
RBSOLUTION NO. 34-64 

WHERTULS, it is necessary t o  rev i se  t h e  personnel policy 
of t he  C i t y  of Mesquite, which was adopted by the Governing 
Body of t h e  C i t y  of Mesquite on J u l y  18, 1960: 

I(HBRMS, it is the  des i re  of t h e  Ci ty  Council of the  City 
of Mesquite t h a t  a l l  personnel of the  C i t y  of Mesquite be f u l l y  
informed regarding the  revised personnel policy: 

NOW, THBREPORE. BE IT R E S O L W  BY 1x33 CITY COUNCIL OF 
THE CITY OF ElgSPUxTB. TEXAS: 

Sect ion  1. That the  attached revised City of mesquite 
Personnel Pol icy is hereby adopted and made a par t  of t h i s  
r e so lu t i on  t h e  same a s  i f  copied i n  f u l l  herein. 

Sec t ion  2. That hereaf ter ,  the r i gh t s .  dut ies .  prlvilagee 
and ob l iga t ions  of the  employees of the  Ci ty  of Mesquite s h a l l  
be determined by the provisions of  t h i s  Resolution and the 
rev ised  pol icy adapted herein. 

Sec t ion  3. That the personnel po l icy  adopted by Resolution 
No. 16-60 on J u l y  Is. 1960, is hereby rescinded. 

Sec t ion  4. That t h i s  reso lu t ion  s h a l l  take e f f e c t  i m d i a t e l y  
from and a f t e r  i ts passage, a s  t he  Charter i n  such cases provides. 

DULY PASSED BY TI93 GOVERNING BODY OF THE CITY OP HBSQUITB, 
TEXAS, on t h e  8th day of September, 1964. /7 

B. W. Cruce, Jr. 
Mayor 

ATTEST: 

- 
Norma G. McGaughY / ' ,/ 
c i t y  Sec r e t a ry  
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PERSONNEL POLICl ESTABLISHING A PERSONIJEL SYSTEM b 

I. E" 

STATEMEW OF PERSONNEL POLICY 

Public se rv ice  of a high qua l i t y  is essential  to the 
colitinued heal th ,  sa fe ty ,  welfare and good l i f e  i n  t he  c i t y  

b 
of Mesquite and i t  is the  pr inc ipa l  means by whichme City 
w i l l  achieve i ts  maximum poten t ia l .  A competent s t a f f  of 

F- 

Personnel is e s s e n t i a l  t o  t he  provision of a community 
service program and t hus  i e  e s s en t i a l  t o  the provision of 
a high leve l  of publ ic  service.  

The purpose and i n t e n t  of a personnel program is  t o  provide 
a career aervice program f o r  the employees of the City of 
Mesquite. under t h i s  program the City sha l l  endeavor t o  re- 
c ru i t ,  employ and r e t a i n  those persons, best qualified on the  
bas i s  of merit  and f i t n e s s ,  t o  c a r ry  out the City's Service 
Program. Continued employment s h a l l  be subject t o  good be- 
havior, satisfactory performance of duties and respons ib i l i t i es ,  
t h e  necessi ty  f o r  the  performance of the work and the ava i l -  
a b i l i t y  of funds. This  program s h a l l  a l so  attempt t o  provide: 

1. Training for  t h e  development of employee capabi l i t i es ,  
2 .  J u s t  and equi tab le  incent ives  and compensation; 
3.  Promotional opportuni t ies  t o  encourage t h e  f u l l  uae 

of employee s k i l l s  and a b i l i t i e s ;  
4. Recognition of the  r i gh t s  and in te res t s  of employees 

cons i s ten t  with t he  best i n t e r e s t s  of the public and 
t he  c i t y .  

The policy which folfown s h a l l  provide a framework f o r  
t h e  continued development of the  Ci ty ' a  career service program, 
a8  well a s  guides f o r  t he  handling of daily psraonnel matters; 
however, they cannot bs s o  precise  and complete a s  t o  daecribe 
every employment s i t ua t i on .  The C i ty  public service cons i s t s  
of men and women of good w i l l .  working together i n  the common I 
in te res t  of t he  c i t i z e n s  of the  City. I n  t h i s  e p i r i t  of I 
harmony t h in  personnel program i e  established t o  foster  
wholesom re la t ionahips  and conditions of employment i n  t h e  
career se rv ice  of the Ci ty  of Mesquite. 
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IX. 
DE?INITION& 

an t h e  ac t  o f  assigning each posi t ion t o  

RI)DOlnt - s h a l l  mean the ac t  of t he  departmental supervisor 
i n  assigning t o  a pos i t ion  such applicants a s  have been c e r t i -  
f ied by the personnel off ice.  

- sha l l  mean the  ac t  of the Personnel Officer i n  
supplying the departmental superviaor with names of applicants 
who a r e  e l ig ib l e  f o r  appointment t o  the c lass  and pOSitiOnS 
for  which c e r t i f i c a t i o n  is requested. 

- sha l l  mean a posi t ion,  or  group of positione.having 
similar duties  and r e spons ib i l i t i e s ,  requiring similar  quali- 
f icat ions,  which can properly be designated by one t i t l e  indi -  
cat ive of the nature of work and which carry the  same salary 

. . . .  . . 4*%.<V..M7, 

. I range. 
..- .<<>,?*> %.;,;.*%>::,. . '. 
............................. .:. .:.. :,:~;;:.:;.; . . .  Department - s h a l l  mean a major operating divieian o r  segment 
.;>;::.,$,:*;;: ... L C .  ... ,.~ "5+. ..c: :-. .. >. . .  of the  City Government. 

,.;v~.::+\+A.,$.:::.~.~.~.'. 
;.:.;)*,* $;<*', ;i. -.<!'< ;: 

::;,:,,.$;?:<: .: !:... . , . Departmental S u m r ~ i s o ~  - s h a l l  mean an o f f i ce r  or  emplcyee 
.. : :,':,,.#i>:;;<.:>: ": ,, ,:: . , 

. ~ :,.. designated by the  c i t y  Uanager t o  be the head of a dewrtment 
m :.'.'.\,<,;'c : ;,:..'. > < . , 
d ,.:. >hi. . .  'I and who sha l l  appoint and remove employees of h ia  aepartment. 

s'.. .%?,:' :.. .: .,..: .. subject t o  approval by the  C i t y  Manager. 
- .  ,,>:. ,,, .. s ,  .: ... . . .  ,, . .;...-i...~.~;.....:. . .  I 

. , . ,, . >_ .,,* :,. _ . " . i  .~. : : . . .  : ........... . %,I" ...... I Eligible - s h a l l  moan a person who meets the qual i f ica t ions  fo r  
. . . . . . . . . . . . . .  . . .  employment and is avai lable for appointment. 

-.;+ , ;'.,:;:?; ( . ' , . . : :  : . . . .  . . . I  ... l.?:. . 
, . . , .  v ; : . ' . ' '  . ,  . . , ~ ; ~ ,  . . . . .  ...: ...,. >I.:<.... . .  ......... ; .I... . . .  

. . . . .  .. ~ 

5riovance - s h a l l  mean an ac t ,  occurrence, or a t t i t ude ,  e i t he r  
expressed or implied, r e su l t i ng  i n  a feeling of inequitable 
or unjust treatment by an employee. 

... <.,. * ,.:. . . .  .. .- Overtime - s h a l l  mean m r k  done i n  exces8 of the regular .... work s h i f t  during any 24-hour period. . . . . . . . .  

Position - shal?. mean a group of duties and respons ib i l i t ies ,  
assigned or delegated by competent authority. requiring the 
f u l l  time or p a r t  tima se rv i ces  of an enplOYee- 

promotion - s h a l l  mean the arsignment of an mployee t o  a 
. . .  position having a higher maximum nalary w i t h  a higher level  

of dut ies  and r e s p o n s i b i l i t i e s  than the posi t ion from which 
assignment is made. . . . . . . .  

I..'.".;.. :...... . . . . . . . . . .  . . . .  * , . .  . .  
*.$.;.:,:;$ G. . .... ........... 

..,, .v,.r,:%.. , . : ,. , 
: , ~ H , . ~ L . ~ ~ ~ ~ ~ : , J . : , .  y . .....;...*.:>.....>ci.. :, 

y a n s f e r  - s h a l l  mean the  assignment of an employee from one 
position t o  another pos i t ion  having the same salary, dut ies  

. . . . .  . . .  ,: and respons ib i l i t ies .  
-2- . . . . . .  . . . .  . . .  &-&&&*.* .-.. .;. 
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i f i ca t ion  and pay plan. 

The City Manager: 

A )  May appoint a Personnel Officer who sha l l  be trained 
and experienced in personnel administration and who sha l l  
have the responsibi l i ty for the administration of the City's 
personnel program. 

8) Shall approve or disapprove a l l  appointments, separa- 
t ions,  promotions, demotions, transfers, and sa lary  adjustrents 
and related matters, a s  recommended by departmental supervisors 
and the Personnel off icer .  

The Personnel Officer shall be responsible t o  the City 
Manager for t he  administration and technical direct ion of 
the City personnel program. The Personnel Officer shall:  

B) Certify payrolls tha t  the names of persons which appear 
thereon have been appointed under t he  provisione of the per- 
sonnel program and are current employees i n  good standing. 

C )  Promote and develop, i n  cooperation with other depart- 
mental supervisors, programs for t he  improvement of employee 
effectiveness, including the training, safety, health and 
general welfare of a l l  employees. 

D) Encourage and exercise leadership in  t he  deve lomnt  
and maintenance of effect ive personnel administration within 
the  several departments of the City Government and t o  make avail- 
ab le  the resource- and facilities of the Personnel Office toward 
achieviw t h i s  objective. 

E) Investigate periodically the operation and ef fec t  of 
t h i s  personnel program. 

P) Make monthly and annual reports  regarding the work of 
the Personnel Department and such special  reports  as  nay be 
considered desirable t o  the City Manager. 

G )  TD perform any other related duties  which may be con- 
stdered necessary or  desirable t o  carry out t he  purposes, 
provisfonn or in tent  of t h i s  Personnel Program. 

-3- 
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I V  . 
&POINTNENTS 

A 1 1  appointments t o  the City service sha l l  be made accord- 
ing t o  merit and f i tness.  Herit and f i t n e s s  may be ascertained E 
by examinations which ahall be prepared and administered under 
the direct ion of t h e  Personnel Officer. Examinations sha l l  f 
r e l a t e  t o  those fac tors  which w i l l  t e s t  f a i r l y  tne capacity 
and a b i l i t y  of applicants t o  discharge ef f ic ien t ly  and 
ef fec t ive ly  the du t i e s  and responsibi l i t ies  of t h e  posi t ion 
fo r  which the examinations are held. Examinations may be m. 

ansenbled or unassertoled and may include m i t t e n ,  ora l ,  medi- 
ca l ,  performance or similar teste ,  or any combination af these. 

Other qual if icat iona and considerations being equal, per- 
aona residing within the corporate l i m i t s  of the City of 
Mesquite w i l l  be given preference in a l l  appointments. 

NeDotism 

No pereon r e l a t e d  within the 2nd degree by marriage or 
within the 3rd degree by blood t o  the Mayor, or  any menUler of 

il s h a l l  be appointed t o  any poeition or service 
nly when no other qual if ied applicant: is avai l -  
rson related within the 2nd degree by marriage 

o r  within the 3rd degree by blood t o  any employee oC the  City 
of Mesquite be appointed t o  a position i n  t h e  City. Under no 
circumstances w i l l  persons who are related t o  any degree be 
employed in  the  pame department. 

. k;:,: :%,,,,$ :,::;,.:y.. :... 
. . ,.;, . '  I 

~,<,,<~.,:.:.; ..,. . 
I n  no case s h a l l  applicants under the age of 21 years be 

; . . . .  .+..,) :. .% .. .. ;.,:i . , ,. ... appointed as  commissioned officera in  the Police and F i r e  
$',> ; : '.'< . . I .  ......... . , .. t..(.:< 

Services 01 unBeflB ycars of age as n non-commissioned o f f i ce r  
. . . . . .  . - .  . . .?:..- i n  the Police and Fire Services o r  i n  any other service a r  . . . . . .  

:>.2&;j$?>4:t<;!.a. . : ,e ;..\.: ,, . .  . 
department of the City to fill a regular f u l l  time posi t ion.  

: .:. ..... ?#$y>"..,..!t.... ..:,:.. . . .  ."'.c.:r*..2'. . 
<< ?*p.*.'>) ,,-. ' . 

,Y.;:,>?.,~:$,<;,:. '..: , . . i peaODointment 
. .\;. ??+;,< ..s=,",.+->'~.> : , . . 

- . ..,l., ."*-,;, .:. . . .  Former employees of the City w i l l  not be given coneidera- .......... 
.v+,.-.2$. - % j. ::*.;: .:.: I t ion  f o r  reappointment, except as  provided herein, unless 
+..:<;. ,..: . i h  ' .  I spec ia l  circumstancee warranting auch consideration e x i s t  i n  

.. 2: ..*F*:;#'<..;.::: . , . . . .  
; ,  ". the opinion of t h e  City Manager. 

.. 
.:. ,.,i ,.-. \.* .... ! . . " .  - ................. - 7 .  .. 
.,2i.*& ....,.. :*. ....... 

I. > . I .  ?. . 
~G;y&*!;+~:.k2: ., :, . 
e :;;,.,:3;, *,.:..,. . , . ' 

.::r...:.: .:.....:... 
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hi1  appointments sha l l  be made 
c lass i f i ca t ions  of emploment: 

t o  one of the 

A) Regular f u l l  time - requiring service for  t he  normal 
f u l l  work day. I 

8 )  Regular par t  time - requiring service for  a fract ion of 
the  normal f u l l  wrk day. 

C )  Temporary - requring service tha t  w i l l  l a s t  
f o r  a Limited perlad of time - not 
t o  exceed 6 months during any 12- 
menth period. 

D) Special Services - Requiring service of a specialized 
nature t o  be provided on a retainage 
basie. 

Probationarv Perlod 

R 1 1  appointments, except temporary appointmnts,  and re- 
appointments s h a l l  be made t o  probationary s t e t u s .  

The period of probation eha l l  be t h a t  period Of time be- 
tween t h e  employee's date  of apyuintmnt and the date he or 
she becomea e l ig ib le  for  the f i r s t  sa la ry  adjustment -- 6 or  
12 months, w i t h  the exception of the  Police and F i r e  SerViCeS, 
where the probationary pariod aha l l  be 18 montha. Rn exten- 
s i on  of t h e  probationary period may be granted i n  individual 
cases,  upon recomndat ion  of departmntal  dupervisor and 
approval of t he  City Manager. An employee s h a l l  be retained 
beyond t h e  probationary p r i o d  and granted permanent s t a t u s  
only i f  teeomended by h i s  departmental auwrvisor  and approved 
by t h e  City Manager and only on t he  bas i s  that t h e  se+viCea 
of t h e  employee have been sat iofactory.  

The departmental suporviaor sha l l  use t he  probationary 
period t o  c losely observe and evaluate the work of the 
employee and f o r  aecurlnq the  most e f fec t ive  adjustment Of 
t he  new employee to h i s  position. Only cmployeeB sa t i s fac tor i ly  
completing t he  probationary period s h a l l  acquire permanent 
s t a t u s  and par t i c ipa te  i n  the  accompanying privileges and 
benefi ts .  Temporary par t  time ernployeea sha l l  be  en t i t l ed  t o  
none of the pr ivi leges  and bene f i t s  of permanent Status. P 

q The departmental supervisor. a t  any time during t he  proba- 
t ionary period, may remove an employee whose portormance dOSS 

[ 
t . : \  not meet the required work standards. I f  an employee promoted b 

'u' t o  a higher c l a s s  is foun4 unsuited £or the work claas  during 
the  probationary period, he may be reinstated t o  the former I 
c l a s s ,  provided there is a vacancy and permnent atatue had I 
been at ta ined i n  the class .  

-5.. 
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V. 

CLASSIFICRTION PUN 

The classification plan provides a complete inventory 
of a l l  position8 i n  the City of Mesquite and accurate 
descriptions and specifications fo r  each c l a s s  of employ- 
ment. The plan standardiees t i t l e s ,  each of which i s  
indica t ive  of a definite range of dut ies  and responsibilities. 
The pOSitibns in the City se rv i ce  a r e  grouped in to  classes 
so t h a t  a l l  positions with s imi l a r  duties  and responsibi l i t ies  
a re  i n  the same class. The duCies and responsibi l i t ies  Of 
a pos i t ion  deternine to which c l a s s  the posi t ion ahall be 
al located.  A written descript ion.  known a s  the class  speci- 
f i ca t ion ,  i s  prepared for  each class .  

Reclassification - Should the dut ies  and responsibi l i t ies  Of 

a pos i t ion  materially change. me posi t ion may be reclassified. 
An employee o r  Departmental Supervisor may requeat a re- 
c lass i f ica t ion  of his position. This request sha l l  be sub- 

. . 
* - - . 7 ~ w  ...... .. I mitted t o  the employee's Departmental Supervisor and sha l l  

, .  . . s e t  fo r th  the reasons jus t i fy ing  a reclaasif icatfon and a 
reconmendation for  reclassif icat ion.  The recornendation 
s h a l l  then be forwarded t o  the  Personnel Officer .  m e  
Personnel Officer shall study the posi t ion i n  queetion. 
rev ise  the job description i f  necessary and submit h i s  . . . recoanrendations to the City Manager who s h a l l  make a f i n a l  
determination. Written notice of  the decision sha l l  be 

i 
furnished to the employee i n i t i a t i n g  the request and to 

. . . . . . ._ . . . . . . . .  h i s  Departmental Supervisor. 
.-.- ,,, :.,:i:-::.;,:. ,: ~ . :  

~ n t e r p r e t a t i o n  of Class Descriptions - Descriptions and 
specif icat ions are to be in terpre ted  i n  t h e i r  en t i re ty  
and i n  relat ion t o  others Ln the c l a s s i f i ca t ion  plan. 
Par t icu lar  phrases or examples a r e  not t o  be i so la ted  and 
t rea ted  a s  a whole defini t ion of the class .  Class SpeCi- . . 
f i ca t ions  are intended to be descr ip t ive  and explanatory 
of t he  kind of work performed and not neceesarily 
inclusive of a l l  duties performed. 

. .  
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VI . 
SALRRY PIAW 

The s a l a r y  p lan  provides a eystematic program f o r  the 
compensation of employees. The plan recognizes tle follow- 
ing factors  which a r e  important i n  determining an employee's . 
value t o  t h e  City -- growth, s t a b i l i t y  and performance. The 
Salary plan includes a b a s i c  t ab le  of monthly pay r a t e s  and 
a schedule of  s a l a r y  ranges f o r  each poait ion in t h e  c lass i -  
f ication plan cons i s t ing  of  base, maximum and intermediate 
growth r a t e s .  Each employee s h a l l  be Compensated a t  one of 
the r a t e s  s e t  f o r t h  in t h e  plan for  the  poait ion i n  which h e  !$ 
is employed. 

Development and Maintenance of Salary Ranaea 

Szlary ranges s h a l l  be established fo r  each posit ion 
according t o  t h e  following considerations: 

A) The l e v e l  of d u t i e s  and respons ib i l i t i e s  of the  c l a s s  

B )  The s a l a r y  ranges f o r  o ther  claseee 

C )  m e  a v a i l a b i l i t y  of  employees in  pa r t i cu la r  occupa- 
t i o n a l  ca tegor ies  

D) Prevai l ing r a t e a  of pay f o r  s imi lar  posit ions i n  
p r i v a t e  indus t ry  and other public jur iedic t ions  

E) Cost of l i v i n g  fac to re  

The s a l a r y  ranges  a r e  intended t o  furnish  administrative 
f l e x i b i l i t y  i n  providing employees with incentive and meeting 
emergency condi t ions  requir ing pay adjustments. 

Salary adjuatmenta wi thin  t h e  appropriate ranges ahall  be 
based on merit and s h a l l  be from one s t e p  t o  the  next higher 
Step. Employees s h a l l  become e l i g i b l e  f o r  salary adjuetmente 
according t o  the  frequency with which growth can b.3 measure8 
for the c l a s s  as i nd ica ted  i n  t h e  sa lary  plan.  Uo automatic 
increases w i l l  be given. 

Overtime - It s h a l l  be the  general pol icy  of t h e  City of 
Mesquite t o  have i ts  employees regularly work frequent or 
considerable overtime. However, when employees a r e  required 
t o  work o v e r t i m  they  s h a l l  receive one and one-half (14) 
times regu la r  pay f o r  t h e  t i m  worked. Employeee who are 
called from off duty  a f t e r  the  end of the  regular work s h i f t  
shall  receive  a minimum of one hour's pay. 

-7- 
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Hourlv Rates - When i n  the  b e s t  interest  of the  City a n  I 
employee is t o  be paid a t  an hourly raw the appropriate  hourly 
r a t e  sha l l  normally be computed a s  followB: - 

hourly rate  equals - Monthlv rate x 3 months + 40 hrs. - 
13 weeks . 

Cert i f icat ion of Pavrolls - P r i o r  t o  t h e  payment Of any 
salary, wage or other compensation for personnel services, 
the  Personnel Officer sha l l  c e r t i f y  that each person named 
on tha payroll has been employed in accordance with t h e  - 
appointment and c l a s s i f i c a t i on  grocedurea and t h a t  a l l  a r e  
ourrent employees i n  good s tand ing  and t ha t  any cmpensatlon, 
including overtime recommended by the Departmental Supervisor. i 

I 
is i n  conformance with the provisione of this personnel prwram. 



Holidays - The 
be  designated 1 
be  observed as  r.. . .  

$:.y;j;,; :: 1 Heaauite: 

VII. 
tEAVE 

following holidays, and such o ther  da) 
From t i m e  t o  time by the  City Council. 
o f f i c i a l  holidays by employees of t he  

ye as may 
s h a l l  
c i t y  Of 

Whenever any one of t h e  above designated hol idays f a l l s  on 
Saturday t he  holiday sha l l  normally be observed t he  preceding 
Friday. Whenever one of t he  above holidays f a l l s  on Sunday 
t h e  holiday sha l l  normally be observed on t h e  following Monday. 

r& >~.?, ~2~ fg&*;*,;;x:i: :: 
>,,..,~,* +\,; :;. !:' . ' ' ,'$? .*.. .. 
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A11 employees s h a l l  receive f u l l  pay f o r  each hol iday ob- 
served by the City. Employees, who because of t he  na ture  of 
t h e i r  work are  required t o  be on duty on a holiday, s h a l l  
normally be colapensated with equal compensatory t i m e  off .  

.- Employees who, because of the nature of t h e i r  work CanROt 
,, ., . . : I  ,,.:+:.;\ be given compensatory t l m e  off ,  w i l l  be paid f o r  t h e  hol iday 

W worked. Par t  t i m e  employees s h a l l  obaerve hol idays with pay 
on t he  same basis (pro rated) a s  regular f u l l  time employees. 
NO employee sha l l  be paid for  holiday, however, unless  h e  haa 
been i n  pay s ta tus  on the working day inm3diately preceding 
and following the holiday. Holidays t h a t  f a l l  dur ing a n  ! 
approved leave of absence with pay s h a l l  not  be charged ae 
days of leave taken. 

Annual Leave - A 1 1  regular employees, excluding temporary I 
employees, who a r e  i n  good standing, sha l l  receive two ( 2 )  
work weeks vacation pe r  calendar year with f u l l  pay. Those 
e-??.gyeo; ,:lo are employed as of January 1st and do not  use 
a r y  sick leave during the calendar year s h a l l  r e ce ive  two 
addi t iona l  day8 annual leave the  following calendar year. 

~ ~ - -  

New ~ e a r s  oay January 1 
San Sacinto Day April 21 
Independence Day July 4 
Labor m y  1 s t  Monday i n  September 
Thanksgiving Day Last Thursday i n  Novenber 
Christmas Day December 25 

A ~ l u a l  leave with pay sha l l  be earned a t  t h e  r a t e  of 5 /6  I 
day per month ( fo r  p ro  ra te  purp~aes)  and s h a l l  begin t o  accrue 
immediately upon appointment, f o r  regular employeee, but  rnay 
not  be used un t i l  completion of 6 months s a t i s f a c t o r y  service.  

:.;q Annual leave may be accumulated t o  a maximum of four  (4 )  work 
. . . .  ., . 
\,..:I: \ 

weeks end preferably, a h ~ u l d  be used i n  the  f u l l  amDunt a t  one 
..... , time. 

k 
Q 
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Employes may not  elect t o  take pay i n  l i e u  of annual 
leave. Any r egu l a r  f u l l  t i m e  employee leaving t h e  se rv ices  
of t he  City i n  good s tanding following one year of continuous 
se rv ice  sha l l  be pa id  f o r  unused accrued annual leave no t  t o  
exceed four work weeks. Annual leave s h a l l  be scheduled by 
t he  department head and c e r t i f i e d  by t h e  Personnel Off icer  

t o  the  convenience of t h e  employee, i n so fa r  a s  possible ,  
s o  a s  not  t o  cause in te r fe rence  with t h e  normal functioning 
of t h e  C i t y ' s  operat ion.  

S i ck  Leave - A l l  r egu l a r  employees, excluding temporary 
employees, who a r e  i n  good standing, s h a l l  rece ive  two ( 2 )  
work weeks s i ck  l e ave  per calendar year  with f u l l  pay. Sick 
leave time s h a l l  be earned a t  the r a t e  of 5/6 day per month 
f o r  pro ra ta  purposes and s h a l l  begin t o  accrue immediately 
upon appointment. bu t  may not be used u n t i l  the  employee has 
s a t i s f a c t o r i l y  completed 6 months s a t i s f ac to ry  service.  An 
employee absenting himself from duty due t o  s ickness  s h a l l  
no t i f y  h i s  superv isor  no l a t e r  than on t he  f i r s t  day Of 
absence. Sick leave s h a l l  be used only i n  the amount 
a c tua l l y  earned and may be accumulated t o  a maximum of ninety 
days. An employee who, during the course of any one calendar 
year  does not use any s i c k  leave, s h a l l  receive addi t iona l  
annual leave a s  provided i n  t h i s  pol icy.  Employees leaving 
t h e  services  of t h e  C i t y  s h a l l  not be paid for  accumulated 
s i c k  leave. 

Sick leave s h a l l  be granted only for  absence from duty 
because of wersonal i l l n e s s .  Upon r e sues t  bv h i s  supervisor 
an employee- s h a l l  submit a statiment from the a t tend ing  
physician a s  t o  t h e  na ture  of h i s  i l l n e s s  and i nd i ca t i ng  
t h a t  t he  employee may aafe ly  return t o  work. An employee 
s h a l l  submit t o  a physical  examination by the  C i t y  phyeician 
when requested by h i s  supervisor t o  do  so.  An employee s u f f e r -  
ing from extended i l l n e s s  s h a l l  fu rn i sh  h i s  supervisor  with 
a progress r epo r t  from t h e  attending physician a t  such i n t e r -  
v a l s  ae  may be requested by h i s  supervisor.  

In iurv  Leave - Employees sustaining inJury a r i s i n g  ou t  of o r  
i n  the  course of t ho  performance af h l s  job i n  t h e  s e rv i ce s  
with t he  City of Mesquite a h a l l  be examined and receive 
emergency treatment,  i f  necessary, by t he  Ci ty  physician or  t 
such other physician a s  requested by t he  employee and approved 
by the  City Manager; and s h a l l  be granted i n j u r y  leave. Such 
leave s h a l l  not  be charged t o  e i t he r  annual or  s i c k  leave. 
The term of the l e ave  s h a l l  be determined upon t h e  r ece ip t  Of a 
statement of *be physician and s h a l l  depend upon the  charac te r .  
degree and p o t e n t i a l  dura t ion  of the  in jury ,  a s  determined by  

r 
t h e  Ci ty  physician and/or such other  physician a s  approved by I 

t h e  Ci ty  of Mesquite. Upon returning t o  work t h e  employee I 
s h a l l  submit t o  a physical  examination whenrequested by h i s  
supervisor t o  do so.  

-10- # 
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An employee whose i n j u r y  n e c e s s i t a t e s  t h a t  he  be off  
work seven days or  l e s s  s h a l l  b e  pa id  h i s  f u l l  s a l a r y .  An 
employee wltose i n j u r y  n e c e s s i t a t e s  t h a t  he  be off  work more 
than seven days s h a l l  b e  pa id  t h e  d i f f e r e n c e  between h i s  f u l l  
sa lary  and the compensation provided through t h e  Texas Em- 
ployers Liabi l i ty  Law. An employee who is  t o t a l l y  and per- 
manently disabled o r  i n c a p a c i t a t e d  by i n j u r i e s  s h a l l  be  com- 
pensated on the b a a i s  of p r o v i s i o n s  a f  t h e  Texas EmgLoyers 
L iab i l i t y  Law and t h e  D i s a b i l i t y  Benef i t s  of t h e  Texas Muni- 

r Cipal Retirement Act .  

Emexqencv Leave - Emergency l e a v e  wi th  pay up t o  r c?ximum of 
three  calendar days s h a l l  be g r a n t e d  permanent employees i n  
the  case of death or  t h e  imminence of death i n  t h e  immediate 
family. Immediate family s h a l l  be  defined as husband. wife, 
f a the r ,  father-in-law, mother, mother-in-law, son. son-in-law, 
daughter, daughter-in-law, b r o t h e r ,  brother-in-law, s i a t e r ,  
sister-in-law, or  o the r  member of k insh ip  who may b e  r e s i d i n g  
under the same roof with a n  employee a t  t ime of dea th .  

Death of r e l a t i v e s  o t h e r  t h a n  tlzose mentioned above not  
included in the immediate f a m i l y  s h a l l  be considered individ-  
ually and such time allowed a s  circumstances warrant.  

Caurt Leave -Employees c a l l e d  upon f o r  j u r y  s e r v i c e  w i l l  
receive the i r  r sgu la r  s a l a r y  from t h e  City dur ing such service .  

An employee who is summoned a s  a witness t o  appear  on 
behalf of any c i t y ,  the S t a t e ,  o r  Federal  Government s h a l l  be 
granted court leave and w i l l  r e c e i v e  t h e i r  r e g u l a r  s a l a r y  
from the  City during such s e r v i c e .  

A 1 1  fees paid and expenses  reimbursed by t h e  c o u r t  s h a l l  
be retained by the  enployee, p rov ided  t h a t  t h e  C i t y  d i d  not  
furnish travel ,  meals, room h i r e ,  and miscellaneous expenses, 
in which case expenses borne b y  t h e  C i ty  and reimbursed by 
t h e  court  shal l  be reimbursed t o  t h e  City.  

Mili tarv Leave - Regular employees, who a r e  members of t h e  
National Guard, o f f i c i a l  m i l i t i a  of Texas, or  any of t h e  
Reserve ComponenLs of t h e  A r m e d  Forces  of t h e  United S t a t e s ,  
when ordered or au thor i zed  by proper a u t h o r i t i s s ,  s h a l l  be 
e n t i t l e d  to leave with pay d u r i n g  any period when they a h a l l  
be engaged i n  f i e l d  t r a i n i n g  or encampment. o r  when ordered 
t o  duty with t roops  f o r  f i e l d  e x e r c i s e s  or  f o r  i n s t r u c t i o n .  
This leave is l imi ted  t o  f i f t e e n  ca lendar  days  dur ing  any 
one calendar year. 
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Military leave w i t h  pay benefits sha l l  not include 
m- 

employees engaged in temporary employment with t h e  City or 
any employee who may be entering upon mil i tary leave for an ,= 
indefini te  period as  a resu l t  of d ra f t  or enlistment. Ir 

c,+:;~~;,:,:?,;.~;i ',~.,! 
3 .  "~ , . , . . I 

I_..,, _I. . ! .,. .,..~ Leave of Absence - A regular full-time employee may be granted ............ a leave of absence without pay by the City Manager on reconmen- 
dation of the Departmental Supervisor, i f  i n  t h e  beat in teres t  
of the  City, fo r  a period of one year. A request for an ex- 
tension may be granted upon approval by both t o  engage in a 
COWse of study o r  for  other good and su f f i c i en t  reasons which 
are considered t o  be i n  the best i n t e r s s t  of t h e  City. Re- 

. , .  ,.,. ~ quests fo r  leaves of absence in  excess of one year  must include 
.. . . 
. . .  a statement of in tent  on the part of the employee, indicating 

t h e  purpose and approximate time of the absence, and be accom- 
panied by a l e t t e r  of resignation. Although a raeignation i s  
required. an employee rnay be re-employed, i f  a vacancy exiets,  

, .  .,, . ' . 
-. .;::!;A .. : ;>.. : 

i n  a position for  which he or she is qualif ied t o  f i l l ,  pro- 

*~*;+;,::, ... :.. . :. ._ j vided an application for  employment is submitted within 30 days 
f .,' .: a f t e r  termination of the authorized absence. 
............... ..I .., . . . . .. "'.". . , . . 

i 
.................... . . . . . .  Maternity Uave - Regular full-time employees who become 

pregnant m a t ,  by the end of the th i rd  month of pregnancy, 3ub- 
sit to t h e  Departmental supervisor a doctor's written statement 
giving the  approximate date ot b i r th  and a recommended stop 

. . :............. work date. I n  any case the employee must res ign  by the end 
.,<:. ....... 

-:,>.?*: .... , . . . . . . . .  of the s i x t h  month of pregnancy. Although a resignation is 
required, the employee may be re-employed in  tile pO5itiOn 

:,;i . , . : I  ........ i formerly held or  t o  another position for  which she is quali- 
. . . .  . f ied ,  i f  a vacancy exists ,  provided an applicat ion for employ- 

/:,,....ii.;,;. :,.. i . . ; . :  I 
ment is eubmitted within 150 days of termination, w i t h  

>,'.,, ". ..#. ::: ..: . : . 
probationary period waived. 

$&<.+% % . .  : ,:. ................... 
;&g,<,: ,..,. . . .  I .EduCattonal Leave - Due t o  the benefi ts  received by both the 

i employee and the  City, employees are  expected t o  keep abreast 
of new developments and t o  take an active p a r t  i n  professional 

. ;. . %  
associationa peculiar to the i r  f i e l d  of endeavor. 

. . .  ,.,e.y:+*.>5: .... < .. ,.-?.*,+,<A>,: .v.-.., i . . . . . . . . .  I Departmental Superviaoro may grant employees spacial 
>&~?,.*>{><JA;..$?:< ..< 
.* . $ , .: . >, , , 

i leave with pay and actual expenses t o  at tend professional 
.l?'.!? ; I  . . . . . . . '  i . . . .  I 

coneerences, short  schools and related a c t i v i t i e s  and t o  
. . . .  . . ;  .,. ,, j v i s i t  other c i t i e s  i n  the in teres t  of the City of Mesquite, . :_ , '  ' 

f 

. ,  . . : : a s  authorized by the City Manager. 



...... ........ . . .  

- . .  

VIII. 
SEPARATIONS AND DISCIPLINARY ACTIOUS 

Resiqnations - An employee wishing to leave the service of 
the Ci ty  in  good standing should notify h i s  departmental 
supervisor a t  l e a s t  two weeks i n  advance of h i s  expected 
date of terninat ion.  The resignation must be i n  writing 
and must contain reasons for  leaving the employment of 
the City.  

An employee absenting himself from duty for  any reason 
s h a l l  not i fy  h i s  supervisor no l a t e r  than on the f i r s t  day 
of absence. Unauthorized absences from work for a period 
of two ( 2 )  days may be  considered by the Departmental 
Supervisor a s  a resignation. 

Reduction in  Force - Whenever there i s  lack of work or  
funds, requir ing reductions in  the number of employees. 
lay-offa s h a l l  be made on the basis  of length and quali ty 
of service.  Whenever possible. employees w i l l  be offered 
other w a d :  of s imi l a r  character and pay. 

I n  a l l  cases,  except for  disciplinary reasons, an 
employee sha l l  be given two weeks notice before being 
l a i d  o f f ,  the two weeks to include any accrued vacation 

.... leave f o r  which the employee is e l ig ib le .  .. 
Any employee l a i d  of f  without prejudice because Of 

reduction i n  forces s h a l l  be given f i r s t  consideration f o r  
reinstatement when new positions a re  created in  the same 
c l a s s i f i ca t ion .  

Suspension - The Departmental Supervisor, with approval 
of the City Manager, may suspend an employee without Pay 
fo r  up t o  two work weeks for  disciplinary reasons. A 
wr i t ten  statement of the reasons fo r  the suspension must 
accompany the suspension notice, a copy of which m a t  
be submitted to the employee affected. 

Demotion - The Departmental supervisor, with approval of 
t he  Ci ty  Manager, may demote an employee in  salary o r  i n  



. . 

pos i t ion  f o r  discipl inary reasons. The demotion notice 
must be accompanied by a wr i t t en  statement of the reaaons 
f o r  t h e  demotion. The period o f  t i m e  of the demotion must 
be specif ied.  A copy of t he  wr i t ten  statement m u s t  be 
su)nnitted to the employee af fec ted .  

Dismissal - A probationary employee may be dismissed w i t h -  
ou t  formal charges or hearing by the Departmental super- 
visor. A regular employee may be dismissed for cause by 
the Departmental Supervisor wi th  approval of the City 
Manager. The employee s h a l l  be not i f ied  i n  writing of t he  
cause o r  causes fo r  dismissal.  

The following s h a l l  be regarded a s  cause for  d i s -  
missal,  demotion o r  suspension of an employee though charges 
may be based on causes other  than those enumerated: 

A)  Incompetency, ineff iciency,  o r  negligence i n  the 
perfonnance of duty. 

,~+t+r>:f tr .  -. . - - . .,.: i.;.., ..: 
" ... ! '..,*. 
,;;:;?;j;:>:,..;; :. ,.+..,: I.. . 
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B) Insubordination, hab i tua l  tardiness or  absenteeism. 

C )  Discourteous o r  offensive conduct toward Eellow 
employees o r  t o  the public. 

D) Refusal t o  pay o r  ignoring j u s t  debts. 

E) Actions showing lack of good moral character o r  a 
h igh  level of personal conduct bath on and of f  
the job. 

I) The presence of some permanent or  chronic physical 
or mental ailment o r  defec t  which incapacitatas 
the employee from proper perfonnance of h is  duties .  

0 )  Conviction of a felony. 

H) The fraudulent o r  w i l l f u l  violat ion of these 
personnel r u l e s  and regulations. 
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I) ~ h e  conduct of any private business or undertaking 
concurrently w i t h  employment by t h e  C i t y  of 
Mesquite, which adversely af fec ts  t h e  t i m e  or 
q u a l i t y  of t h e  performance of the employee's d u t i e s  
and r e s p o n s i b i l i t i e s  or  which might b r i n g  embarraas- 
ment to  t h e  Ci ty  o r  Mesquite. 

J )  The r e c e i p t  of any g i f t ,  reward o r  o t h e r  form of  
remuneration, i n  addit ion to regular  compensation. 
from any ou t s ide  source for  the performance of 
the employee's regular duties and r e s p o n s i b i l i t i e s  
when by i t s  r e c e i p t  the position o f  t h e  C i t y  and/or 
the  employee would tend W be compromised. 

D i s c i ~ l i n a r v  Hearlnqs - An employee who is suspended. 
demoted or  d ismissed s h a l l  have the r igh t  to a hearing.  
To be e l i g i b l e  f o r  a hearing the employee must submit a 
wri t ten  reques t  f o r  t h e  hearing to h i s  Departmental Super- 
v isor  no more than one week a f t e r  the e f f e c t i v e  d a t e  Of 
the suspension, demotion o r  dismissal. I f  a s a t i s f a c t o r y  
adjustment i s  n o t  r eamed  between the employee and the 
DepartmentaL Supervisor,  the employee may appea l  i n  
writ ing to the Ci ty  Manager. A three-member Employee 
Pact Finding and Advisory C m i t t e e  s h a l l  t hen  b e  s e l e c t e d  
by t h e  City Manager t o  investigate the d i s c i p l i n a r y  a c t i o n  
and submit its reconmendation t o  the CiW Manager w i t h i n  .... 
one week. The Ci ty  Manager sha l l  consider t h e  recomenda- 
t ion of the  Committee and not i fy  the employee of h i s  
decision w i t h i n  three  days. m e  decision of the C i t y  
Manager s h a l l  be  f ina l .  

. . .  
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IX . 
EMPT-OYEE GRIEVANCE ADJUSTWENT PROCEDURe - 

me p o l i c y  of t h e  c i t y  s h a l l  be  t o  a d j u s t  grievances 
of employees promptly and f a i r l y .  An employee who be- 
l i e v e s  t h a t  h e  has received inequ i t ab le  or unjus t  t r e a m e n t  . 
o r  b e l i e v e s  t h a t  some condi t ion  d i r e c t l y  af fec t ing him a s  
an employee should be changed, may submit a writ ten request  

r*e-.~*b.,. ... .<.>......< ..... 
. . -. I f o r  adjui tment  of t h e  grie;ance. 

The grievance adjustment reques t  s h a l l  f i r s t  be 
presented i n  w r i t i n g  t o  the  employee's superuisar. If a 
s a t i s f a c t o r y  adjustment is  n o t  developed a t  t ha t  polnt .  - .  
the gr ievance  may b e  appealed i n  wri t ing  t o  the employee's 
Departmental Supervisor.  

If a s a t i s f a c t o r y  adjustment of the  grievance is  no t  
reached between the  employee and t h e  Departmental Super- 
v i s o r ,  t h e  employee may appeal the grievance i n  writ ing 
to t h e  C i t y  Manager. A three-member Employee Fact Find- 
ing and Advisory Committee e h a l l  then be se lec ted  by the  
Citv Manaaer t o  a s s i s t  i n  the  ar ievance  sdiustment bv -. - -  - - - 
i n v e s t i g a t i n g  the  grievance and submitt ing i t s  recammen- 
da t ions  t o  t h e  C i t y  Manager. The Ci ty  Manager. i n  
reaching h i s  decis ion,  s h a l l  ]?we the  ass is tance  of the  
r e p o r t  of the Fac t  Finding and Advisory Committee. H i s  
dec i s ion  s h a l l  be made wi th in  t h r e e  days and h i s  decision 
W i l l  be f i n a l .  

Grievances s h a l l  be  presented wi th in  one week a f t e r  
occurrence or development of t h e  problem i n  question. 
The p r e s e n t a t i o n  o f  s grievance by an employee may U t i l i z e  
such t ime during working hours as is  es sen t i a l ;  however. 
p repa ra t ion  and i n v e s t i g a t i o n  of grievances shal l  be on 
t h e  employee's own t i m e .  A deciaion s h a l l  be made by 
t h e  supe rv i so r  hear ing the reques t  wi th in  three days 
a f t e r  r e c e i p t  of t h e  grievance.  One week shal l  be 
al lowed f o r  appeal of a grievance t o  the  Departmental 
Supervisor ,  bu t  no  appeal s h a l l  be made u n t i l  a deciaion 
is made by t h e  Supervisor consider ing t h e  grievance. 
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Upon appeal of the grievance to the City Manager. and 
appoinment of the Face Finding and Advisory Cornittee, 
the Committee sha l l  have one week i n  which ra investigate 
the grievance and submit i t a  recommendation to the C i N  
Manager. The City Manager s h a l l  then consider the griev- 
ance an8 notify the employee of h i s  decision within three 
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increase operat ional  efficiency and t o  a s s i s t  employees 
in  preparing themselves f o r  pos i t ions  of increasing 
d i f f i c u l t y  and added responsibi l i ty.  Employee p a r t i -  
c ipat ion i n  the program sha l l  be a consideration i n  a l l  
salary adjustments. 

Performance Ratinq - The Personnel Officer  s h a l l  e s t ab l i sh  
and maintain a program for ra t ing  the  work performance of 
City employees. The performance r a t ing  s h a l l  be designed 
t o  pennit  the evaluation and r a t ing  of t he  employee's 
performance a s  accurately and f a i r l y  as  is  reasonably 
possible. The purpoaes of the program s h a l l  be used a s  
a guide i n  determining the needs f o r  t r a in ings the  de- 
s i r a b i l i t y  of a merit increaes i n  sa lary ,  the des i r ab i l i t y  
of t ransfer r ing  an employee, and the des i r ab i l i t y  of pro- 
moting an employee. 

Retirement - Retirement sha l l  be compulsory on December 
31at of  the year  i n  which the employee becomes 65 years 
of age o r  i n  which he completes 15 years of service.  
whichever l a s t  occurs. Employment beyond t h i s  may be 
continued on an annual basis  upon approval by the City 
Manager u n t i l  t h e  employee reaches 7 0  years of age when 
the following conditions have been met: 

A )  A wri t t en  request f o r  continued employment is 
made by the employee. 

B) The employee s a t i s f a c t o r i l y  passes a medical 
examination administered by a medical doctor 
appointed by the City. 
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C) A request  made by the  employee'a supervisor 
c e r t i f y i n g  t h a t  the enployee's performance 
mer i t s  h i s  continued employment and that t h e  
organizat ion h a s  continued need for h i s  se rv ices -  

P o l i t i c a l  A c t i v i t i e s  - A l l  employees are encouraged to 
exe rc i se  t h e i r  l e g a l  r i g h t  t o  vote but shal l  n o t  engage i n  
unusual p o l i t i c a l  a c t i v i t y ,  e i t h e r  on or  off duty,  O r  
p a r t i c i p a t e  i n  municipal el*-tion campaigns. Any emplOYee 
choosing to become a candida-o f o r  any e l ec t ive  p u b l i c  
o f f i c e  s h a l l  f i r s t  leave the  services of the City.  

Chanqes i n  Address and Telephone - Employees should 
n o t i f y  t h e  Personnel Off ice  and the Departmental Super- 
v i s o r  of changes i n  address or telephone number s o  t h a t  
they may be reached a t  a l l  times by e i ther  telephone o r  
mail .  

t a l  s t a t u e  should b e  repor ted  by employees t o  +he Personnel  
Of f i ce  s o  t h a t  the  Federal Withholding Exemption C e r t i f i -  
c a t e  may be kep t  u p  t o  date .  

Marriage of C i t v  EmDloyeeq - I f  two City employees marry, 
i t  w i l l  he  r equ i red  t h a t  one or  the  other of them r e s i g n  
from h i s  o r  h e r  p o s i t i o n  with the City Government. 

g i f t  o r  o the r  form of remuneration i n  addition to regu- 
l a r  compensation s h a l l  be  received from any source b y  any 
employee fo r  the  performance of h i s  duty. I f  a reward, 
g i f t  or o t h e r  form of remuneration is made a v a i l a b l e  t o  
t h e  employee, it should be credi ted  t o  a designated 
employee fund and then only with the approval o f  t h e  
Ci ty  Manager. 

Use of O f f i c i a l  Badrte o r  Credentials  - 0ff ic ia l . s  o r  
employees who wear a badge o r  other o f f i c i a l  i n s i g n i a  
o r  who bear  c r e d e n t i a l s  a s  evidence of the i r  a u t h o r i t y  
and/or i d e n t i t y ,  s h a l l  no t  permit such badge or i n s i g n i a  
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