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ACKNOWLEDGMENT

| have received my copy of the Tyler County Personnel Manual, which outlines my
privileges and obligations as an employee and also includes a summary of benefits |
may be eligible for. | acknowledge that the provisions of these policies are part of the
terms and conditions of my employment and | agree to abide by them. | accept
responsibility for reading and familiarizing myself with the information in this manual and
understand that it contains general personnel policies of the county. If | need
clarification on any information in this manual, | will contact my supervisor (or county
personnel representative.)

Since this information is necessarily subject to change, it is understood that any
changes will be communicated to me by my supervisor or through official notices or
bulletin boards.

| further understand that my employment is at will and subject to termination so that both
the county and its employees remain free to choose to end their relationship at any time
for any legal or no reason. | understand that this handbook is not a contract of
employment.

| also acknowledge that as a county employee, | have a personal responsibility to
provide quality service to the public, to achieve the highest degree of safety possible for
my fellow workers and for myself, to continually make suggestions for improvement and
to demonstrate a spirit of team work and cooperation.

| further understand that | will be granted compensatory time off in lieu of payment of
overtime to the extent provided by law and that the county may require me to take time
off at their discretion.

| have read these policies and understand these policies and | agree to abide by and
adhere to these policies.

PRINTED NAME OF EMPLOYEE

SIGNATURE OF EMPLOYEE

DATE SIGNED
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TYLER COUNTY POLICIES AND PROCEDURES
(An Equal Opportunity Employer)

Welcome to the family of Tyler County Employees. As an employee of Tyler County, you may
be eligible for various benefits which will be outlined later in this manual.

You will also be responsible for projecting the proper image of our County Government and its
various functions to the people of Tyler County. Always remember your reputation and degree
of proficiency and courtesy in your particular position reflects the county’s reputation and vice
versa.

In many instances, you may be the only contact a Tyler County resident has with his/her County
Government. Be proud to be an employee of the County as well as the county be proud of you
as an employee.
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The governing body of the County is the Commissioners Court which is comprised of the
County Judge and the four Commissioners.

Officials elected on a County-Wide basis are the County Judge, District Judges, District
Attorney, Sheriff, District Clerk, County Clerk, County Tax Assessor-Collector and County
Treasurer. Officials elected on a Precinct level are Commissioners, Justice of the Peace, and
Constables.

Employment opportunities with the County vary a great deal. There are positions available for
accountants, clerks, heavy equipment operators, etc. We hope you will be happy in the area of
employment you have chosen. We welcome your comments and suggestions about your
employment with the County.

The purpose of this manual is to inform you, and all employees of Tyler County, of our
procedures and policies, rules and regulations. There is no intention on the County’s part, by
the publication of this manual, to create a contract, and you should know that while Tyler County
believes in the benefits, rules and procedures contained herein, it may be necessary from time
to time when in the County’s opinion circumstances warrant, to modify or change the policies
and procedures set forth.

You have the right as an employee of Tyler County to terminate your employment at any time.
Tyler County retains the same right to terminate your employment, regardless of any other
documents, oral or written statements issued by the County of its representatives. All new
employees will be required to take a pre-employment physical and drug screen, by a county
appointed physician, at the expense of the county.

Again, we welcome you as an employee of the County to a working TEAM who is committed to
the excellence of our County.

TYLER COUNTY OFFICIALS

COMMISSIONERS’ COURT

Jacques L. Blanchette County Judge
Joe Blacksher Commissioner, Pct. 1
Stevan Sturrock Commissioner, Pct. 2
Mike Marshall Commissioner, Pct. 3
Charles | “Buck” Hudson Commissioner, Pct. 4

OFFICIALS OF THE COUNTY

Leann Monk County Treasurer
Lynnette Cruse Tax Assessor-Collector
Donece Gregory County Clerk
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Bryan Weatherford

Sheriff

Jackie Skinner

County Auditor

OFFICIALS OF THE DISTRICT COURT

Earl Stover, Il Sr.

Judge, 88™" Judicial District

Delinda Gibbs-Walker, Administrative

Judge, 1-A Judicial District

Judge

Lucas Babin Criminal District Attorney
Renee Crews District Clerk
Matt O’'Neal Adult Probation Chief
Terry Allen Juvenile Probation Chief

OFFICIALS OF THE PRECINCT

Tony Reynolds

Constable, Pct.

Trisher Ford Justice of the Peace, Pct. 1
Ken Jobe Justice of the Peace, Pct. 2
Donald Powers Justice of the Peace, Pct. 3
James Moore Justice of the Peace, Pct. 4
Ronnie Ford Constable, Pct. 1
Casey Whitworth Constable, Pct. 2

3

4

Zach Zachary

Constable, Pct.

POLICIES ADOPTION

Each of these policies and parts of policies are intended to stand independently. Therefore, if
any policy or part of a policy becomes invalid because of Federal or State law or other legal
authority, it shall not affect the validity or application of other policies or parts of policies. From
time to time, it may be necessary to make changes in these policies as a result of changes in
the county or its programs. When this occurs, all county employees shall be naotified of the
changes and the date the changes are to be effective.

The purpose of these policies is to serve the needs of both the employees and the county to the
mutual benefit of both. Any employee who has a question concerning any of Tyler County’s
personnel policies is encouraged to discuss it with his or her supervisor. Adopted by the
Commissioners’ Court of Tyler County on the 9" day of December, 2002, and effective the 10"

day of December, 2002.

Jerome Owens
C. D. Woodrome
Rusty Hughes
Joe Marshall
Jack Walston

County Judge

Commissioner, Pct. 1
Commissioner, Pct. 2
Commissioner, Pct. 3
Commissioner, Pct. 4
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REVISED 2010

Revised by Commissioners’ Court of Tyler County on this the 18™ day of June 2010, and
effective the 21 day of June 2010.

Jacques L. Blanchette County Judge

Martin Nash Commissioner, Pct. 1
Rusty Hughes Commissioner, Pct. 2
Mike Marshall Commissioner, Pct. 3
Jack Walston Commissioner, Pct. 4

REVISED 2012

Revised by Commissioners’ Court of Tyler County on this the 17™ day of August 2012, and
effective the 1% day of September 2012.

Jacques L. Blanchette County Judge

Martin Nash Commissioner, Pct. 1
Rusty Hughes Commissioner, Pct. 2
Mike Marshall Commissioner, Pct. 3
Jack Walston Commissioner, Pct. 4

REVISED 2013

Revised by Commissioners’ Court of Tyler County on this the 16™ day of August 2013, and
effective the 1% day of September 2013.

Jacques L. Blanchette County Judge

Martin Nash Commissioner, Pct. 1
Rusty Hughes Commissioner, Pct. 2
Mike Marshall Commissioner, Pct. 3
Jack Walston Commissioner, Pct. 4

REVISED 2014

Revised by Commissioners’ Court of Tyler County on this the 9™ day of June 2014, and
effective the 1% day of July 2014.

Jacques L. Blanchette County Judge

Martin Nash Commissioner, Pct. 1
Rusty Hughes Commissioner, Pct. 2
Mike Marshall Commissioner, Pct. 3
Jack Walston Commissioner, Pct. 4

7 Revised August 2022



REVISED 2017

Revised by Commissioner’s Court of Tyler County on this the 11" day of December
2017, and effective the 15t day of January 2018.

REVISED 2018

Revised by Commissioner’s Court of Tyler County on this the 28" day of August, 2018
and effective the 15t day of September 2018.

REVISED 2020

Revised by Commissioner’s Court of Tyler County on this the 5™ day of March, 2020
and effective immediately.

REVISED 2021

Revised by Commissioner’s court of Tyler County on this the 10" day of May, 2021 and
effective immediately.

Jacques L. Blanchette County Judge

Joseph Blacksher

Commissioner, Pct. 1

Stevan Sturrock

Commissioner, Pct. 2

Mike Marshall

Commissioner, Pct. 3

Charles “Buck” Hudson

Commissioner, Pct. 4

Revised by Commissioner’s Court of Tyler County on this the 13" day of September,
2021 and effective immediately

Jacques L. Blanchette

County Judge

Joseph Blacksher

Commissioner, Pct. 1

Stevan Sturrock

Commissioner, Pct. 2

Mike Marshall

Commissioner, Pct. 3

Charles “Buck” Hudson

Commissioner, Pct. 4

Revised by Commissioner’s Court of Tyler County on this the 18™ day of October, 2021

and effective immediately.

Jacques L. Blanchette

County Judge

Joseph Blacksher

Commissioner, Pct. 1

Stevan Sturrock

Commissioner, Pct. 2

Mike Marshall

Commissioner, Pct. 3

Charles “Buck” Hudson

Commissioner, Pct. 4
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THE COUNTY OF TYLER EMPLOYEE INFORMATIONAL MANUAL

The purpose of this manual is to outline and explain all policies, regulations, rules, and
benefits concerning the employees of Tyler County. These policies are subject to
change at any time by direction and approval of the Commissioners’ Court and replace
all other policies that have been previously passed and adopted.

APPROVED BY THE
TYLER COUNTY COMMISSIONERS’ COURT
December 9, 2002

Revised: December 9™, 2002 Revised:
June 18, 2011
Revised: May 13, 2011
Revised: July 15, 2011
Revised: August 12, 2011
Revised: February 17, 2012
Revised: August 17, 2012
Revised: August 16, 2013
Revised: June 9, 2014
Revised: December 11, 2017
Revised: August 28, 2018
Revised March 5, 2020
Revised March 23, 2020
Revised May 10, 2021
Revised September 13, 2021
Revised October 18, 2021
Revised/Corrected May 12, 2022
Revised August 18, 2022
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INTRODUCTION

TYLER COUNTY PERSONNEL POLICY MANUAL
TO THE

These Personnel Policies for Tyler County have been developed to provide a better
understanding of the relationship between the county and the citizens who serve the
county as employees.
This is done by:

1. Defining the rights and privileges enjoyed by county employees;

2. Stating the rules and regulations that apply to county employees;

3. Outlining the expectations, the county has of its employees;

4. Providing a system of fair and consistent treatment for all employees; and

5. Providing information and systems to increase the efficiency of the personnel
management program of the county.

Part 1

PERSONNEL POLICY

TYLER COUNTY POLICY ON APPLICABILITY
Application of policies

The personnel policies shall apply consistently and uniformly to all county employees.
Violation of policies

Any employee who knowingly and intentionally violates any personnel policy of the county shall
be subject to disciplinary measures.
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TYLER COUNTY POLICY ON INPLEMENTATION
&
ADMINISTRATION OF PERSONNEL POLICIES

Implementation
Each elected/appointed official of Tyler County shall be responsible for the
administration and implementation of these personnel policies in all departments for
which he/she has administrative, managerial or supervisory responsibility.

Deviation from Policy
There will be no deviation except by prior consent of the Commissioners’ Court.

If unigue or unusual circumstances make it necessary to deviate from any of these
personnel policies, the elected/appointed official responsible for overseeing the
department involved shall see that the following written documentation is prepared and
presented to the Commissioners’ Court:

1. Details of the action to be taken which deviates from the existing policy;

2. A statement of why the deviation would be in the best interest of the county and other
parties involved.

POLICY ON DISSEMINATION OF PERSONNEL POLICIES

Master Personnel Policy Manual
1. A master personnel policy manual, which contains the original of all personnel

policies in effect for Tyler County, shall be maintained in the County Treasurer’s
office.

2. Copies of the complete personnel policy manual shall be maintained in each
department.

Personnel Policy Coordinator
1. The County Treasurer shall serve as the County’s Personnel Policy Coordinator.

2. The duties of the Personnel Policy Coordinator shall include:

A. Maintaining the master personnel policy manual and updating the manual when a
change, addition or deletion is made in the county’s personnel policies as
adopted by the Commissioners’ Court;

B. Providing each supervisor with copies of new or changed policies and
information when policies are deleted so that the supervisor will be able to
update the department’s copy of the personnel policy manual when a change,
addition or deletion is made;

C. Coordinating recommendations for additions, deletions and changes in personnel
policies;
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D. Developing and implementing a system for notifying all county employees
whenever a change, addition or deletion is made in the county’s personnel
policies.

3. The duties of the personnel policy coordinator shall include:

A. Providing new employees with copies of the personnel manual,
B. Retaining acknowledgment forms, annually at open enroliment, signed by
employees, to be kept in the personnel files maintained by the County Treasurer.

Dissemination
1. Each supervisor shall be responsible for:

A. Informing each employee in his/her department of the personnel policy system in
the County;

B. Informing each employee of his/her responsibility for being familiar with the
policies; and

C. Taking action steps to see that each employee becomes knowledgeable of the
policies.

D. Developing and implementing a system for notifying all county employees
whenever a change, addition or deletion is made in the county’s personnel
policies.

E. Conducting an annual review of all personnel policies to determine if they are
consistent with actual practices and in compliance with all legislation relating to
the personnel function and the relationship between the employer and employee.

F. Ensuring that the acknowledgement form for the county policy manual has been
read and signed by employees and filed accordingly in their personnel file.

Access to Policy Manuals
All employees shall have the right to review the master personnel policy manual or the
copy of the personnel policy manual found in their department.
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Part 2

EMPLOYMENT AND EMPLOYEE STANDARD PRACTICES
TYLER COUNTY POLICY ON EQUAL EMPLOYMENT OPPORTUNITY
Employment At- Will

All employment with Tyler County shall be considered “at will” employment. No contract
of employment shall exist between any individual and Tyler County for any duration,
either specified or unspecified. No provision of this employee handbook shall be
construed as modifying your “at will” employment status.

Tyler County shall have the right to terminate the employment of any employee for any
legal reason, or no reason, at any time either with or without notice.

Tyler County shall also have the right to change any condition, benefit, policy, or
privilege of employment at any time, with or without notice. Employees of Tyler County
shall have the right to leave their employment with the County at any time, with or
without notice.

Equal Employment Opportunity
Tyler County is an equal opportunity employer.
Elected and appointed officials, supervisors, and employees of Tyler County is an
equal opportunity employer. The county will not discriminate on the basis of race,
color, religion, national origin, sex, sexual orientation, including lesbian, gay, bi-
sexual or transgender status, age, genetic information, pregnancy, veteran
status, disability, or any other condition or status protected by law in hiring,
promotion, demotion, raises, termination, training, discipline, use of employee
facilities or programs, or any other benefit, condition, or privilege of employment
except where required by state or federal law or where a bona fide occupational
gualification exists. If an employee needs an accommodation as a result of a
condition or status protected by law, please advise your elected official,
appointed official, department head or the county attorney.

The County will comply with Title Il of the Genetic Information Nondiscrimination Act of
2008 which protects applicants and employees from discrimination based on genetic
information in hiring, promotion, discharge, pay, fringe benefits, job training,
classification, referral, and other aspects of employment. The county will comply with
GINA’s provisions which also restrict the county’s acquisition of genetic information and
strictly limit disclosure of genetic information. Genetic information includes information
about genetic tests of applicants, employees, or their family members; the manifestation
of diseases or disorders in family members (family medical history); and requests for or
receipt of genetic services by applicants, employees, or their family members.
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Reasonable Accommodation
1. Reasonable accommodation shall be made for otherwise qualified individuals to
afford them the same opportunities for selection and all conditions and privileges of
employment as applicants and employees without disabilities.

2. Determination of reasonable accommodation shall be made through an interactive
process of consultation.

TYLER COUNTY POLICY ON EMPLOYEE STATUS

Each county position has an employee status that identifies how the position is paid and
how benefits are granted by Commissioners Court. The status of an employee cannot
be changed without the approval of the Commissioners Court.

Regular Full-Time

A full-time employee shall be any employee in a position which has a normal work
schedule of (40) Forty hours per week.

Full time employees are eligible for county benefits for which they are qualified.
Employees may be non-exempt, hourly employees or exempt employees. Non-exempt
employees are eligible for overtime compensation. Exempt employees are not eligible
for overtime compensation. Tyler County makes exempt status determination based on
the Fair Labor Standards Act.

Regular Part-time
A part time employee shall be any employee in a position which has a normal work
schedule of less than (30) thirty hours per week. Part time employees may be eligible
for certain Tyler County benefits. All regular part time employees must be placed on
TCDRS retirement regardless of the number of hours worked per week.

Temporary
A temporary employee shall be any employee who is hired into a position that is
expected to last for a specific duration or until a specific project is completed.
Temporary employees may have work schedules as assigned by their supervisor.
Temporary employees are not entitled to any county benefits.

Benefits

1. Regular full-time employees shall be eligible for benefits in accordance with the
eligibility requirements stated with each policy describing a benefit.

2. If the main source of an employee’s income is received by The State of Texas and
the employee only receives stipend from Tyler County, the employee is not eligible
for benefits.

3. Temporary employees and part-time employees shall not be eligible for any benefits
except those required by law.
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TYLER COUNTY POLICY ON NEPOTISM Hiring of Relatives and
Contract Employees

An elected or appointed official of the county shall not hire a person that falls within the
nepotism laws of the state of Texas. (See attached Charts.)

Chart 1: Affinity Kinship Chart (Relationship by Marriage)

Chart 2: Consanguinity Kinship Chart (Relationship by blood)
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GREAT
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MOTHER

TYLER COUNTY POLICY ON SAFETY

1. Each County employee shall be required to adhere to
SAFETY all general safety standards established for all
STANDARDS employees and to all additional safety standards for
their job or the department in which he/she works.

2. Failure to follow the safety standards set by the County
VIOLATIONS shall make an employee subject to disciplinary action,
up to and including termination.

3. An employee causing an accident resulting in major
injury or death because of failure to follow safety
standards may be terminated.

4. Employees seeing unsafe working conditions shall
REPORTING either take steps to correct those conditions or report
the unsafe conditions to the supervisor.

WORKPLACE VIOLENCE
Tyler County is committed to providing a workplace free of violence. Tyler County will not
tolerate or condone violence of any kind in the workplace. The county will also not

tolerate or condone any threats of violence, direct or indirect, including inappropriate or
off-color jokes. All threats will be taken seriously and will be investigated. Employees
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must refrain from any conduct or comments that might make another employee
suspicious or in fear for their safety. Employees are required to report all suspicious
conduct or comments to their immediate supervisor. Employees should be aware of their
surroundings at all times and report any suspicious behavior from the public, former
employees or current employees to their immediate supervisor or the sheriff’s
department. No employee may possess a firearm or other weapon other than an
authorized law enforcement official, with or without permits in all county offices and
buildings owned or used by Tyler County, this also includes county owned vehicles. If
employees believe that a person is violating this policy, they should immediately report to
their immediate supervisor or the sheriff's department. Employees found in violation of
this policy may be subject to discipline up to and including immediate termination.

TYLER COUNTY POLICY ON ADAAA
Americans with Disabilities Act Amendments Act (ADAAA)

It is the policy of Tyler County to prohibit any harassment of, or discriminatory treatment
of employees based on a disability or because an employee has requested a reasonable
accommaodation. If an employee feels he or she has been subject to such treatment, or
has witnessed such treatment, the situation should be reported to your elected official,
appointed official, supervisor or the county attorney. All elected officials, appointed
officials, supervisors and employees with responsibilities requiring knowledge are
instructed to treat the employee’s disability with confidentiality.

Itis Tyler County’s policy to reasonably accommodate qualified individuals with
disabilities unless the accommodation would impose an undue hardship on the county. In
accordance with the Americans with Disabilities Act, as amended (ADAAA), reasonable
accommodations may be provided to qualified individuals with disabilities when such
accommodations are necessary to enable them to perform the essential functions of their
jobs, or to enjoy the equal benefits and privileges of employment. This policy applies to all
applicants for employment, and all employees. If you require accommodation, please
contact your elected official, appointed official, supervisor or the county attorney.
Reasonable accommodation shall be determined through an interactive process of
consultation.

TYLER COUNTY POLICY ON PERSONNEL FILES
The Tyler County Human Resources Department will retain basic employee information
in an individual personnel file. This file will include all pertinent employment documents
such as resume, application, driver’s license, social security card, health insurance, as
well as, records concerning performance, discipline and compensation.

It is important that the personnel records of Tyler County be accurate at all times. To
avoid issues, compromising your benefit eligibility or having W2's returned, Tyler County
requests employees to promptly notify the appropriate personnel representative of any
change in name, home address, telephone number, marital status, number of
dependents, or of any other pertinent information.

The Public Information Act allows county employees to keep their home addresses and
telephone numbers confidential. You may keep this information private by requesting in
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writing not to allow this information to be released to the public no later than 14 days after
your first day of employment.

Retention of Applications

1. Applications of individuals applying for employment with the County shall be kept in the
County Treasurer’s office for a minimum of 6 months after the initial date of the
application.

2. When a vacancy is filled, the applications of individuals not selected shall remain in that
office to be placed in the application files for a minimum of 6 months after the initial date
of the application.

3. The applications kept in the County Treasurer’s office may be reviewed during normal
working hours by any supervisor having an opening in his/her department.

TYLER COUNTY POLICY ON PROMOTIONS
Promotions

1. It shall be the policy of the County to provide promotional opportunities for current
employees whenever reasonably possible.

2. Employees wishing to apply for a promotion into an available position shall make
application for that position in accordance with the provisions of the policy on recruitment
and selection.

3. While the county’s policy is to fill each position with the best qualified applicant,
preference shall be given to current county employees where all other qualifications are
equal.

Pay Increase
When a county employee is promoted, he/she may have his/her salary increased to the
salary for the new position.

All promotions must be handled in accordance with the budget adopted by
Commissioner’s Court.

TYLER COUNTY POLICY ON EMPLOYEE ATTENDANCE AND TIMELINESS
Attendance

Each employee shall report for work on each day he/she is scheduled to work unless
prior approval is given by the employee’s supervisor or the employee is unable to report
for work due to circumstances beyond the control of the employee.

Tardiness
1. Each employee shall be at his/her place of work in accordance with the starting time
established for his/her position unless prior approval is given by the supervisor or the
employee is unable to be at work on time for reasons beyond the control of the
employee.
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2. Each employee shall remain on the job until the normal quitting time for his/her job
unless permission to leave early is given by the employee’s supervisor.

Notification
If an employee is tardy or absent without prior approval, the employee shall be
responsible for notifying his/her supervisor as soon as is practical as to the
circumstances causing the tardiness or absence.

Excused and Unexcused
In deciding whether a tardiness or absence without prior approval is to be classified as
approved or unapproved, the supervisor shall be responsible for determining if the
employee was tardy or absent due to circumstances beyond the reasonable control of
the employee.

Excessive Absence or Tardiness

Frequent unexcused absences or tardiness shall make an employee subject to
disciplinary measures up to and including termination of employment.

Abandonment of Position

An employee who does not report to work for three (3) consecutive scheduled work days
and who fails to notify his or her supervisor, shall be considered to have resigned their
position by abandonment.

TYLER COUNTY POLICY ON OUTSIDE EMPLOYMENT AND ACTIVTIES

Outside Employment and Activities

1. An employee of the County shall not engage in any activities or other employment which
will adversely affect his/her ability to effectively carry out the duties and responsibilities
of his/her job.

2. An employee accepting other employment while still being employed by the County shall
notify his/her supervisor before beginning such work and get approval beforehand.

TYLER COUNTY POLICY ON RESPONSIBILITY FOR COUNTY PROPERTY

Assigned Property
All county employees shall be responsible for the proper use and maintenance of all
tools, equipment or vehicles assigned to them by the county. County employees shall
only use tools, equipment and other county property that they are authorized to use.

Driver’s License

1. All county employees who operate county vehicles or equipment shall have a valid state
of Texas Driver’s License necessary for that vehicle or equipment.

2. Each county employee who is required to have a driver’s license to operate county
vehicles or equipment shall immediately notify his/her supervisor of any change in the
status of that license.

3. Suspension or revocation of the driver’s license of an employee who is required to
operate a vehicle or equipment as a hormal part of his/her job may result in a job
change, demotion or dismissal.
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Personal Use
Personal use of any county property, materials, supplies, tools, equipment or vehicles
shall not be permitted and may result in discipline up to and including termination.
Improper use may subject employee to criminal prosecution.

Accident Reporting
1. Any employee operating county equipment or vehicles must report all accidents and
property damage to his/her supervisor and to the proper law enforcement or other
authority immediately.
2. The employee shall fill out a county incident form for all accidents in which involved.
3. A copy of all accident and incident reports completed by any employee of the county
shall be sent to the Supervisor, County Auditor and to the County Judge.

TYLER COUNTY POLICY ON TELEPHONE USE

County Telephones
County telephones shall be used for conducting the business of the County.

Personal Use
1. Personal use of county telephones by county employees shall be limited to situations
where it is necessary for the employee to make a personal call.
2. Excessive personal use of county telephones may make an employee subject to
disciplinary measures.

Long Distance

Long distance calls on county phones shall be made only by county employees
authorized to make long distance calls and only for official business.

Cell Phone Use
A cell phone shall not be used while operating heavy equipment or driving county
vehicles (Law Enforcement Cell Phone Use Policy is separate). Personal cell phones
shall only be used on breaks for personal business.

TYLER COUNTY POLICY ON CONFLICT OF INTEREST
Conflict of Interest

An employee of the County shall not engage in any employment, relationship, or activity
which could be viewed as a conflict of interest because of the potential or appearance of
affecting the employees job efficiency or which would reduce his/her ability to make
objective decisions regarding his/ her work and responsibility as a county employee.

Prohibited Activities
Activities which constitute a conflict of interest under this policy shall include but not be
limited to:

A. Soliciting, accepting or agreeing to accept a financial benefit, gift or favor, other
than from the county, that might reasonably tend to influence the employee’s
performance of duties for the county or that the employee knows or should know
is offered with intent to influence the employee’s performance.
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Accepting employment, compensation, gifts or favors that might reasonably tend
to induce the employee to disclose confidential information acquired in the
performance of official duties;

Accepting outside employment, compensation, gifts or favors that might
reasonably tend to impair independence of judgment in performance of duties for
the county;

Making any personal investment that might reasonably be expected to create a
substantial conflict between the employee’s private interest and duties for the
county; or

Soliciting, accepting or agreeing to accept a financial benefit from another person
in exchange for having performed duties as a county employee in favor of that
person.

Employees involved in conflict-of-interest situations shall be subject to discipline

up to and including termination and these actions may have criminal
consequences for employees.

DRESS CODE

Tyler County expects all employees to be well groomed, clean, and neat at all times.
Each department head, AO, or EO will determine the type of attire that is acceptable.
You are required to act in a professional manner at all times and extend the highest
courtesy to co-workers and to the public being served. A cheerful and positive attitude is
essential to our commitment to customer service.

TYLER COUNTY POLICY ON POLITICAL ACTIVITY

Employees of Tyler County shall have the right to support candidates of their choice and
to engage in political activity during their personal time.

Political Activity
Employees of Tyler County shall not:

A. Use their official authority or influence to interfere with or affect the result of any

B.

election or nomination for office;

Directly or indirectly coerce, attempt to coerce, command or advise another
person to pay, lend or contribute anything of value to a party, committee,
organization, agency or person for a political reason; or

Use any equipment, property, or material owned by the County for political
activity or engage in political activity while on duty for the county is prohibited.
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Part 3

BENEFITS AND LEAVE
TYLER COUNTY POLICY ON GROUP MEDICAL AND LIFE INSURANCE

Eligibility
1. All regular full-time employees of the County shall be eligible for coverage under the
group medical program provided by the county the completion of 60 days of
employment. Life Insurance will begin 6 months after the date of hire.
2. The county shall pay the premium for coverage of eligible employees.

Benefits
1. The benefits for this program shall be in accordance with the provisions of the master
contract.

2. A copy of the master contract shall be kept in the County Auditor’s office; and may be
reviewed by employees during normal working hours.

3. When an employee retires from the county at age (62) sixty--two; and has (8)
continuous (unbroken) years of service to Tyler County, Tyler County will pay 100% of
the health insurance premium until they reach the age of sixty--five (65) and four (4)
months.

4. For the employee or official who retires before the age of sixty-two (62), the employee
has twenty-four (24) years of continuous (unbroken) service with Tyler County and
meets the seventy--five (75) points rule, the County will pay eighty (80%) of the health
insurance premium and the other twenty (20%) will be paid by the Retiree. The County
will pay the full premium after they reach sixty-two (62) years of age until sixty-five (65)
and 4 months.

5. Retirees are only eligible if they meet the above guidelines and have formally separated
from the County and begin drawing an annuity.

Employees who leave the employment of Tyler County or who lose their coverage eligibility,
may be eligible for an extension of the medical plan for themselves and their eligible
dependents under the Consolidated Omnibus Budget Reconciliation Act (COBRA). This is at
the expense of the employee. The county does not pay for COBRA._If an employee is unable
to return to work following FMLA leave, if eligible, they will be offered COBRA. Information on
extension of benefits under COBRA is available in the County Tyler Auditor’s Office and may be
obtained during the normal working hours for that office. COBRA natifications will be provided
to all employees within 30 days of their hire date. All eligible employees and qualified
dependents will be provided with COBRA information following their termination.

Life Insurance
Effective August 1, 2006, Retirees will have a flat $10,000 life benefit with no age
reduction. Retirees will not be eligible for waiver of premium or AD&D coverage. This
benefit is subject to change due to budgetary constraints.

These benefits are subject to review each Budget Cycle and will be determined by
Commissioner’s Court.
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TYLER COUNTY POLICY ON LONGEVITY
A Reward for Loyalty to the County

Eligibility
All full-time employees of Tyler County shall be eligible for longevity pay.

Longevity pay is based on the number of years of unbroken service to the county.
Longevity pay is in addition to normal merit raises and other compensation that may be
provided for by this policy.

Amount
Longevity pay will be equal to $10.00 per month for each full year of unbroken
employment starting at the completion of three (3) years’ service. Longevity pay will
begin the next fiscal year following the completion of the three years; or during the
fourth year of service. Effective 1/1/2018 when an employee reaches eight (8) years of
unbroken service longevity increases to $20.00 per month. This will also begin the next
fiscal year following the eight (8) year anniversary; or during the nineth year.
Once eligible, longevity is paid annually.
Per Commissioner’s Court decision on 9/13/2021, employees who have separated from
County employment — whether it be by retirement, resignation or termination are still
entitled to their longevity pay, up until the time of separation.
Per Commissioner’s Court decision on 10/18/2021, the formula in which the longevity
benefit will be paid out upon the employees’ separation from the County will be the total
amount of longevity the employee would have received for the current year’s payout
divided by the 12 months in the year to reach the monthly amount. That amount would
then be multiplied by the number of months worked into the current year; giving the
amount of the payout.

TYLER COUNTY POLICY ON RETIREMENT BENEFITS

Texas County and District Retirement System

Tyler County shall participate in the Texas County and District Retirement System
(TCDRS).

Program Details

Details of eligibility for and benefits provided by the program shall be available for review
at the County Treasurer’s “Office” during normal work hours. Temporary employees will
not be eligible for retirement benefits.

Employee Participation
All employees must be enrolled in TCDRS. Only temporary employees (established for
a specific period of time - usually less than one year) may be excluded.

Payroll Deductions
Deductions shall be made from each employee’s paycheck for Federal Withholding,
Social Security, Medicare, and any other deductions required by law.
Employees eligible for membership in the TCDRS shall have thei