
ORDINANCE NO. 2790 

AN ORDINANCE OF THE CITY OF MESQUITE, TEXAS, - 
AMENDING THE c I n  OF MESQUITE GENERAL 
GOVERNMENT CIVIL SERVICE R U E S  AND REGULA- 
TIONS BY DELEl'LNG THE PRESENT SECTIONS 9.1,9.2 
AND 10 AND ADOPTING NEW SECTIONS 9 AND 10 
TWEREBY ESTABLISHING A CLASSIFICATION SYSTEM 
AND COMPENSATION POLICIES; PROVIDING A 
SEVERABILITY CLAUSE; AND DECLARING AN 
EMERGENCY. 

NOW, THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE 
CITY OF MESQUITE, TEXAS: 

SECTION 1. That the present Sections 9.1, 9.2 and 10 of the City of Mesquite 
General Government Civil Service Rules and Regulations are deleted and new Sections 9 
and 10 are hereby adopted to read as follows, said Rules and Regulations in all other 
respects to remain in full force and effect. 

SECTION 9. CLASSIFICATION SYSTEM 
. . . . . .  * . . 

9.1 tion Plan ..* 

The Personnel Department shall be rasponsible for the administration, 
maintenance, and revision of the City's classification and job evaluation 
program. 

1. Classification of Positions 

Individual positions (jobs) are grouped, whenever possible, to form 
classifications. Classifications are comprised of jobs which are 
substantially similar in form, Function, qualifications, training, and 
other relevant characteristics to be summarized illto one job 
classification. .... 

2. Ciassification Titles and Codes 

a. Each position shall be assigned a classification title and code. 

b. Official classification titles and codes shall be used for all 
personnel and financial records arid transactions. 
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9.2 aassifieation Plan Admtmst . . r a t b  

1. Responsibility 

a. The Personnel Department may initiate job analysis studies to 
determine that classification qualifications and salarygrades are - - 
current and appropriate. 

b. All assignment of positions t o  official classifications and salary 
grades shall be based on analysis conducted and analyzed by the 
Personnel Department. 

Classification Specifications 

a. The Personnel Department shall prepare class specifications . 
(job descriptions) based upon information gathered from 
incumbents, supervisors, and other pertinent sources. The 
operating department shall review the class specification and the 
Personnel Director shall aDorove all s~ecifications. . =  

b. Classification specifications shall outline the  knowledge, skills, 
and abilities required for the position, minimum qualifications 
for adequate performance of the positio2, identify the essential 
job functions, and other pertinent job information. The 

I 
information in the class specification is not inclusive of every 
duty performed by the employee but rather a descriptive 
representation of the position's major job functions. 

Reclassification of Existing Positions 

a. Reclassification of existing positions will only be conducted on 
an annual basis in conjunction with the annual budget review 
or as a result of an approved reorganization. 

b. Employees who consider their position to be improperly 
classified may submit a request for a job analysis study to their 
supervisor who shall submit the request to their Department 
Director. If the Department Director finds that the request has 

-merit, a written request t o  conduct a job analysis study may be 
submitted to the Personnel Director and will be  considered 
during the annual review period. 

I 
c. Requests for a job study shall docurneiit the reasons justifying 

a study, including what job duties have changed, what new I 



f. Where reclassification results in lowering the position's grade, 
the current incumbent may be provided the opportunity to 
accept reassignment to a vacant position in the  same 
department. Otherwise, the incumbent shall accept the lower 
classification with the lower classification's salaly grade. 

g. Where reclassification results in moving the position's grade 
upward, the incumbent must meet all minimum qualifications 
of the job classification. 

h. The decisions by management to modify, create, or abolish a 
position or classification is the exclusive prerogative of the City 
and is not sub jen  to appeal. 

Classification of Newly Created Positions 

a. Department Heads  are responsible for submitting B written 
request for a jab audit of newly created positions to the 
Personnel Director. The department will submit a 
comprehensive description of the projected position's 
responsibilities with the request. 

b. Once a newly created position has bcen filled, a second review 
of the position shall occur six (6) months to one (1) year after 
the incumbent's date-of-hire to ensure that the class 
specification accurately reflects the duties and responsibilities 
of the position. 

Budget Requests 

New positions, for which an existing classifiaition does not exist, may 
be submitted with a n  estimated joh grade and title. I-Iowever. the final 
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grade and job classi 
.... Department's job analysis and  evaluation. 

SECTION 10. COMPENSATION POLICIES 

10.1 Comaensation Definitions 

1. Exempt 

An employee exempt from minimum wage and overtime provisior~s of 
the Fair Labor Standards Act. Exempt employees primarily include 
those individuals occupying a bona fide executive, administrative, and 
professional position under the Fair Labor Standards Act. 

2. Nonexempt 
. . 

An employee covered by the minimum wage and overtime previsions 
of the Fair Labor Ctandards Act. Nonexempt employees include 
hourly employees (where pay is directly related to the number of hours 
worked) and some nonexempt salaried workers (clerical, supervisory, 
and paraprofessional job categories). I 

3. Workday 

A work day is any twenty four (24) hour period beginning at  12:Ol a.m. 
and ending at  1200 midnight. 

4. Workweek 

A workweek is defined as any fixed and regularly recurring period of 
seven (7) consecutive days. The workweek for all employees, other 
than commissioned Fire and Police personnel, begins as 1201 a.m. on 
Monday and ends at 12:OO midnight on the following Sunday. The  
beginning and ending of the workweek is subject to change by the City. 
The usual and customary hours worked per workweek for regular 
fulltime employees, except firefighting and emergency medical sekice 

. . ~ -..- .~ --,. 
personnel, shall be forty (40) hours. . . 

5. Work Schedule 

The work schedule for a regular full-time nonexempt employee, except 
firefighting and emergency medical service personnel assigned to shift 
duty, is forty (40) duty hours in each workweek and eight (8) hours in 
each work day. Witli the written approval of the City Manager, 

I ' 
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Department Heads may establish alternate work schedules in the i r  
departments. 

6.  Fire Department Work Period 

Firefighting and emergency medical service personnel assigned t o  shift 
duty shall work a recurring twenty-seven (37) day work period. The 
work period shall begin at  7:00 a.m. and conclude a t  7:00 a.m. twenty- 
seven days later. 

7. Alternative Work Arrangements 

Nonexempt employees performing work a t  a location other than the 
customary work place (i.e. home) or  work which exceeds their 
scheduled hours of work must have prior approval from their 
Department Head before such work occurs. The  department is 
responsible for documenting their approval of alternative work 
arrangements with nonexempt employees by fonuarding a copy of the 
agreement to the Personnel Department. Employees who violate this 
section will be subject to disciplinary action. 

8. Pay Period 

A pay period is designated for accounting purposes only and refers to 
a period of two (2) work weeks. All employees are paid biweekly with 
normal pay days occurring every other Friday. Exceptions to pay days 
may occur due to City observed holidays and  official City closures. 

9. Hours Worked 

Hours worked shall be all time an employee is "suffered or permitted 
to work" for the City in any job related capacity at any location where 
the City's business is performed and includes approved overtime. 

10. Business Hours of the City 

The hours during which City offices and departments shall be open for 
business shall be determincd by the City Manager. 

The Personnel Department shall make the determination concerning a 
position's exempt or nonexempt status. Requests to review the status of a 
position must be submitted in writing to the Personnel Director by the 
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Department Head, or  organization equivalent, of the department in which the 
position is located. 

~ . , .  ~. ... 

1 
10.3 Overtime Policy 

For all employees except firefighting and emergency medical service 
personnel, overtime is defined as time paid in excess of forty (40) hours in a 
particular workweek. Firefighting and emergency medical sen ice  personnel 
assigned to a twenty-seven (27) day work period shall be paid o n  an overtime 
basis for time worked in excess of 204 hours within the work period. The  
one-half time provisions permitted under the FLSA shall apply. Overtime 
shall be considered as authorized when submitted in compliance with this 
chapter and applicable departmental regulations. 

10.4 Authorization of Overtime 
. . 

When practical, in the judgement of the Department Head, employee work 
schedules should b e  adjuited to avoid payment of overtime. Nonexempt 
employees must receive prior written approval, from the department's 
designated official, prior to working overtime. Posted schedules or written 
departmental policy governing authorization of overtime shall b e  considered 
prior written approval. Working unauthorized overtime by nonexempt 
employees shall be  considered grounds for disciplinary action. 

I 
10.5 Qvertime anandXomaensstorv Time 

1. When Paid 

a. C . '  Comp time may be granted, 
.:,: *i..sl 

+.{$#..\ .- ..v 
to  nonexempt employees, for all paid hours over forty (40) in 
a workweek. Averaging of hours worked over two ( 2 )  
workweeks is not acceptable and violates the Fair Labor 
Standards Act. Comp time shall be accrued on the  regular pay 
day for the period in which the workweek ends unless the 

--.._._-,-.-..--....--.--c orrect amount of comp time cannot be determined until some . . .  
time after the regular pay period has been processed. 

b. Qvertime Pavments: Temporary or seasonal nonexzmpt 
employees whose hours worked per workweek exceed forty (40) 
hours shall receive overtime pay for the l~ours paid in excess of 
forty (40) for that workweek. 

. .  . . .  . .  , . . . . . .  .- 
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2. Recordkeeping 

of three (3) years. Records should contain employee's: 1) full 
name, home address including zip code, date of birth (if under 
age 19), and occupation; 2) hour and day when workweek 
begins; 3) total hours worked each workday and workweek; 4) 
total daily or weekly straight-time earnings; 5 )  regular hourly 
pay rate for any week when overtime is worked; 6) total 
overtime for the workweek; 7) deductions from or additions to 
wages; 8) total wages paid each pay period; and 9) date of 
payment and pay period covered. Additionally, FLSA 
regulations require maintenance of complete records as follows 
for all exempt employees: 1) full name, home address including 
zip code, date of birth (if under age 19), sex and occupation in 
which employed; 2) time of day and day of week on which the 
employee's work week begins; 3) the basis on which wages are 
paid in sufficient detail to permit calculation for each pay 
period of the employee's total remuneration for remuneration 
for employment, including €rinse benefits and perquisites. 

b. Records: Records must be accurate and available upon 
request by tlle Personnel Director. 

c. Sunervisors' Uesuonsi I I es .,.,.l'ti . , Supervisors of nonexempt 
employees are responsible for monitoring each subordinate's 
hours worked €or each workweek and ensuring that the 
employee is properly compensated. 

All employees are responsible 

timesheets. 

10.6 Overtime Rate Calculation 

1. General Provisions 

compensatory time off at the rate of 1 and 1/2 hours of 
compensatory time for every hour of authorized overtime 

. , .  . . - .- ~. - . ~ .~ . 

~ . . .  . 
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>,.z .... . worked. However, the City may at any time, in  its sole 
discretion, substitute payment for overtime at 1 and 1/2 times 
the employee's regular rate for compensatory time off, either 
in whole or in part. 

I 
b. p s :  Firefightingand 

emergency medical service personnel will receive payment for 
overtime at the rate of 1 and 1/2 times their regular rate, and 
are not eligible for compensatory time without prior 
Department Head approval. Nonexempt employees engaged 
in public safety activities, e nergency response activities, or 
seasonal activities who are eligible for compensatory time may 
accrue up to 80 hours of compensatory time off, after which 
overtime will be paid at 1 and 1/2 times the employee's regular 
rate (Reference Sect'on 10.3). 

c. Como Time Accrual in General Government Jobs: All ME- 
exempt employees eligible for compensatory time will receive 
payment for overtime at  I and 1/2 times their regular rate after 
they have accrued 80 hours of compensatory time off. 

I 
d. Payment fnr Accrued Comp: Payment for accrued compen- 

satory time may be made at any time, at the City's sole 
discretion, and shall be paid at the regular rate earned by the 

I 
employee at the time payment is made. 

e. Como Pavment Uoon Terminatim: Upon termination of 
employment, nonexempt employees will be  paid for unused 
compensatory time at a rate of compensation not less than the 
higher of: I )  the average regular rate received by the employee 
during the three (3) year period immediately prior to 
termination, or 2) the find regular rate received by the 
employee. 

f. Exempt E m p l w :  Employees who arc exempt from the 
Fair Labor Standards Act are not entitled to automatically 
accrue compensatory time. 

Leave Time 

a. General Government Emnlovea: Paid leave time, such 
as vacation, holidays, sick leave, workers' compensation, will be 
considered as hours worked for purposes of determining 
eligibility for overtime payment. I 
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worked. However, the City may at any time, in its sole 
discretion, substitute payment for overtime at  I and 112 times 
the employee's regular rate for compensatoly time off, either 
in whole or in part. 

I 
b. Comp Time Accrual In Public Safe& Jobs: Fiefighhgand 

emergency medical service personnel will receive payment for 
overtime at the rate of 1 and 112 times their regular rate, and 
are not eligible for compensatory time without prior 
Department Head approval. Nonexempt employees engaged 
in public safety activities, emergency response activities, or 
seasonal activities who are eligible for compensatory time may 
accrue up to 80 hours of compensatory time off, after which 
overtime will be paid at 1 and 112 times the employee's regular 
rate (Reference Section 10.3). 

c. Como Time Accrual in General Government Jobs: AU now 
exempt em~loyees eligible for compensatory time will receive 

fo; overtime i t  1 and 112 times tliek regular rate after 
they have accrued 80 hours of compensatory time off. 

d. Pavrnent for Accrued Comn: Payment for accrued compen- 
satory time may be made at any time, at the City's sole 
discretion, and shall be paid at  the regular rate earned by the 
employee at the time payment is made. 

e. Comn Pmment Upon Termination: Upon termination of 
employment, nonexempt employees will be paid for unused 
compensatory time at a rate of compensation not less than the 
higher of: 1) the average regular rate received by the employee 
during the three (3) year period immediately prior to 
termination. or 2) the final regular rate received by the 
employee. 

F. a e r n ~ t  Emolovees: Employees who are exempt from the 
Fair Labor Standards Act are not entitled to automatically 
accrue compensatory time. 

3. Leave Time 
. . . . . . . . . .  .... - 

a. General Government Emolovees: Paid leave time, such 
as vacation, holidays, sick leave, workers' compensation, will be 
considered as hours worked for purposes of determining 
eligibility for overtime payment. I 



3 b. Firefighting and Emeroencv Medical Service Personnel: 
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I 207(k) firefighting and emergency medical service perst 
assigned to shift duty. 

3. On-Call Time 

Employees who are "on-call" are free to use their time effective 
their own purposes, so long as they leave word with the appro1 
supervisory officials a s  to where they can be reached and are a1 
respond within a reasonable and acceptable time. As such, o 
time is not compcnsablc unless an employee is actually called to 
and on-call time which is not worked will not be included for pur 
of calculating overtime. An employee who is free to perform per 
activities but is required to be available to summons via pagers, p 
or radio, is not working while on call. 

4. Waiting Time 

Employees who arrive at work before their scheduled hours; I 
working approved overtime, are not eligible for compensation fo 
period of time. Supervisors are responsible for ensuring 
employees do  not perform work outside their scheduled work 
without prior approval. Disciplinafy actioli may be taken a; 
employees and/or supervisors who fail to comply with scheduled 
of work. 

5. Rest Periods 

Rest or  break periods of less than twenty (20) minutes are consi 
coinpensable and are included in hours worked for purpo 
calculating overtime. Employees may be granted two (2) fiftee~ 
minute breaks each day. Scheduling of breaks is a t  the discreti 
the Department Head. 

6. Inactive Hours - .- 

An employee shall not receive pay for inactive hours. Inactive 
are those hours which the employee was regularly scheduled to 
but does not work due  to inclement weather, equipment break 'm ~~ 
or other sufficient reasons as determined by the Department ' 

J Hours that the elnployee may serve pending a determinati 
whether or not it is possible to work shall be charged as hours w 
and compensated appropriately. I-lours will not be considered in 
unless the employee is completely relieved from duty until a de . . ~. . .  
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. . ~,~:7,*p,.*~~>..<.i;:.:w; .:rc: specified time and allowed to leave the job for a period of time long 
enough to use the time as he or she  sees fit. 

7. Meal Periods 

Uninterrupted meal periods of more than thirty (30) minutes during 
which an employee is completely relieved from duty are not 
compensable and will not be included in hours worked for purposes 
of calculating overtime. However, if an employee is required to work, 
the meal period will be compensated and included in hours worked for 
purposes of calculating overtime. 

8. Travel Time 

a. w e e n  Home and Work Site: Under ordinary circumsmces 
time spent by an employee traveling bemeen home and work 
and returning home is not compensable. However, if an 
employee has gone home after completing a day's work and is 
subsequently called out on a n  emergency time spent traveling 
to and from the location where work is performed will be 
compensable. 

b. One Job Site to Another: Travel by an employee from one job 
site to another job site during the work day is compensable. 
When an employee is required to  travel out of town for one 
day, time spent traveling from home to the location of a 
common carrier is not compensable, but all other travel time 
is compensable. Where employees travel overnight on business, 
travel time during normal working hours, on non-working days 
as well as regular working days, is compensable. Time spent 
traveling outside of regular working hours is not compensable 
and will not be included i n  hours worked for purposes of 
calculating overtime. 

Training Time 

. . 
a. Exclus~on C r w :  Time spent  by employees in training 

programs, lectures and safety meetings is not counted as 
working time if: I )  it occurs outside the employee's regular 
working hours; 2) attendance is voluntary; 3) the employee 
does no productive work while attending; and 4) the program, 
lecture, or meeting is not directly related to the employee's job. 
Moreover, even if all of the above requiremcnts are not met, 
attendance outside of regular working hours a t  specialized or 
follow-up training, required by the '.aw of a higher level of 
government. will be considered non-cornpensable and will not 
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be included in hours worked for purposes of calculating 
overtime. 

b. If Training Required: Training must be considered hours 
worked if the employee is required to attend by the City or if 
the employee is led to believe that continuance of employment 
or Dresent working conditions would be adversely affected by 

c. Self Development Excluded: Training may not be 
considered hours worked if the employee, o n  his/her own 
initiative, attends an independent school, college, meeting, or 
independent trade school after hours. 

Volunteer Service 

a. For Nonexemat Emplovees: Nonexempt employees wha, 
with the approval of their Department Head, performs work 
outside of their scheduled work hours shall be compensated for 
this time regardless of the employee's voluntary intentions. 
Supervisors who know or have reason to believe that work is 
being performed away from the customary work place must 
count the time as hours worked. 

b. Time Compensated: Nonexempt employees will not be 
compensated for volunteer work unless those volunteer duties 
are the same type of services that the employee regularly 
performs as part of his or her job. Employees are responsible 
for requesting approval to perform volunteer services, for which 
they expect to be compensated, and securing approval from 
their department prior to performing said volunteer service. 

Processing Complaints o r  Appeals 

Time spent adjusting grievances at City required meetings, during a 
nonexempt employee's regular hours of work, is compensable time. 
Time spent adjusting grievances outside of an employee's regular work 
schedule is work time only if the time spent by the employee has been 

- required by the City. 
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10.7 Comoensatoy Time 

1. Use of Compensatory Time 

a. Autharizine Comp Time: An employee who has accrued 
compensatory time may request the use of compensatory time 
off at any time. The department shall grant the use of 
compensatory time as req~ested by the employee unless the  
employee's absence from work would be unduly disruptive of 
departmental operations. 

b. Disci~linarv Actions: Employees on disciplinary suspen- 
sion without pay may not use accrued compensatory time to 
recuperate the time lost due to the disciplinary suspension. 

2. Payment for Compensatory Time 

a. At Termination: See Section 10.6 (1) (e). 

b. Promotions: Nonexempt employees who are promoted or  
reclassified into an exempt position shall continue to be allowed 
to use any previously accumulated compensatory time which was 
gained while employed in a nonexempt status until all time has 
been depleted subject to Section 10.6 (d). Upon termination 
unused compensatory time will be paid in conformance with 
10.06 (1) (e). 

All full-time employees of the City classified as exempt are paid on a salaried 
basis. The inclusion of an hourly rate in the compensation plan does not  
designate an employee as being paid on an hourly basis under applicnblc 
wage and hour laws, but merely is an accounting convenience. 

10.9 Pav Plan A d n ~ ~ n ~ s m  . . 

The Personnel Department shall be responsible for the administration, 
maintenance, and revision of the City's compensation program. 

. . . . . . . . . . . . . . . . . . . . .  ..... 
1. Pay for New Employees 

a. Base Pay: kll new employees shall be employed at the base 
rate of pay (first step) of the salary grade in effect for the 
particular position to which the appointment is made. Requests 

I 
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for variance shall be in writing and referred to the Personnel 
Director who shall analyze the request and recommend 
appropriate action to the City Manager. 

b. &&ition Perid:  Regular employees, upon initial 
appointment, are subject to a six (6) month probationary period 
(Fire and Police commissioned personnel are governed by the 
provisions of the Texas Local Government Code, Chapter 143). 
Upon successful completion of the probationary period the 
employee is eligible for a salary increase commensurate with 
their level of perforinance. Upon completion of probation the 
employee's next performance review shall be conducted in 
twelve (12) months. 

2. Pay for Promotions 

a. Minimum Increase: A promotion is defined as a change from 
a pay grade with a lower midpoint to a pay grade with a higher 
midpoint. Promoted employees shall receive the base rate of 
pay of the higher salary grade. In cases where the base rate of 
the higher salary grade is lower than the individual's current 
salary, the individual's current salary shall be increased by five 
(5%) percent. Requests for  a variance shall be in writing and 
referred to the Personnel Director who shall analyze the request 
and recommend appropriate action to the City Manager. 

b. Probationarv Period: Promotions are subject to a 
minimum six ( 6 )  month probationary period. Upon completion 
of probation the employee's next performance review shall be 
conducted in twelve (12) months. 

. . .  3. Pay for Reclassifications 

A reclassification may occur when there is a major change in the kind, 
difficulty, and/or responsibilities of an individual's job. Requests for 
a reclassification job audit shall b e  submitted by the Department Head 
in writing and referred to the Personnel Director who shall analyze the I 

job ~ ~ e c o r n r n e n d  approprlate aclion to the City.M&mag,er. -. . 

a. If No Grade Changg: Reclassification actions which do not 
change the position's salary grade shall result in no increase to 
the incumbent's salaiy. 

b. If Grade -: Reclassification actions which adjust the 
salary grade upward shall be governed by the provisions set 
forth in Section 10.9 (2) o f  this chapter. 
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. .  .. .. . - . , ,  P a y  Upon Demotion .... -. ,--. - .- - ...... . . . . .  . . 

A demotion is defined as the voluntary o r  involuntary movement of an 
employee to a pay grade with a higher midpoint t o  a pay grade with 
a lower midpoint. 

. . 
a. Disciplinary 

1. Maximum Pav: Regular employees who are discipli- 
nary demoted, shall retain a rate of pay no greater than 
the pay grade maximum for the position to which they 
are demoted. For purposes of this section, career steps 
are not considered part of the pay grade maximum. 

2. Probation: Disciplinary demotions are subject to a six 
(6) month probationary period. Upon successful 
completion of the probationary period, the employees 
next performance review will occur in twelve (12) 
months. 

b. Non-disciplinary 

1. Maximum Pay: Regular employees who receive a 
non-disciplinary demotion shall receive the highest salary 
in the new pay grade which does not exceed the rate of 

I 
pay being receivcd immediately prior to demotion 
(career steps are considered part of the pay grade for 
non-disciplinary demotions only). The performance 
review date shall not change for non-disciplinary 
demotions. 

5. Temporary Positions 

Temporary o r  seasonal employees who are moved t o  a regular position 
in a different class, with a lower salary range, shall be paid a salary 
commensurate with tlie employee's qualifications. The pay received 
may not exceed the midpoint of the salary range. A six (6) month 
probationary period must be observed. Upon successful .:ompletion 
of probation, a merit review must be conducted and an  increase ! 

conlmensurate with the level oE performance administered. Upon - ~ . .-- 
passing probation the individual's annual merit review date shall be 
twelvd(i2) months from the probationary review date. 
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6 .  Out-~€-Class Pay 

Minimum Time Period: An employee temporarily assigned 
to serve in a higher level position must: meet the positions' 
minimum qualifications; be qualified to and actually perform 
the full range of duties of the higher level position; perform the  
positions' duties for two (2) or more complete work days to b e  
eligible for out-of-class pay. Once eligible, all days worked in 
the higher classification shall be compensated at the out-of- 
class rate. The two (2 )  day waiting period does not apply to 
employees subject to provisions of the Texas Local G o v e r ~ m e n t  
Code, Chapter 143. 

c. Maximum Time Period: No employee shall be allowed t o  
work in a higher classification for more than thirty (30) calendar 
days. Department Head requests for extended out-of-class pay 
shall be in writing and referred to the Personnel Director who 
shall analyze the request and recommend appropriate action t o  
the City Manager. Employees subject to provisions of the Texas 
Local Government Code, Chapter 143, shall not be subject to  
the thirty (30) day maximum restriction. 

eligible for out-of-class pay. 

e. Positions Excluded: The positions of City Manager, 
Assistant City Manager, City Couilcil appointed positions, and 
Department Directors or their organizational equivalents a r e  
excluded from out-of-class pay provisions. 

m r  Au&arCzauu: All job assignments requiring out- 
of-class pay require prior authorization of the Department 
Head. 

7. Training and Incentive Pay 

a. Jviinimum Requirements Excludetl: Training and incentive 
pay shall not be paid for certifications, licensures, etcetera 

~ ~~ . ~ ~~ ~ .~ ~~~ ~~ ~~ 

- .  . ..~. . .. 



specified in the o f f h l  job des'cription. 

b. Inplementation A D D ~ o v ~ ~ :  Department Head requests 
to imolernent trainine and  incentive orograms shall be in writine. . - 
and referred to the Personnel Director who shall analyze the 
request and recommend appropriate action to the City 
Manager. 

8. Stability Pay 

a. &,?gram Abolished: On October 1, 1983, the City's 
stability pay program was abolished. All stability pay accrued 
as of that date remains in force and effect for those employees 
entitled thereto by virtue of past services. Stability accrued 
during the calendar year 1983 will be at current pay rate as of 
September 30, 1983, rather than base rate. Stability pay so 
computed, shall be frozen at that level tl~roughout each 
employee's future tenure. 

b. b v m e n t  C a l c u l a t i ~ :  Employees in service on December 
1, 1983 will be paid the difference between longevity paid in the 
calendar year and any frozen stability pay calculated. 

c. u p o n  Retiremem: Employees retiring from service during the 
calendar year shall be paid the prorated difference between 
longevity and frozen stability pay based upon the actual number 
of full  months worked during the calendar year. 

d. Retirement Defined: For purposes of this section, 
retirement is defined as a separation frotn employment after 
which an employee receives a monthly annuity from the Texas 
Municipal Retirement System. In the event the employee was 
not a member of the Texas Municipal Retirement System, 
"retirement" is defined a s  a voluntary separation of employment 
after fifteen (15) or more years of service with the City of 
Mesquite. 

9. Longevity Pay 

All regular employees are eligible to participate in the City's longevity 
program. Longevity pay shall be  earned at the rate of four ($4.00) 
dollars per month per year of service commencing with such 
employee's employment anniversary date. 
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E l i b i :  Full-time regular employees who have completed 
a full continuous year with t h e  City are eligible for longevity 
Pay. 

". 
10. Holiday 

a. Eligibjtirv: Only employees in regular full-time positions are 
eligible for paid holidays. Holiday pay shall be received for 
those holidays officially observed by the City. 

b. Absences: A new employee whose first scheduled day is the 
day after a holiday shall not be paid for that holiday. An 
employee must work the day before and the day after the 
holiday to receive holiday pay. Employees in an authorized 
paid leave status will receive holiday pay. 

c. on Holiday: As many employees as possible shall 
be given each holiday off without loss of pay. Employee who, 
because of the nature of their work cannot be  given time off 
shall, at  the discretion of the Department Head, receive holiday 
time in addition to their rekular rate of pay for the actual time 
worked or have their holiday rescheduled at a later date. 

d. Alternate Holidavd: Employees wis.~ing to observe 
religious holidays not officially observed by the City shall, at 
their option and with the approval of the Department Head, be 
given time off without pay or  the time charged to their accrued 
vacation or compensatory time. 

e. Termination: An employee who is terminating employ- 
ment, and whose last day as a paid employee is the day before 
a holiday shall no6 be paid for that holiday. An employee 
whose last day is on that holiday shall not receive holiday pay 
unless they actually work on that holiday. 

f. O F f i c j a l v :  T h e  day the City observes the 
holiday shall be considered the  "holiday" for all City employees. 

. . -. 
g. If an employee's regular day off falls 

on a holiday, the department may compensate the employee in 
one of the followin2 ways: 1) the employee may be paid an 
additional eight (8) hours; or 2) the employee may schedule 
another day off from their regular assigned work schedule. 

h. Disci~linarv Action: Employees who are off without pay 
due to a dissiplinaiy suspension shall not receive holiday pay. 



Page i 8 
. . . . .  > .. -.-- , ." . 

. . 
Employees who are off without pay, for any reason, the day 
before or the day after the holiday shall not receive holiday pay 

4 
or accrue holiday pay. 

I. Determination of other Compensation Issues: Q u e s t  i o n s  
regarding compensation that are not covered by the above 
regulations shall be referred in writing t o  t h e  Personnel 
Director for determination. 

Emergency Call Back Pay 

a. Defined: Defined as times at which a nonexempt employee 
is called back to work after/before regular working hours or 
required to work a double shift due to the absence of another 
employee. 

b. &: Employees called bask shall receive a minimum of two 
(2) hours at the rate of time and one-half pay. 

c. Multiole Call Backs: Employees may not receive more 
than two (1) call back credits in any eight (8) hours work 
period. A multiple call back occurs when an employee returns 
home and is recalled to their work site. Responding t o  a recall 
after being released but prior to returning home does not 
constitute a multiple call back. 

d. Department Records: Departments a re  responsible for 
documenting the call back reasons and maintaining 
documentation in the department for a period of three (3) 
years. 

Inclement weather 

a. i w  Poliq: The City is responsible for providing Police, Fire, 
Water, Sewer, Sanitation and other services to the  citizens of 
Mesquite with or without inclemeot weather conditions. Given 
these responsibilities it is the City's policy to be open for 
business under all NpeS of weather conditions. 

-b. Reporting io Work: All employees shall b e  required to 
work on ihcir normally scheduled work days regardless of 
inclement weather conditions unless instmcl.ed otherwise by 
their Department Head or supervisor. 

. . .  c. Su~e~visorv N o t ~ h ~ m u :  Departmenl Heads a r e  responsible 
for ensuring that their operations are adequately staffed during 
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periods of inclement weather. Employees who miss work or 
expect to be late for work due to inclement weather conditions 
must notify their Department Head or  supervisor immediately. 
Failure to properly notify may result in disciplinary action. 

d. Time Missed: Employees who miss work due to inclement 
weather may use accrued vacation o r  compensatory time t o  
compensate for the lost time. Employees with no vacation o r  
compensatory time a c c ~ e d  shall not b e  reimbursed for the lost 
time. 

13. Transfer Pay 

a. Lateral Transfers: Lateral transfers shall not result in a n  
increase in salary no r  a change in anniversary date; however, 
they shall be subject to a probationary period of six (6) months. 
If the employee's anniversary date falls within the probationary 
period, their anniversary date shall be changed to the 
probationary review date. .., 

b. Demc~tion: Transfers that result in an employee moving into 
a lower salary grade shall be treated as a demotion and 
governed by said policies. 

10.10 Pav for Performance 

1. Overview 

The performance pay system is established for purposes of rewarding 
those employees who demonstrate and maintain a high level of 
performance. The amount of the incrcase received shall be  
commensurate with the performance review. Mcrit increases may be 
deferred, pending improvement in performance, when processed in 
accordance with established disciplinary procedures. 

- - -- - -- - ---- 
2. When Conducted 

a. NCW vee:: New employees shall receive a written 
-view prior to completion of a six (6) month 
probationary period. A merit increase may be granted upon 
successful completion of probation. 



' . '  
. . . . . .  
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b. Annual Review: Upon successfully completing probation, 
performance reviews shall be conducted annually beginning 
twelve (12) months from the date of the last ~robation review 
and wili continue until separation from the city service. 

c. Procedure Required: Performance reviews shall be 
documented on the forms and in the manner designated by the 
Personnel Department. 

Longevity Effective Dates 

a. Determination of Longevity: When an employee's 
anniversary date of employment is between the first (1st) and 
fifteenth (15th) of the month, inclusive, the date for longevity 
increase consideration shall be considered the first (1st) of the 
month. Where the anniversary date falls on or after the 
sixteenth (16th) of the month, the date Cor increase shall be 
considered to be the first (1st) of the following month. 
Promotions and demotions will result in a new merit 
anniversaw date. . 

b. C hanee in St-: Changes in employment status from 
temporary or part-time to a regular appointment shall be 
treated as a new hire and subject to the same procedures. 

I 
4. Merit Increase Effective Dates 

Merit increases are normally effective the first pay period following the 
amiversaty date. With the exception of nonclassified employees, no 
merit increase shall be processed without the submission of the 
appropriate performance review forms to the Personnel Department. 

a. First Seven D u :  Should the anniversary date fall within the 
first seven (7) days of the payroll period, the merit increase 
shall be effective that payroll period. 

b. last Seven D-: Should the anniversary date fall within the 
last seven (7) days of the payroll period, the merit increase shall 
be effective the followi~ig payroll period. 

... 5. Non-Periodic Increases ___- 
Non-periodic increases may be granted to employees who clearly 
demonstrate service of an unusual and exceptional quality upon 
reco~nmendation of the Department Head and approval of the City I 
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Manager. Non-periodic increases may not exceed o n e  (1) per 
employee per fiscal year. 

---. 
6. Career Ladders 

a. Defined: D e f i e d  as an alternative form of a merit increase 
for individuals who have reached the top of their salary range. 

b. Five Year: Commissioned Flre and Police personnel who 
have completed five (5) years service with the City are eligible 
for a three (3%) percent merit increase in pay provided the 
following requirement has been met: 

1. Have been at  the pay grade maximum for twelve (12) 
months and not received a step increase. 

Commissioned Fire and Police personnel are also eligible for 
the seven (7) and twelve (12) year steps after mecting the 
requirements stated above. 

. .- 

c. Seven Yea:  Regular full-time employees who have completed 
seven (7) continuous years service with the City a r e  eligible for 
consideration of a three (3%) percent merit increase in pay 
provided all O F  the following requirements have been met: 

./ 

1. Performance evaluation rating is "meets standards" or 
above; < 

2. Have been at the pay grade maximum for twelve (12) 
months and not received a merit increase. 

d. T-: Regular Full-time employees who have 
completed twelve ( 1 2 )  continuous years service with the City are 
eligible for consideration of a four (4%) percent merit increase 
in pay provided all of the following requirements have been 

1 
met: 

1. Performance evaluation rating is "meets standards" or 
above; 

- --..-.I 

2. Have been at  the pay grade maximum for twelve (12) 
months and nor receivcd a r~er i t  increase. 
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10.11 . . .  

1. Release of Employee's Checks 

A designated individual may pick up a current employee's pay check 
if the employee specifies in writing that the person may do so. The 
designated individual, if unknown to the party authorized t o  release 
the check, will be required to provide valid photographic identification. 

2. Termination Checks 

a. Pick Uo: Termination checks will be distributed to the 
terminated employee at the Personnel Department. 

b. CitvProoerty: Departments are responsible for obtaining 
all City property from terminated employees prior to release of 

. . . . . .  their termination check. ..- 
4 

C .  mail in^ - Check: Terminated employees who are unable to 
pick up their final check in person must inform the Personnel 
Department of this situation and make arrangements for the 
final check to be sent to them via registered mail. Prior to 
release of all final checks the terminated employee must have 

I 
returned all City property to their designated department or 
authorized the deduction of an amount sufficient to reimburse 
the City. The employee is responsible for ensuring that the 
address o n  file with the Personnel Department is current. 

d. b v o l u n t a p  Discharce: A1 employees who are discharged 
involuntarily shall receive all wages due them six (6) days after 
the date of termination. All en~ployees who volunrarily leave 
employment uith the City shall he paid on the next regularly 
scheduled pay day. 

7,"- 

E SECTlON 2. That should any word. sentence. clause, paragraph, or provision of this 
ordinance be held to  be invalid or unc~nstitutional, t h e  remaining provisions of this ....... -~ .... 
ordinance shall remain in full force and effect. - . , ,  

-. The fact that the present ordinances of the City of Mesquite do not 
provide adequate policies conserning a classification system and compensation policies, 
creates an urgency and an emergency for the preservation of the public health, safety, and 

.~H *..,.I.q welfare and requircs that this ordinance sl~all take effect ilnmediately from atid after its 
passage and public:~tion of said ordin:~nce. as the law in such cases provides. m . . . . . . .  

,> ,.. . . ,. ... : .. 
. . . . . . . . . . . .  
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DULY PASSED AND APPROVED by the City Council of the City of Mesquite. 
Texas, on the 3rd day of February, 1992. 

Cathye Ray" v 
Mayor 

'p* L+"$mzJ& 
LyndPrugel 
City Secretary 

APPROVED:,, 




