EL PASO COUNTY SHERIFF’S OFFICE

CIVIL SERVICE COMMISSION

REGULAR MEETING AGENDA
1:30 P.M. MONDAY, APRIL 8, 2019
SHERIFF’S HEADQUARTERS
3850 JUSTICE ROAD
SHERIFF’S CONFERENCE ROOM
EL PASO, TEXAS 79938

Chair Commissioners
Fermin Acosta Jr. Maria Elvira Williams
Bertha A. Gallardo

OPEN MEETING

NOTICE TO THE PUBLIC
All matters listed under the Consent Agenda will be considered by the Civil Service
Commissioners to be routine and will be enacted by one motion in the form listed below. There
will be no separate discussion of these items unless members of the Court or persons in the
audience request that specific items be removed from the Consent Agenda to the Regular Agenda
for discussion prior to the time the Court votes on the motion to adopt the Consent Agenda.

All matters listed on the Consent or Regular Agenda may be discussed in executive session at the
option of the El Paso County Civil Service Commission and following oral announcement, if an
appropriate exception to the open meeting requirement of the Texas Open Meetings Act is
applicable.

PUBLIC COMMENT

Speaker's choice: Five (5) minutes per person during this segment regarding any items or three
(3) minutes per person on each item as it appears on the agenda. The same will apply to any interest
group consisting of three or more representatives.




EL PASO SHERIFF'S OFFICE REGULAR MEETING AGENDA
CIVIL SERVICE COMMISSION 1:30 P.M.. APRIL 8, 2019

CONSENT AGENDA

1. Approve the minutes of the Special Meeting for the Sheriff’s Civil Service Commission on
January 7, 2019.
-- Ludy Velo, Human Resources

REGULAR AGENDA

2. Discuss and take appropriate action to approve recommended changes to Chapter 5.
Section 11 Leave Policies — Pooled Leave for Emergencies, of the El Paso County Sheriff's
Office Civil Service Commission Rules and Regulations.

-- Ludy Velo, Human Resources

3. Discuss and take appropriate action to approve recommended changes to Chapter 5.
Section 13 Leave Policies — Family and Medical Leave, of the El Paso County Sheriff’s
Office Civil Service Commission Rules and Regulations.

-- Ludy Velo, Human Resources

4. Discuss and take appropriate action to approve recommended changes to Chapter 7.
Section 1 Performance Evaluation System, of the El Paso County Sheriff's Office Civil
Service Commission Rules and Regulations.

-- Ludy Velo, Human Resources

5. ADJOURN

AN EQUAL OPPORTUNITY EMPLOYER
3850 JUSTICE ROAD. EL PASO. TX 79938 (915)538-2247 FAX (915)538-2010



EL PASO COUNTY SHERIFF’S OFFICE CIVIL SERVICE COMMISSION:
NOTICE: CHANGE OF RULES

POSTED: Monday, March 25, 2019 — by 5:00 pm

In accordance with Sec. 1.4.01 of the Civil Service Commission, this notice contains the proposed
changes regarding sections in the Civil Service Commission Rules & Regulations. They will be
discussed and appropriate action will be taken at the following special meeting:

Monday, April 8, 2019
El Paso County Sheriff’s Headquarters
(Sheriff’s Conference Room)
3850 Justice Road
1:30 pm

Proposed Change #1: Discuss and take appropriate action to approve recommended changes to
Chapter 5, Section 11 Leave Policies — Pooled Leave for Emergencies, of the El Paso County
Sheriff’s Office Civil Service Commission Rules and Regulations.

5.11.01 Pooleddeavetor Emersenciesiscontrolled-by-the-Comntys Sick Leave Pool Policy(Revised 126 1)
The Commissivners Court has established a program ta allow employees ro valuntarly conenbuee on
an annual basis, sick leave time earned by the emplovee to a Countywide sick leave pool (the “Sick

y

Leave Pool” or "SILP") that the emplovee is then eligible 1o use if, because of a catastrophic injury or

illness, the emplovee has exhauvsted all the accrued paid leave and compensatory rime ro which the
emplovee is otherwise entitled.  Comunissioners Court has appointed the County Chiet Human
Resources Officer as the Pool Administrator (“*Adminisirator”).

5.11.02 Catasrrophic Injury or Illness

A carastrophic illness and/or injury is Jefined as a condition or combination of conditions affecring
the mental or_physical licalth of the emplovee ar inunediate family mensber that has been under
prolonged treatment of a licensed practitioner for ar least thirty (30) days which is likely ro resulr in a
loss of more than ren (10} consecutive work days for the employee. Leave raken on an infermutrent
basis which does not require the employee to be alsent from work for a period of at least 10 days does
not qualify. The physician certificarion must be included in the emiployee's request for use of time

from the SLP,

5.11.03 Eligibility and Contriburion to the SI.P

A, “Employee” means a ritt’=_employee with twelve (12) or more months of contnuous

employment with the ¢ ounty who is paid from the general fund of rthe Counry, from a

special fund ot the County, or trom special grants paid through the County.

B. In order to be able ro use the SLP. eligible emplovees must meet all three of the following
(1 Contribute to the SLP each vear during che annual leave coneribution period as

designated (generally December) on the designated form. for new emplovees. within
thirty one (31) days of the date they complete rwelve (12) months ot conrinuous
service; or within thirty one (31) days after the adoption of this policy.

)] Contribute at Jeast ope (1} day (8 hours), but no more than five (5) days (40 hours),

of accrued sick leave time earnec by the employee. An emplovee who is terminated,




Tesigns, or retires may donate not more than ten (10} davs (80 hours) of acerued
sick time to rake effect immediately before the eftective dare of the termination.
tesignation, ot retirement.

&3] Employees who contribute sick Jeave pust have a_remaining balance of at least five
(5} days (40 hours) of sick leave in their account imunedjately after makine the
donation.  The Administrator_shall ecredir the SLP wirli the amount of time
contributed by the employee and shall permanently deduct rhe same amounr of
sick leave time from the employee, as if the employee had used the sick leave time
for personal purposes. Emplovee contribution of sick leave ro the SLD is tinal,

5.11.04 Requesting Time from the SLP

A, An employee who has contributed 1o the SLP must apply to the Administrator on the
designated form for permission to use time in the County SLP. Employees nor entolled in

the SLP are not eligible to receive sick leave time from the SLP,

¥
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t an emplovee is physically unable ro complete the designared from for sick leave from rhe
_emj physi Y L 8 _1or S (o e
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P, his/her the Supervisor may subsmit the form on the employee’s behalf.

. The employee_must have exhausted all rhe accrued paid leave and compensatory time to
which the employee is otherwise entitled before being eligilile ro request ritne form the SLP.

D. _ The SLP mav he used only by employees for his/her personal illness or_disability or tor a

tamily member whose itlness or injury meets the suidelines of the SLD.

E. All liours used will count towards the employee's FMLA entitlement. The amount of leave

donations and the amount of leave accrued cannor exceed the amount of time allowed under
the FMLA.

L. It the Administrator determines that the emplovee's request meets the requirements. the

Administrator shall approve the reansfer of sick leave from the SLP and credit the tune to
the emplayee as needed.

G. The emplovee may use the time in the same manner as sick leave earned by the employee in
the course of employment.

H. An employee alsent on sick leave transterred from the SLP is treared for all purnoses as i
the employee were absent on earned sick leave,

L __An employee requesting rime from rhe $LP must nor have a wrirten record of disciplinary
and/or_corrective_action tor leave abuse or misuse of leave within the past rwelve (12)

2.11.05 Exclusions
A, Elective surgery does not qualify as a_carastrophic illness ot injury. If complications arise
resulting in a serious health condition, the situation may quality as a catastrophic illness or
B. SLP time is nof available for time off due to a job-incurred injury covered by Workers'

Compengsation benetits.

C. Pregnancy is and of itself, is not a catastrophic illness or injury,




5.11.06 Maximum Leave
A. The Poot Administraror shall derermine rhe exact amonnt of time that an efuplovee may be
allocated from the SLP. The amounts allocated may be given in increments as determined
by the Pool Administrator, but in rotal cannot exceed the lesser of the tollowing in a plan
ear.
(1) Sixty (60) days (480 hours) of rime, or
{2 1/3 of the rotal amount of rime available in the SLD at rhe time of the request.
5.11.07 Contidentiality

All information received under this policy shall be kept confidential as required by law.

ALSLP usage, including returns ro work, shall be in compliance with County policy and
vrocedures. Any ciange to the Sich Deave ool Progran by the Commesioners Corrr byl

cuers Lonrt ictem

5.11.08 Compliance with Other Policies
applable wo theee rules as of the ettecnve date of the
5.11.09 Contormance with the Law

It changes to the law or applicable regulations require changes to the provisions of rhis policy, this
policy shall be deemed amended as of the effective d

thereof,

e of the law or regulation ro be in conformance

Proposed Change #2: Discuss and take appropriate action to approve recommended changes to

Chapter 5, Section 13 Leave Policies — Family and Medical Leave, of the El Paso County Sheriff's
Office Civil Service Commission Rules and Regulations.

5.13.01 The Sheritf’s Ottice shall provide eligible employees up to 12 weeks of unpaid leave per vear tor certain
family and medical reazons as set forth herein below, The Sheriff's Office shall rerurn the coplovee ro
the same or equivalent position and employment benefits if the employee returns to work atter the
leave. The Sheriff's Office shall continue to pay the employer portion of employee-only health care
coverage during the leave.

5.03.02 ___Eligible Employees
Employees eligible to request tamily or medical leave are those who:

A, Have been enployed by the County for at least 12 months,
B. Have at least 1,250 hours of service during the previous 1 2-month period.
C.__ Have notused 12 or more weeks of family or medical leave in the previous 12 months,

5.13.03 Eligible Events

The Sherift's Ottice is tequired to grant up to 12 weeks of leave in any 1Z-menth period
because of the;

Al Birth of a son or daughter of the employee, and care after such birtlh.
B. Placement of a son or daughter with the emplovee for adoption or foster care.
C. In order to care for the spouse or son, daughiter or parent of the emplovee, 1

such spause, son, daughrer or parent has a serious healtly condition.




D. A serious health condition that makes the emplovee unable to pertorm the

functions of the position of such emplovee.

513.04 Serious Health Condition
The rerm “serious health condition” means an injury, illness. isupairment ar physical or
mental condition that involves:

A Conrinuing treatment by a health care provider,
B

Inpatient care in a hospital, hospice, or residential medical faciliey.

5.13.05 _ 12-Month Period - Will be calculated by raking 12 calendar months immediately

preceding the request for leave,

5.132.06 __Health Care Provider
A “health care provider” is a docror of medicine or osteopathy whe is aurhotized ro
practice medicine or surgery by the stare in which the decror practices: ar any ather person
derermined by the Secretary of Labor to be a capable of providing health care services,

5.13.07 Family Leave
Leave tor the birth or placement for adoption/foster care may begin before the birth of the
child and must be raken:

Withan 12 menths of birch ar placement:
All ar once, unless agreed otherwise: or

Intermitrent or reduced schedule leave if medicaliv required.

Ol

5.13.08 Certitication - The Sheriff's Oftice will require certification of the condition and may

requiire a second apinion.

5.13.09 Combined Leave Lenirs
[f wo or more emple

ees wish to take leave to care for the same individual, then there isa

combined leave limir of 12 weeks to care for a

A. Parent:
B. Child; or
C. Spousze.
5.13.10 Reduced Schedule
A Leave for a serious health condition mav be mken inzermitrently or on a reduced

schedule if medically necessary.

B. The Sheritt may temporarily transter an employee to an alternative positian to

accommadate this leave.

C. The employee must make the atrenyot tn schedule medical care ourside of his Ter

working hours, or with consideration to rhe needs of t he Ottice.

5.13.11 Paid [eave - The Sheriff’s Oftice will require all accrued sick leave 1o be raken and run

concurrently with FMLA leave.




5.13.12 Health Care Benefits
A. El Paso County will continue to pay the emplover pottion for eroup health plan
coverage for the employee for up ro 12 weeks of family or medical leave.
o B, The employee is responsible for paying tor dependent healtly care coverage.
C. El Paso County may discontinue health care coverage it an enyployee's health care
payment is more than 30 days lare,
D. In order ro alleviate the financial sorain_en an employee of paying for benefirs
during an unpaid leave, the emplovee may choose to temporarily drop any coveraee
{such as dependent coverage, additienal life insurance, eic.) during the leave, and
have such coverage reinstated upon his or her rerurn in accordance with the heakth
5.13.13 Recovery of Health Care Payment
If the employee does not return 1o work following family or medical leave, the Sherif's
Office may recover its share of health care paymenss paid during the unpaid portion of the
leave, unless the failure to return is due to a qualitying serious health condition or other
circumstances beyond the employee's control.
5.13.14 Reinsrarement
El Paso County will reinstate an emplovee returning frow family or medical leave o the
A. Position
B. Pay
C._ Benefis
D. Shift
E. Schedule
5.13.15 Notification Reguirement-El Paso Co

A. Ar the rime an employee requests family or medical leave, the Sheriff must inform the

employee of the;

(1 Employee's rights under. nily and Medical Leave Act, as required
by law,
{2 Specitic expeciarions and obligations of the employee when requesting
fanuly or medical leave,
3) Clonsequences to the emplovee it e or she fails 1o meet these
obligations,
B. The initial notification may rake place verbally, bue must be followed by written

notification via a copy of:

{1 The Family and Medijcal Leave form.
) This Policy.
3) A memo or lerrer




5.13.16 Notitication Requirement for Employees

A. An emplovee expecting ro take medical leave should wake a reasonable ettfort to

schedule the leave so as not to disrupe the Oftfice's operations, subject o the

Liealdh care provider's approval.

B. The employee must nority the Sheritf of the need for family or medical leave:
. (1} 30 davs prior ro che day the employee last expects o work,
(2) _IF this is not_possible, then within 2 days of the day the employee

becomes aware of the need for leave, Narice can be given verbally, bur
the employee must complete the associared reauest forms Gvailable trom
the Human Resources Departmnent) as soon as possible to ensure that
conrinuation of medical benefits takes place.

G When the employee 13 unable to give notice personally, notice may be viven on
behalf the employee by any other responsible party {spouse family member,
medical staff of facility, erc.)

5.13.17 Medical Certification

A When the employee requests medical leave, the Shentt's Office will require that

serious health condition exists. A form is available from rhe Human Resonrces

Department,

B. The medical cerrification must inctude:

() The dare on which the serious health condition conmenced.

2) The probable duration ot the condirion.

(3) The name, address and relephone nunlser of the health care provider.
€3] The name of the patient,

(6) A statement that the elployee's absence from work is required.

C. This certification must be turnished by the employee within 15 davs of the leave

heing requested.

513.18  Additional Certifications

>

The Sheritf’s Office may require a second opinion be obrained from a bealth care

provider selected by the Sheritf's Ottice, and at the Oftice's expense. Should the

first and second opinions vary, the Sheritt's Office nav reguire the emplovee ro

obtain a third medical certificanon, ar the Oftice's expense, from a third health
s Office and the
employee. The opinion of the third health care provider shall be final and

care provider designared or approved jointly by the Sheriff

bmnding.




l

The Sherift or HR Department will require certitication of continued need for

m Every 30 days.

(2) When the employee requests an extension of leave.
3 If the circumstances surroundiag the [eave change.
(4 When the Shentf's Ottice recerves information thag casts doubt upon the

continuing valdiey of the certitication,

5.13.19 Eailure ro Comply
A Family and medical leave are sranted by the Sheritt's Office with the expectation
that the emyplovee will comply with the oblisarions outlined in these nules.
B. __Failure ro do so could result in leave being denied.
5.13.2 Return to Worlk
A IF the employee has been away on medical leave for her/his own serious healtls
condirion, THEN the Sheritt will vequire that a "fitness for duny” release fram
the health care provider be provided before allowing the employee to rerura 1o
“'Ork.
5.13.21 Seniority
A, For the purposes of reurement, family or medical leave will not be considered a
break in service,
B, However, the Sheriti's Office is nor reguired to grapt accrual of senioricy during
the leave.
5.13.22 Options
A. Employees and/or their supervisors secking further information or lelp in
arranging family or miedical leave should contact the Human Resources
Department for assistance.
B. If an_employee teels that his/her righes under the Family and Medical Leave Act
have been violated, she/he may;
_ (0 Lontact the Human Resources Department.
(2 File a complaint with the ULS. Department of Labor.
3) Bring a cvil action against the County for violation of tlig policy.
1g
C, Questions regarding this policy and its accompanying procedures should be

directed to the Human Resources Department at (915) 546-2218.




Proposed Change #3: Discuss and take appropriate action to approve recommended changes to

Chapier 7. Section | Performance Evaluation System, of the El Paso County Sheriff’s Office Civil
Service Commission Rules and Regulations.
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Performance Management

7.1.02

Performance management is ntinious process of managers and employees working rogether o
plan, monitor, and review an employee’s work objectives or soal:_and overall contriburion to the

organization. More than just an annual perfortance review, 1t_is the continuoeus process ot sefting

objecrives, assessing progress and providing on-going coaching and feedback ro ensure employees are

meering their objectives and career goals. The tundamental goal of performance management is to

promote and improve employee etfectiveness

_Forms




A Evaluation and Quarterly coaching forms are located on the intranet within the HR section.
3oth forms shall be used for regular and probationary employees.

B. The employee must sign the torm acknowledging receipt of the evaluaton. Sienine the torm
does not indicare the emplovee agrees with the evaluarion.

C. Supervisors must sign all evaluations,

D, Cowplered performance evaluations wil e cent 1o sd msraed Ly the IR By partine it

m the employec’s personuel 8le:

Performance Management Procedure

Each regular epuployee shall be given a written performance evaluation by the end of each

fiscal vear, September 30", or on the employee's’ anniversary date in thesr current position.

( The due date of the evaluation is ac the discretion of the Sheriff and wust be the
same for the entire Offive,

(2) _The Sherift, or lis designees, are responsible for completing annual evaluations and

submitting them ro the HR Department in a rimely manner but no later than

(3 It an_employee is due for an evaluarion on lis i Lier anniversary date as of result

of a demotion, promotion, completion of the first vear of employment or 1
i's_election to complete evaluations on_employees anngversary date- the
evaluation 1s due five (5) days from the anniversary date.

(4 Failure fo submir cuaely evaluations may result in o bareaisnne i employees

not receiving a step increase, if steps ave approved by Commissioners « ourt tor the

related fiscal vear. Additionally, no retresctive payments will be siven for 1

baggauing unit emplovees who do not receive a il evaluarion unless approved
by Commissioners Court,

{1} All newly hired emplovees shall be evaluated at the conclusion of their probationary

period--menrlfrotrdite-ob-dure).,

{2). Probationary employees are not eligible for step increases until the completion of

their first year anniversary.

(3). All probationary evatuation forms shall be submitced ra che HR Departruent within

five (5) days from the date of the end of the employee's probationary period-i&
merathfretrdhereof liiged,

€] In the event an emplovee does not successtully complere 1l probationary period
she Sherift should work with rhie HR Departient and the County Artorney’s oftice

iy} Dl‘OpCl‘ly document L’.lllp]OYlllt‘hf bﬂ]ﬁnrﬂ[’i()l’l.

A, Annual Evaluation

Qcroler 5" of each year.
B. Probationary Evaluation
C. Unscheduled Evaluagion

Unscheduled evaluarions are recommended in the following cases:

{1 Prigr to an employee leing ransferred to a new supervisor ot i,




(. Prior o an employee being placed on an extended leave status. o include military
leave.

D Coaching and Feedback Reconunended

Supervisors are_encouraged to_communicate regularly with rheir employees,  Providing
ongoing feedback and coaching reporrs can assist wich the annual evaluation. The purpose

of performance coaching and feedback is to help managers improve the productiviry of th ir

employees, to_develop and improve an emplovee’s performance, and to correct poor

petformance,
i) Ideally, coaching should be completed at the end of each guarter:
— December 31, March 31, and June 30 of each vear,
(2 While oaching torms are available for use during these sessions, they are not
required. Coaching forms are not submitted to HR; rather, they are kept at the
pere level tor turure use when compiling the annual evaluation.
7.1.04 Below Standards Evaluarions
A Performance whicly fails ro meet the performance srandards of the position being evaluared
is unacceptable.
B. _Non-bargaining unit_ekEmployees will not receive o step increases after receiving a_“Below

Standards” evaluarion.

=

=, Corrective action must be initiated anyrime an employee receives an evaluation that is below

standards, if action has not already been taken. Siperviors should work wich the HR

DEPZ{I‘[IIICHT regardmg any corrective action tmeastires 'ﬂ[’(’dt‘d‘

1.1.05 Appeals

Performance evaluarions are not disciplinary actions and cannot be grieved throush the Civil Service

Commission.

A Emplovees may submit supplemental documentation detailing disagreement
with their_evaluation_witlun even (7)_davs of receipt of (i cvaluation, This
docuentation_nust be submirted to the Sherift.

B The Sheritf shall respond ro the employee by meeting with the emplovee ro discuss
the employee’s disagreement within even (7} days of receipr of the employes's
supplemiental documentation.

C. he annual evaluation: will be finalized once the Sheriff niakes o Jdecimion o o
appeals==The Shentts Jecision is Hinaland inay nor Le appealed.

1.1.06 ___Training

Performance Management eraining will be Leld. a- 1secessary, throughour the vear for supervisors. For
taiung infonmation, visit the rraning calendar on the incener located within rhe HR section.

Copies of the proposed changes may be picked up in the Human Resources Office of the El Paso County Sheriff’s
Office at:

Sheriff’s Headquarters
3850 Justice Road

Thank you!




