Period  $1,200.00 per year 
Advanced  $60.00 per Pay Period  $1,560.00 per year 
 
Specialty Pay 
 
FTO/TCO Training Officer $23.08 per Pay Period  $600.00 per year 
K-9 Handler  $23.08 per Pay Period  $600.00 per year 
Breathalyzer/Intoxilyzer $23.08 per Pay Period  $600.00 per year 
S.W.A.T. Team  $23.08 per Pay Period  $600.00 per year 
Dive Team  $23.08 per Pay Period  $600.00 per year 
Instructor Proficiency-FM $23.08 per Pay Period  $600.00 per year 
Arson Investigator-FM $23.08 per Pay Period  $600.00 per year 
 
Polygraph Examiner $115.39 per Pay Period  $3,000.00 per year 
 
 



In certain circumstances, the need for a translator (Spanish) in court proceedings and in various offices throughout 
the County is required. Employees chosen for this specialty area must be approved by both the Elected 
Official/Department Head and be submitted to the Human Resources Office for certification testing (Please see 
Interpretation Pay Policy). Upon completion of Language testing, the employee will receive a certification stating that 
they are proficient in Spanish translation to meet the needs of their respective department. The following is the 
translator pay: 

Translator Pay  $23.08 per Pay Period  $600.00 per year 

 

Note: The translator pay is not a guaranteed salary and is subject to annual budget approval by 
Commissioners’ Court. 

 

 

Approved in Commissioners’ Court 10/11/2016 
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Compensation for Terminated Employees 
 
 
This policy applies to all Hood County employees that receive payroll compensation. It is 
intended to establish procedure for payment of final payroll to terminated employees. County 
Government is not subject to the Texas Payday Law. This policy is in compliance with FLSA, 
DOL, Federal, State and Local laws. 
 
Hood County's payroll is based on a 26 pay period cycle.  Checks are issued biweekly on Fridays. 
In the event that the Friday falls on a county holiday, the county will issue payroll on the 
first working day preceding the holiday.   
 
Department Supervisors shall immediately notify the Treasurer's Office as well as the 
Personnel Department of an employees' termination of employment with Hood County.  A 
check will not be generated for any period in which the terminated employee has not 
submitted a time record as required by Hood County's Timekeeping system policy. 
 
Terminated employees will receive their final payroll check on the payday immediately 
following the date of the employees' termination.   In the event the payroll process has 
already begun when the notice of termination has been received in the Treasurer's Office, the 
final paycheck will then be issued on the next scheduled payroll date. 
 
Final payroll checks will be in the form of a direct deposit to the account information on file.  
All Hood County mandatory deductions will be deducted from final paychecks. In the event 
the employee has made a contribution to the county's benefit program, he or she will be 
reimbursed for any portion not due. 
 
Final checks will also include payment for any eligible unused balance of vacation (see vacation 
policy) or comp time accrued by the employee during his or her employment with Hood 
County. The terminated employee shall notify his or her immediate supervisor of any 
discrepancies in their final paycheck. 
 
For W-2 purposes, terminated employees are responsible for reporting any address changes to 
the Treasurers' Office. 
 
Responsibility for Implementation 
 
The Treasurer's Office as the Payroll Department for Hood County employees has the specific 
responsibility to enforce this policy. 
 
 

APPROVED IN COMMISSIONERS' COURT ON 09/13/2016 





























 

 

 

HOOD COUNTY 

DRUG AND ALCOHOL POLICY 

CDL EMPLOYEES 

 

CDL Drivers are an extremely valuable resource for Hood County's business.  Their health and 
safety is a serious County concern.  Drug or alcohol use may pose a serious threat to driver 
health and safety.  It is, therefore, the policy of the County to prohibit CDL employees from 
being under the influence of or using illegal drugs or alcohol during working hours.   

The Federal Highway Administration (“FHWA”) has issued regulations, which require the County 
to implement a controlled substance testing program.  The County will comply with these.  All 
CDL drivers are advised that remaining drug-free and medically qualified to drive are conditions 
of continued employment with the County. 

Specifically, it is the policy of  Hood  County that the use, sale, purchase, transfer, possession 
or presence in one's system of any controlled substance (except medically prescribed drugs) or 
alcohol by any CDL driver while on County premises, engaged in County business, while 
operating County equipment, or while under the authority of the County is strictly prohibited.  
Mandatory testing must apply to every person who operates a commercial motor vehicle in 
interstate or intrastate commerce and is subject to the CDL licensing requirement. Hood County 
will conduct pre-employment, random, reasonable suspicion and post-accident drug testing in 
accordance with federal law. 

A detailed policy and procedure is available at the Human Resource Office. 

 

 

Approved in Commissioners’ Court on June 14, 2016 
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Exempt Status Employees 
 
 

Policy Statement 
 

It is the policy of Hood County to be in compliance with the Fair Labor Standards Act and to 
ensure that employees in exempt and non-exempt positions are classified and paid 
appropriately. The Human Resources Department is responsible for determining the 
classification of positions as exempt or non-exempt based on FLSA criteria. The Human 
Resources and Treasurer’s offices are responsible for ensuring that all employees are paid in 
accordance with federal laws. 
 
Pay for Employees in Exempt Positions 
 
Exempt employees routinely receive full salary for any week in which they perform any work, 
without regard to the number of days or hours worked. 
 
Permissible Deductions from Pay for Employees in Exempt Positions 
 

• Absences of one or more full days for personal reasons other than sickness or disability 
when the employee has exhausted all vacation time or the employee has requested 
leave without pay. 

• Absences of one or more full days due to sickness or disability when the employee has 
exhausted all paid leave benefits or is still in the probationary period as a new hire. 

• Unpaid disciplinary suspension of one or more full days in accordance with Hood 
County policies. 

• Deductions for unpaid leave taken in accordance with a legitimate absence under the 
Family Medical Leave Act. 

• Deductions for the first and last week of employment, when only part of the week is 
worked by the employee. 

 
          Responsibilities 
 

    Exempt employee: 
 

1. Responsible for submitting the proper documentation to the supervisor to document any 
paid or unpaid leave request. Requests must be submitted within the pay period in 
which the leave occurred. 

2. Responsible for submitting a complaint in writing to the Human Resources Department 
if he or she believes pay is incorrect. The complaint should include the dates and 
circumstances of the pay deduction. 

 
               Treasurer’s Office: 
 

1. Responsible for administering a comprehensive FLSA Compliance Program. 
2. Responsible for ensuring that all employees are paid in accordance with federal laws. 
3. Receives requests for payroll adjustments, processes adjustments and communicates 

with employees and departments regarding FLSA compliance. 
 
               Human Resources Office 
 

1.    Responsible for administering a comprehensive FLSA Compliance Program. 
2.    Responsible for ensuring that all employees are paid in accordance with federal laws. 
3.    Responsible for reviewing positions to determine whether positions are exempt or non- 
       exempt from the overtime provisions of the FLSA. 
4.    Responsible for reviewing all employee pay complaints. 

 
 

APPROVED IN COMMISSIONERS'COURT 10/11/2016 



 

Fair Labor Standards Act 

Safe Harbor 

The policy and practice of Hood County is to accurately compensate employees and to do so in 
compliance with all applicable state and federal laws. 

Non-Exempt Employees 

Employees eligible for overtime/compensatory time must maintain a record of the total hours worked 
each day.  These hours must be accurately recorded by the employee using the biometric time clock 
provided by the County.  Each employee must verify that the time recorded is complete and accurate 
(and that there is no unrecorded time or "off-the-clock" work).  The time recorded must accurately 
reflect all regular and overtime hours worked, any absences, early or late arrivals, early and late 
departures and meal breaks.  At the end of each week, the employee should submit their actual work 
time on their timekeeping system for verification and approval. Upon receipt of each paycheck, the 
employee should verify immediately that he/she was paid correctly for all regular and overtime hours 
worked. 

Exempt Employees 

Employees who are exempt from overtime will receive a salary which is intended to compensate them 
for all hours worked.  This salary will be established at the time when the employee becomes classified 
as an exempt employee.  While the salary may be subject to review and modification form time to time, 
such as during salary review times, the salary will be a predetermined amount that will not be subject to 
deductions for variations in the quantity or quality of work performed.  However, under federal law, an 
employee's salary may be subject to certain deductions. 

Permitted Deductions 

• Full day absences for personal reasons, such as vacation or personal days 
• Full day absences for sickness or disability which may be charged to accrued sick time 
• Full day disciplinary suspensions for major violations or significant infractions of important 

written workplace conduct rules 
• Full or partial Family and Medical Leave absences 
• To offset amounts received as payment for jury and witness fees or military pay 
• The first and last week of employment in the event an employee works less than a full week 
• Any full workweek in which an employee does not perform any work 
• The employee's portion of health, dental, life insurance or any other approved employee 

benefits. 
• Social security, state, federal and local taxes. 
• Pension plan or contributions to a voluntary retirement plan. 



All Employees:  Review your paycheck 

Hood County takes appropriate measures to ensure our employees are paid correctly.  Occasionally, 
however, inadvertent mistakes can happen.  When a mistake does happen and is called to our attention, 
we will promptly make a correction.  Please review your paycheck and paycheck stub on the Employee 
Self Serve System to make sure all pay and deductions are correct.  If you believe a mistake has occurred 
or if you have any questions, please use the reporting procedure outlined below. 

To Report Violations of the Policy, Communicate Concerns or Obtain More Information 

It is a violation of Hood County policy for any employee to falsify a time record, or to alter another 
employee's time record.  It is also a violation of policy for any employee or manager to instruct another 
employee to incorrectly or falsely report hours worked or alter another employee's time record to under 
or over-report hours worked.  If any supervisor or employee instructs another employee to (1) 
incorrectly or falsely under or over-report hours worked, (2) alter another employee's time records to 
inaccurately or falsely report that employee's hours worked, or (3) conceal any falsification of time 
records or to violate this policy, do not do so.  Instead report it to the Human Resources Office 
immediately. 

Non-Exempt Employees should not work any hours outside of their scheduled work day unless the 
supervisor has authorized the unscheduled work in advance.  Non-exempt employees should not start 
work early, finish work late, work during a meal break or perform any other overtime work unless 
authorized to do so in advance and that time is accurately reported in the timekeeping system.  
Employees are prohibited from doing any "off-the-clock".  "Off-the-clock" work means work performed 
but not reported.  Any employee who fails to report or inaccurately reports any hours worked will be 
subject to disciplinary action, up to and including discharge. 

Exempt Employees who believe that an improper deduction has been made to their salary should 
immediately report this information to their direct supervisor and notify the Human Resources Office.  
Reports of improper deductions will be promptly investigated.  If it is determined that an incorrect 
deduction has occurred, the employee will be promptly reimbursed for any improper deduction.  If a 
violation of policy has occurred, the matter will be fully investigated corrective action will be taken, up 
to and including discharge. 

If you have questions, concerns or would like to obtain more information on this policy, inquiries can be 
nailed to the Human Resources Office at the address shown below: 

Human Resources Office 
1410 West Pearl 

Granbury Texas 76048 
 

 In addition, Hood County will not tolerate any form of retaliation against individuals who report alleged 
violations of this policy or who cooperate in Hood County's investigation of such reports.  Retaliation 
against employees is unacceptable and will result in disciplinary action, up to and including termination. 

 

Approved in Commissioners’ Court October 25, 2016 



 
 

 
 

FAMILY & MEDICAL LEAVE GUIDELINES 
 
 
Eligibility 
 
To be eligible for benefits under this policy, an employee must:   

1) have worked for Hood County at least 12 months (it is not required that these 12 months be 
consecutive; however a continuous break in service of 7 years or more will not be counted 
toward the 12 months); and 
 2) have worked at least 1250 hours during the previous 12 months. 
 
Duration 
 
Eligible employees will receive up to 12 weeks leave per 12 month period. The County will 
measure the 12 month period as a rolling 12 month period measured backward from the date an 
employee uses any leave under this policy.  All leave taken under this policy during the prior 12 
month period shall be subtracted from the employee’s 12 week leave eligibility and the balance 
is the leave the employee is entitled to take at that time. 

Qualifying Reasons for Family &. Medical Leave 
 
Family or medical leave under this policy may be taken for the following situations:   

• the birth of a child and in order to care for that child 
• the placement of a child in the employee’s home for adoption or foster care 
• to care for a spouse, child (under the age of 18 or if over 18 incapable of self-care due 

to a disability), or parent with a serious health condition   
• the serious health condition of the employee that make the employee unable to 

perform the essential functions of their job 
• a qualifying exigency arising out of the fact that an employee’s spouse, child or parent 

is a covered military member of the Armed Forces (Regular, Reserve or National 
Guard), deployed to a foreign country or has been notified of an impending call or 
order to active duty in a foreign country 

• to care for a covered service member  (Regular, Reserve or National Guard) with a 
serious injury or illness if the employee is the spouse, child, parent or next of kin 
(nearest blood relative) of the service member 

• to care for a covered veteran who is undergoing medical treatment, recuperation or 
therapy, for a serious injury or illness and who was a member of the Armed Forces 
(Regular, Reserve or National Guard) at any time during the period of 5 years preceding 
the date on which the veteran began that medical treatment, recuperation or therapy  

 
Serious health condition of the employee shall be defined as a health condition that requires 
overnight inpatient care at a hospital, hospice, or residential care medical facility or continuing 
treatment by a health care provider. 

Serious health condition of a spouse, child, or parent shall be defined as a condition which 
requires overnight inpatient care at a hospital, hospice, or residential care medical facility, or a 
condition which requires continuing care by a licensed health care provider.   

A serious health condition involving continuing treatment by a health care provider includes any 
one or more of the following:  

• a period of incapacity of more than three consecutive, full calendar days, and any 
subsequent treatment or period of incapacity relating to the same condition, that also 



involves:  a) treatment two or more times within 30 days of incapacity, or b) treatment 
by a health care provider on at least one occasion which results in a regimen of 
continuing treatment by a health care provider. This treatment must occur within the 
first seven days of incapacity 

• any period of incapacity due to pregnancy or pre-natal care 
• any period of incapacity or treatment due to a chronic serious health condition that 

requires periodic visits to a health care provider and continues over an extended 
period of time 

• any period of incapacity which is permanent or long term due to a condition that 
treatment is not effective 

• any period of incapacity or absence to receive multiple treatments by a health care 
provider 
 

Eligible employees may take FMLA leave when an employee’s covered military member 
(spouse, child of any age or parent) is on active duty or called to active duty status in a foreign 
country.  The following qualify as exigency leave:  

• leave may be taken to address any issue that arises because the covered military 
member was given seven or less days notice for active duty deployment in support of a 
contingency operation.   Eligible employee may take up to 7 days beginning on the date 
the covered military member receives the call or order to active duty 

• leave may be taken to attend any official ceremony, program or event sponsored by 
the military that is related to the active duty or call to active duty status in a foreign 
country of a covered military member 

• leave may be taken to attend family support or assistance programs and informational 
briefings sponsored or promoted by the military, military service organizations or the 
American Red Cross that are related to active duty or call to active duty status in a 
foreign country of a covered military member 

• leave may be taken to arrange for alternative childcare, provide childcare on an urgent 
basis (not as routine), to attend school or daycare meetings, to enroll or transfer 
covered children under age 19 when it is necessitated by the active duty or call to 
active duty status of a covered  military member 

• leave may be taken to make or update financial or legal arrangements to address the 
covered members absence while on active duty or call to active duty status in a foreign 
country 

• leave may be taken to act as the covered military member’s representative before a 
governmental agency for obtaining, arranging or appealing military service benefits 
while the covered military member is on active duty or call to active duty status in a 
foreign country and for a period of 90 days following the termination of the covered 
member’s active duty status 

• leave may be taken to attend counseling provided by someone other than a health care 
provider for oneself, for the covered military member or covered child  provided the 
need for counseling arises from the active duty status or call to active duty status in a 
foreign country of a covered military member 

• leave make be taken to spend time with a covered military member who is on a short-
term, temporary, rest and recuperation leave during leave during the period of 
deployment.  Eligible employees make take up to fifteen (15) days of leave for each 
instance of rest and recuperation 

• leave may be taken to attend post-deployment activities for the covered military 
member for a period of 90 days following the termination of the covered member’s 
active duty status  

• leave may be taken to address issues that arise from the death of a covered military 
member while on active duty status in a foreign country 

• certain activities related to the care of the military member’s parent who is incapable 
of self-care where those activities arise from the military member’s covered active duty  

• leave may be taken to address any other additional events that may arise out of the 
covered military member’s active duty or call to active duty status in a foreign country 



provided the County agrees the leave shall qualify as an exigency and agree to both the 
timing and the duration of such leave 

 
If a husband and wife both work for the County the maximum combined leave they shall be 
allowed to take in any 12 month period for the birth or placement of a child, or care for a parent 
with a serious health condition is 12 weeks.  The combined limit is 26 weeks in a single 
12-month period if leave is to care for a covered service member or covered veteran with a 
serious injury or illness.   
 
An eligible employee is entitled up to 26 workweeks of leave to care for a covered service 
member or covered veteran with a serious injury or illness during a single 12-month period:  

• the single 12 month period begins on the first day the eligible employees takes FMLA 
to care for covered service member or covered veteran and ends 12 months after that 
date 

• if an eligible employee does not take all of their 26  workweeks during this 12 month 
period, the remaining part of the 26 workweeks of leave entitlement to care for the 
covered service member or covered veteran is forfeited 

• this leave entitlement is applied on a per-injury basis such that an eligible employee 
may be entitled to take more than one period of 26 workweeks of leave if the leave is 
to care for different covered service members or covered veterans or to care for the 
same covered service member or covered veteran with a subsequent serious illness or 
injury, except that no more than 26 workweeks may be taken within any single 12 
month period. 

• If an employee has accrued leave, the employee shall be required to use the following 
paid leave as detailed below:  compensatory time, vacation, holiday and sick. The 
remainder of the leave shall be unpaid. 

An employee taking leave because of their own serious health condition, or the serious health 
condition of an eligible family member shall be required to first use all earned compensatory 
time, then sick leave, vacation, and any other paid leave, with the remainder of the 12 week 
leave period being unpaid leave. 

An employee taking leave for the birth of a child shall be required to use paid sick leave first, 
then earned compensatory time, vacation and holiday leave for the recovery period after the 
birth of the child and prior to being on unpaid leave. 

After the recovery period from giving birth to a child, the employee shall be required to first use 
all earned compensatory time, then vacation and other available paid leave, except for sick 
leave with the remainder of the 12 week leave period being unpaid leave. 

An employee who is taking leave for the placement of a child in the employee’s home for 
adoption or foster care shall be required to use first earned compensatory time, then vacation, 
then vacation and other available paid leave, except for sick leave, with the remainder of the 12 
week leave period being unpaid leave. 

An employee taking leave for a qualifying exigency for a covered military member shall be 
required to use first earned compensatory time, then vacation and other available paid leave, 
except for sick leave, with the remainder of the 12 week leave period being unpaid leave. 

An employee taking leave for the care of a covered service member or covered veteran shall be 
required to first use all earned compensatory time, then sick leave, vacation, and any other paid 
leave, with the remainder of the 26 week leave period being unpaid leave. 

The maximum amount of paid and unpaid leave that may be used under this policy in any 12 
month period is 12 weeks, except for qualifying leave to care for a covered military member with 
a serious injury or illness with the maximum leave being 26 weeks in a single 12 month period.   

While on leave under this policy, the County shall continue to pay the employee’s medical plan 
premium at the same rate as if the employee had been actively at work.  The employee shall be 
required to pay for dependent coverage, and for any other coverage for which the employee 



would normally pay, or the coverage will be discontinued.  Payment for coverage shall be made 
through regular payroll deduction while the employee is on leave paid leave.  While on unpaid 
leave, the employee shall be required to pay for premiums due to the County no later than 30 
days after the due date which the County sets or the coverage shall be discontinued. 

At the end of the 12 weeks leave all eligible employees will be offered COBRA if they are unable 
to return to work, except for the care of an injured covered military member where the eligible 
employee will be offered COBRA at the end of 26 weeks in a single 12 month  period. 

Intermittent leave under this policy shall be allowed only where it is necessary for the care and 
treatment of the serious health condition of the employee, the employee’s eligible family member 
or the care of a covered military member or covered veteran. 

A reduced schedule under this policy shall be allowed only where it is necessary for the care and 
treatment of the serious health condition of the employee, the employee’s eligible family 
member, or the care of a covered military member or covered veteran. 

All work time missed as the result of intermittent leave or a reduced work schedule under this 
policy shall be deducted from the employee’s 12 week leave eligibility.  If the time missed is for 
the care of a covered military member or covered veteran with a serious injury or illness the time 
will be deducted from the employee’s 26 week leave eligibility in a single 12 month period. 

The County shall have the right to ask for certification of the serious health condition of the 
employee or the employee’s eligible dependent when the employee requests or is using leave 
under this policy. 

The employee must respond to the request within 15 days of the request or provide a 
reasonable explanation for the delay.  If an employee does not respond, leave may be denied. 

Certification of the serious health condition of the employee shall include: 

• the date the condition began 
• its expected duration 
• the diagnosis of the condition 
• a brief statement of the treatment 
• a statement that the employee is unable to perform work of any kind or a statement 

that the employee is unable to perform the essential functions of the employee’s job 
 
Certification of the serious health condition of an eligible family member shall include: 

• the date the condition began 
• its expected duration 
• the diagnosis of the condition 
• a brief statement of treatment 
• a statement that the patient requires assistance and that the employee’s presence 

would be beneficial or desirable 
 
Certification for leave taken because of a qualifying exigency shall include:  

• a copy of the covered military member’s active duty orders or other documentation 
issued by the military which indicates that the covered military member is on active 
duty or called to active duty status in a foreign country 

• the dates of the covered military members active duty service 
• a statement or description, signed by the employee, of appropriate facts regarding the 

qualifying exigency, sufficient to support the need for leave 
• the approximate date on which the qualifying exigency will start and end 
• if the request is for an intermittent leave or reduced schedule basis, an estimate of the 

frequency and duration of the qualifying exigency 
• if the qualifying exigency involves meeting with a third party, appropriate contact 

information such as: name, title, organization, address, telephone number, fax number 



and e-mail address and a brief description of the purpose of the meeting                      
             Certification for leave taken for a serious injury or illness of a covered military member or        
covered veteran shall include:  

• if the injury or illness was incurred in the line of duty while on active duty 
• the approximate date on which the illness or injury occurred and the probably duration 
• a description of the medical facts regarding the covered military members or covered 

veterans health condition, sufficient to support the need for care 
• if the covered military member is a current member of the Regular Armed Forces, the 

National Guard or Reserves and the covered military member’s branch, rank and unit 
currently assigned to 

• the relationship of the employee and the covered military service member or covered 
veteran 

• in lieu of certification, an ITO(invitational travel orders) or an ITA(invitational travel 
authorizations) issued is sufficient certification for a eligible employee to be allowed to 
take FMLA to care for a covered military member. The employee may be required to 
provide confirmation of the family or next of kin relationship to the seriously injured or 
ill covered military member or covered veteran. 
 

Intermittent or Reduced Schedule 
 
If the employee plans to take intermittent leave or work a reduced schedule, the certification 
shall also include dates and the duration of treatment and a statement of medical necessity for 
taking intermittent leave or working a reduced schedule.  Certification for intermittent or reduced 
schedule leave may be requested every 6 months in connection with an eligible absence. 

The County shall have the right to ask for a second opinion from a physician of the County’s 
choice, at the expense of the County, if the County has reason to doubt the certification, except 
FMLA to care for a seriously injured or ill covered service member supported by an ITO or ITA. 

If there is a conflict between the first and second certifications, the County shall have the right to 
require a third certification, at the expense of the County, from an health care practitioner agreed 
upon by both the employee and the County, and this third opinion shall be considered final. 

Except where leave is unforeseeable, an employee shall be required to submit, in writing, a 
request for leave under this policy to his or her immediate supervisor. 

Request for Leave 
 
Where practicable, an employee should give his or her immediate supervisor at least 30 days 
notice before beginning leave under this policy.  Where it is not reasonably practicable to give 30 
day notice before beginning leave, the employee shall be required to give as much notice as is 
reasonably practicable.  If an employee fails to provide 30 days notice for foreseeable leave, the 
leave request may be denied until at least 30 days from the date the County receives notice. It is 
the supervisors responsibility to notify the Human Resource Office when an employee misses 3 
days of work, regardless of whether or not they are consecutive, for a potentially FMLA 
qualifying reason. 

The County may send out to an employee who has been out for 3 or more days a Medical 
Certification to determine the employees FMLA eligibility.  The employee should have their 
physician complete and return the certification within 15 days of receipt to be eligible for FMLA.  
Failure to return the medical certification may result in denial of FMLA.  Employees will be 
required to provide a Fitness-for-Duty certification prior to returning to work.   

Returning from Leave 

Employees returning from leave under this policy, and who have not exceeded the 12 week 
maximum allowed under this policy, shall be returned to the same job or a job equivalent to that 
the employee held prior to going on leave.  Employees who have not exceeded the 26 week 
maximum, in a single 12 month period, allowed to care for a seriously ill or injured covered 



military member, shall be returned to the same job or a job equivalent to the job they help prior 
to going on leave. 

Where an employee is placed in another position, it will be one which has equivalent status, pay, 
benefits, and other employment terms and one which entails substantially equivalent skill, effort, 
responsibility, and authority. 

The County shall have no obligation to reinstate an employee who takes leave under this policy 
and who is unable to return to work after using the maximum weeks of leave allowed under this 
policy, or who elects not to return to work after using the maximum leave; this includes 
employees who may still have sick leave or vacation leave still available.   

Except in situations where the employee is unable to return to work because of the serious 
medical condition of the employee or an eligible family member, or other situations beyond the 
control of the employee, an employee who does not return to work after using the maximum 
leave allowed under this policy shall be required to reimburse the County for all medical 
premiums paid by the County while the employee was on leave without pay. 

While on leave without pay under this policy, an employee shall not earn vacation, sick leave, be 
eligible for holidays, or earn other benefits afforded to employees actively at work, except for 
those stated in this policy. 

Employees who are out on approved FMLA may not take trips outside of the county unless the 
travel is related to the employees own serious health condition, the serious health condition of 
the child, spouse or parent of the employee or to attend qualifying military events.  Employees 
may ask for permission from their immediate supervisor to take other trips outside of the county 
and supervisors may grant employee requests at their discretion.   

Any area or issue regarding family and medical leave which is not addressed in this policy shall 
be subject to the basic requirements of the Federal Family and Medical Leave Act (FMLA) and 
the regulations issued to implement it. 

 

 

 

Approved in Commissioners’ Court on 2/9/2016 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 











 
 
 
 

 
 

Hood County Commissioners' Court 
Policies and Procedures 

 
Harassment Policy/Zero Tolerance 

 
 

PURPOSE 
 
Hood County is committed to a workplace free of harassment. This policy affects all County Personnel 
including full-time, part-time, reserves, interns, and volunteers. Harassment includes unlawful, 
unwelcome words, profiling and/or targeting, acts or displays based on sex, race, color, religion, national 
origin, age, genetic information, pregnancy, disability, family or military leave status or veteran’s status. 
Such conduct becomes harassment when (1) the submission to the conduct is made a condition of 
employment; (2) the submission to, or rejection of, the conduct is used as the basis for an employment 
decision; or (3) the conduct creates an offensive, intimidating or hostile environment or interferes with 
work performance. 

 
Harassment is strictly prohibited by Hood County whether committed by an elected official, 
appointed official, department head, co-worker or non-employee with whom the County does 
business. Employees engaging in harassment shall be subject to discipline, up to and including 
termination of employment. 
 
Employees who feel they have been harassed should immediately report the situation to the 
elected or appointed official who is responsible for the department in which they work. If, for 
any reason, the employee feels that reporting the harassment to the department head may not 
be the best course of action, the report should be made to the Human Resource Office. 
 
Every reported complaint will be investigated promptly and thoroughly. The official or 
department head to which a claim has been reported shall be responsible for seeing that 
prompt action is taken to investigate the claim. 
 
Once the investigation is complete, the employee making the claim shall be notified of the 
result of the investigation and any actions which are to be taken. 
 
Retaliation against an employee who reports harassment or who cooperates in the 
investigation is prohibited by law as well as this policy. Employees who feel they have been 
subjected to illegal retaliation should immediately report the situation to the elected or 
appointed official who is responsible for the department in which they work. If, for any reason, 
the employee feels that reporting the retaliation to the department head may not be the best 
course of action, the report should be made to the Human Resource Office.  
 
Remedial action will be taken in accordance with the circumstance when the county determines 
unlawful harassment or retaliation has occurred, up to and including termination. 

 
 
 
 
 

Approved in Commissioners’ Court July 26, 2016 





























 
 
 
 

 
 

Hood County Commissioners' Court 
Policies and Procedures 

 
Lactation/Breastfeeding Policy 

 
 
 

Section 7 of the Fair Labor Standards Act of 1938 and the Patient Protection and Affordable Act amended the Fair labor 
Standards Act to require reasonable breaks for nursing mother to express breast milk during the first year following 
the birth of a child. Hood County supports the practice of expressing breast milk. 

 
Hood County will provide reasonable breaks for nursing mothers to express breast milk. The mother will be given a 
private location, other than a bathroom. The location will be shielded from view and free from intrusion and 
appropriate for expressing breast milk. The specific location will be determined on a case by case basis determined 
by the department head. 

 
Hood County does not allow any retaliation against nursing mothers for asking for this break. Nursing mothers are 
entitled to this break for the duration of the time they are expressing breast milk. A reasonable accommodation will 
be given for the needs of employees who express breast milk. Employees of the county who need to express breast 
milk may not be discriminated against. 

 
The Fair Labor Standards Act does not require any breaks other than for nursing mothers; however, if paid breaks 
are provided for employees, nursing mothers must be given the same amount of paid break time. 

 
 
 
 
 

Approved in Commissioners' Court on 5/10/2016 





















 

 

Hood County Commissioners' Court 
Policies and Procedures 

 
Non-Exempt Status Employees 

Introduction 

All positions at Hood County are governed by the Fair Labor Standards Act (FLSA).  The FLSA is a 
federal law that mandates when overtime pay is required.  Specifically, it requires that employees who 
work in positions not exempt (non-exempt) from the FLSA be paid time and one-half for time worked in 
excess of 40 hours in one work week.  FLSA has set a minimum weekly rate for exempt employees.  
Consequently, all employees earning less than the minimum are automatically not exempt from overtime 
(non-exempt).  The FLSA regulations allow for governmental units to grant compensatory time in lieu of 
paying time and one-half/overtime. 

Policy Statement 

It is the policy of Hood County to be in compliance with the Fair Labor Standards Act and to ensure that 
employees in exempt and non-exempt positions are classified and paid appropriately.  The Human 
Resources Department is responsible for determining the classification of positions as exempt or non-
exempt based on FLSA criteria.  The Human Resources and Treasurer's offices are responsible for 
ensuring that all employees are paid in accordance with federal laws. 

Non-exempt employee 

An employee is considered non-exempt if he or she: 

• Earns less than the FLSA statutory monetary amount 
• Does not meet any of the FLSA job duties requirements  

Pay for Employees in Non-Exempt Positions 

Hourly employees must be paid on set dates for hours worked within the corresponding pay period.  
Hours may not be banked or payment for wages delayed for hourly employees. 

Overtime/Compensatory Pay for Employees in Non-Exempt Positions 

According to the FLSA, all non- exempt staff who work in excess of 40 hours in a work week are eligible 
for overtime pay/compensatory time. 

Hours worked shall include all time actually spent in service of the County as defined in the FLSA and its 
regulations.  The workday for the county shall begin at 12:01 a.m. and end 24 consecutive hours later. 

Hood County's workweek for calculating overtime/compensatory time is Monday through Sunday. 

 

 



Responsibilities 

 
• Non-Exempt employee: 

1. Responsible for submitting accurate time via the biometric time clocks. 
2. Responsible for submitting a complaint in writing to the Human Resources Department if 

he or she believes pay is incorrect.  The complaint should include the dates and  
circumstances of the pay deduction. 

• Supervisor: 
1. Responsible for ensuring all non-exempt employees are paid in accordance with state 

and federal laws. 
2. Responsible for reviewing and approving non-exempt employee's time prior to 

submission to the Treasurer's Office. 
3. Responsible for entering time on behalf of a non-exempt employee who is not able to 

submit time due to illness, vacation or if employee has been terminated. 
 

• Treasurer's Office 
1. Responsible for administering a comprehensive FLSA Compliance Program. 
2. Responsible for ensuring that all employees are paid in accordance with federal laws. 
3. Receives requests for payroll adjustments, processes adjustments and communicates 

with employees and departments regarding FLSA compliance. 
 

• Human Resources Office 
1. Responsible for administering a comprehensive FLSA Compliance Program. 
2. Responsible for ensuring that all employees are paid in accordance with federal laws. 
3. Responsible for reviewing positions to determine whether positions are exempt or non-

exempt from the overtime provisions of the FLSA. 
4. Responsible for reviewing all employee pay complaints 

 

 

Approved in Commissioners’ Court October 25, 2016 

 



































 

 
 

Hood County Commissioners' Court 
Policies and Procedures 

 
Sexual Harassment Policy/Zero Tolerance 

 
 

PURPOSE 
 
Hood County is committed by principle and by law to assuring that sexual harassment does not 
occur in the workplace. Sexual harassment causes interpersonal conflict, lowers employee 
morale, and creates an offensive work environment.  The purpose of this policy is to define 
sexual harassment, establish employee/county responsibilities, and provide general guidelines 
to ensure a professional, nondiscriminatory work environment. 
 

DEFINITION 
 
Employees engaging in sexual harassment shall be subject to discipline, up to and including 
termination of employment.  The Equal Employment Opportunity Commission (EEOC), which 
administers Title VII of the Civil Rights Act of 1964, has defined sexual harassment to include, 
but not be limited to, unwanted sexual advances, requests for sexual favors, and other verbal, 
non-verbal or physical conduct of a sexual nature, which includes slurs, jokes, statements, 
gestures, touching, pictures, emails or cartoons where: 
 

1. the submission to such conduct is either an expressed or implied condition of 
employment; or. 

 
2. the submission to or rejection of such conduct is used as a basis for an employment 

decision affecting the harassed person; or 
 

3. the conduct has the purpose or effect of substantially interfering with an affected 
person’s work performance or creating an intimidating, hostile, or offensive work 
environment. 

 
GENERAL 

 
Sexual harassment is strictly prohibited by Hood County, whether committed by elected official, 
appointed official, department head, co-worker or non-employee the county does business 
with. It is the policy of Hood County to provide a work place free from sexual harassment for all 
employees and to take active steps to eliminate any sexual harassment of which the County 
becomes aware. 
 
All employees should be made aware of the sexual harassment policy and encouraged to 
directly inform the harasser that the conduct is unwelcome and must stop, or alternatively, to 
report conduct which they perceive  as  sexual  harassment  as  quickly as  possible, either to   
their supervisor,  including elected/appointed officials and department heads, or to the Human 
Resource Office. These reports will be kept as confidential as possible, and will be shared only 
on a need-to-know basis. 
 

 
 
 
 
 
 



POLICY 
 
Every reported complaint will be investigated promptly and thoroughly.  The official or 
department head to which a claim has been reported shall be responsible for seeing that 
prompt action is taken to investigate the claim. 
 
Once the investigation is complete, the employee making the claim shall be notified of the 
result of the investigation and any actions which are to be taken. 
 
Use the following procedures so that your complaint maybe resolved quickly and fairly. 
 
a.   When practical, confront the harasser and ask them to stop the unwanted    
      behavior. 
b.   Record the time, place and specifics of each incident, including any  
      witnesses. 
c.   Report continuing sexual harassment to the Elected Official or Appointed  
      Official who is responsible for your department or to the Human Resource Office. 
d.   If a thorough investigation reveals that unlawful sexual harassment has  
      occurred, Hood County will take effective remedial action in accordance with  
      the circumstances, up to and including termination. 
 
Retaliation against an employee who reports sexual harassment or who cooperates as a witness 
in the investigation is prohibited by law as well as this policy.   
 
Employees who feel they have been subjected to illegal retaliation should immediately report 
the situation to the elected or appointed official who is responsible for the department in which 
they work.  If, for any reason, the employee feels that reporting the retaliation to the 
department head may not be the best course of action, the report should be made to the 
Human Resource Office. 
 
Reporting or failing to report claims in accordance with the procedure given in this policy shall 
not limit other legal recourse an employee may have in regard to sexual harassment charges. 
 
 

Approved in Commissioners’ Court July 26, 2016 



 
 

 
 

Hood County Commissioners' Court 
Policies and Procedures 

 
Sick leave Policy 

 

 
 
 

All full-time, regular employees accrue sick leave from the date of hire, at a rate of 3.70 hours per pay 
period, which is equivalent to 12-days per year. Sick leave may be used for an employee's personal 
illness, well-care and medical and dental appointments.   Sick leave may also be used for illness and  
well-care in an employee's immediate family (such as spouse, children, mother, father).   

 
Sick leave may be accrued to a maximum of 480 hours. Sick leave may not be used prior to accrual.  If 
sick leave is exhausted, holiday time, vacation leave, and compensatory time may be used in its place.  
An employee who has sick leave absence in excess of three consecutive working days must present 
medical documentation for the absence. Employees are not paid for unused sick leave upon  
separation of employment. 

 
If the employee is absent unexpectedly due to personal or a family member's illness, he/she should notify 
his/her supervisor or the Director of Human Resources as soon as reasonably possible. 

 
Employees must use sick leave for its intended purpose. Supervisors will monitor employee use of sick 
leave for indications of abuse. Supervisors have the right to request medical documentation for any 
absence if abuse of sick leave is suspected. Abuse of paid sick leave may result in disciplinary action up 
to and including termination of employment. 

 
 
 
 
 
 

APPROVED IN COMMISSIONERS' COURT ON 1/26/2016 
 



 
 

Hood County Commissioners' Court 
Policies and Procedures 

 
Hood County Step Plan 

 
PURPOSE: 

 
           To establish policy and procedure governing the Hood County Employee Compensation Plan. 
 

DEPARTMENTS/PERSONS AFFECTED: 
 
          This policy affects all employees of Hood County excluding elected and appointed officials. 
 

POLICY: 
 
              Annually, the Commissioners' Court shall approve the county budget to include the Hood     
          County Employees’ Step Plan. Employees will be compensated by step and seniority under the  
          Step Plan. 
 

1. Compensation Plan for General Employees: 

A. Salary Ranges 

Every position or grade will have a designated salary range. Each range will consist of a 
minimum and a maximum. 

 
Movements to a new range minimum are automatic, unless otherwise denied by the 
immediate supervisor. An employee with unacceptable performance will not move to the 
new range minimum until an acceptable level of performance is achieved, which is 
determined by the immediate supervisor. 

 
2.        Exempt/Non-Exempt Status: 

 
A.  Will be determined in accordance with the Department of Labor's Fair Labor 

Standards Act. (FLSA) 
 

B.  Exempt/Non-Exempt classification will have no effect on the compensation range 
within the Step Plan. 

 
3.        Compensation Plan: 

 
A.   The Hood County Employee Step Plan consists of 12 Grades and fifteen (15) pay 

steps for each grade. Each Step is for one (1) year duration and the remaining 
steps are for one (1) year duration in each step. After a new hire has 
successfully completed training and 60 days of employment, a step increase 
may be granted by the employee’s supervisor. 

 
B.   Promotions/Transfers/New Hires will, when possible and with the 

recommendation of the elected official or department head, be made from 
within our current employed staff. When these occur, if the employee will move to 
a lateral position, they may be placed in the proper step and grade. If it 
involves a promotion or a new hire, the employee may be brought in as high 
as a Step 6 in the new grade, if they have relevant experience and if funds 
are available in the departmental budget as verified by the County Auditor. 
Promotion or placement to any level above a Step 6 in the new or 
different grade may be approved by the Commissioners’ Court, if the 
Court determines that the individual being promoted or hired possesses the: 

 
( 1 ) Unique, relevant experience in the field for which they are applying; or 
( 2 ) Provides significant cost savings and/or efficiency to the County by 

promoting or placing current staff into the approved position. 



Department Heads must verify with the County Auditor that funds are available prior to promotion and 
submission to the Commissioners’ Court for approval.  For purposes of continued employment after a 
promotion, an employee will receive a performance review after a 60 day training period. Annual step 
increases will be granted on October 1. 

 
4. Advancement Tied to Performance 

 
A. An employee may advance to the next higher step upon the Department Heads recommendation. An 

employee whose performance is below-standard will not progress to the next higher step in the pay 
level or market adjusted rate. Denial of a step increase requires written documentation stating the 
reason (s) for denial. The document denying the step increase must be signed by the supervisor 
and employee. Continued below-standard performance will result in corrective action and/or termination of 
employment. 

 
B.    Effect of Market Adjustment. The step plan will be reviewed and analyzed periodically by the H. R. Director 

for possible market adjustments. The H.R. Director will recommend any changes of the Step Plan to the 
Commissioners’ Court for their approval. If there is a market adjustment based on market analysis, each 
step will be adjusted accordingly on October 1. An employee with unacceptable performance will not 
be moved to the next step or receive any new market adjusted rate, until acceptable performance is 
achieved, and the supervisor has provided written documentation that the employee’s 
performance is acceptable. 

 
C .   Effect of Achieving the Highest Step. Once an employee reaches the highest step associated with 

the pay level of his/her plan, salary increases for those employees will be determined by the 
Commissioners’ Court, if funding is available. 

 
5. Working Out of Classification: 

 
A .   It is the policy of the Commissioners' Court that no employee shall be worked outside his/her 

official classification except for temporary assignments for periods of less than 30 
consecutive workdays, not to exceed a total of 60 workdays in a 12-month period. 

 
B.   This policy does not apply to temporary promotions. 

 
 

6.  Step Increases 
 

Employee step increases will occur October 1, with the Commissioners’ 
Court approval of the Fiscal Budget. 

 
 
 
 
 

THIS POLICY SUPERSEDES PRIOR POLICIES CONCERNING JOB AND SALARY 
CLASSIFICATIONS. 

 
 
 
 
 

Approved In Commissioners' Court on 09/13/2016 

































 

 
 

Hood County Commissioners' Court 
Policies and Procedures 

 
Vacation Policy 

 
 
Eligibility: 
You will receive vacation with pay if you are an active, full-time employee at the county.  Full-time shall be defined 
as employees regularly scheduled to work 32 or more hours per week. 

 
Part-time employees are not eligible for the vacation benefit. Part-time employees shall be defined as employees 
working less than 32 hours per week.  

 
Accrual of vacation shall begin at the time an employee begins work in a position eligible to accrue vacation, but an 
employee must work for a minimum of 60 days in such a position before being eligible to take any vacation. Any 
request to use vacation in the first 60 days of employment will require the approval of the immediate supervisor and 
the Director of Human Resources. Employees shall only be able to use vacation which has already been accrued 
and shall not be allowed to borrow vacation against possible future accruals.  
 
New employees and all other employees in a position eligible to receive vacation shall accrue vacation from the 
start date to 4 years of service at the rate of 3.08 hours per pay period, which is equivalent to 10 days/80 hours per 
year. 

 
Employees entering year 5 of service in a position eligible to receive vacation shall accrue vacation at the rate of 
4.62 hours per pay period, which is equivalent to 15 days/120 hours per year. 

 
Employees entering year 10 of service in a position eligible to receive vacation shall accrue vacation at the rate of 
6.15 hours per pay period, which is equivalent to 20 days/160 hours per year. 
 
Employees entering year 20 of service in a position eligible to receive vacation shall accrue vacation at the rate of 
7.69 hours per pay period, which is equivalent to 25 days/200 hours per year.  
 
Upon the recommendation and verification of directly related experience and the approval of the Commissioners’ 
Court, new employees may be given credit for their previous experience and placed on the vacation accrual schedule 
commensurate with their experience, but not to exceed the 5-9 years level. 
 

VACATION ACCRUAL PER YEARS OF SERVICE/PAY PERIOD 
 

Service Days Hours Accrual 
0-4 Years 10 80 3.08 
5-9 Years 15 120 4.62 

10-19 Years 20 160 6.15 
         20+ Years                  25                 200                7.69 

 
All vacation should be taken in the year it is earned but can be carried over into a new fiscal year. When a maximum 
accumulation rate is reached, no more vacation time can be earned or accumulated until the employee uses some of 
the accumulated vacation. Vacation can be accumulated at a rate of one and half times the amount an employee 
would be eligible to take in a given year.

General: 
Vacation shall not be accrued while an employee is on leave without pay. 
 
Scheduling of vacations shall be at the discretion of the individual department head. One week of vacation will be 
equivalent to a forty-hour workweek. One day of vacation will be equivalent to an eight-hour workday. 
 
The maximum amount of unused vacation an employee shall be allowed to have at one time is 30 days/240 hours.   
When an employee reaches the maximum accrual, he/she shall not be allowed to accrue additional vacation time    
until the employee takes vacation hours to reduce the balance below the maximum allowed under this policy.  
Employees shall not be allowed to receive pay for vacation in lieu of taking time off. 
 
If a holiday falls during an employee’s vacation then the employee will not be charged for the vacation. 
The maximum payout at separation from employment for any reason will be 10 days/80 hours. If an employee      
has worked in a position which accrues vacation at the time the employee resigns, is discharged, or is terminated for    
any other reason, the employee shall receive pay for all unused vacation up to the maximum allowed under this policy.  
 
 
 
 



Any employee eligible for retirement with TCDRS in 2016, 2017, or 2018, will be subject to the following payout 
schedule. 
 
  Retirement by 12/31/2016………….160 hours 
  Retirement by 12/31/2017………….120 hours 
  Retirement by 12/31/2018…………. 80 hours 
 
All employees not eligible for TCDRS retirement will be subject to the 10 days/80 hours limit upon the effective date of 
this policy. 
 
 Additionally, employees retiring under this policy will be required to wait two (2) complete calendar years prior to being     
 eligible for rehire by Hood County. 
 
In the event of an employee’s death, the employee’s beneficiary or estate will be paid the accrued vacation according to 
the above schedule.  
 
Each department head or their approved designee shall be responsible for accurately recording all vacation time  
used on their employees’ time sheets. 
 
From time to time, the Commissioners’ Court has the option to offer a vacation buyback program to allow employees the 
option to sell back vacation days that they have been unable to use. Details of these buyback offers will be 
communicated to all employees at the appropriate time. 
 
 
 

Approved in Commissioners’ Court on 09/13/2016 
 














