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INTRODUCTION 

Welcome! As an employee of Bastrop/Travis Counties Emergency Services District No. 
1 (the “District"), we hope you will find your employment to be both rewarding and challenging. 
Because the quality of our employees is the key to our success, we carefully select our new 
employees. In turn, we expect employees to contribute to the success of the District. 

This Employee Handbook describes the employment policies, operating philosophy, and 
benefits provided for both full-time and part-time employees of the District. Your crew leader or 
one of the District Coordinators will be happy to answer any questions you may have. 

From time to time we revise and update our Employee Handbook. This Employee 
Handbook supersedes prior versions. These personnel standards and policies, as well as job 
descriptions, may be revised at the discretion of the District.  

This Employee Handbook gives a general summary of your benefits.  Official documents 
(e.g., insurance plans) are on file with management.  If there is ever any inconsistency between 
this summary and the official documents, the official documents control.  

 

  



 2 

 
EMPLOYMENT POLICIES 

AT-WILL EMPLOYMENT 

The contents of this Employee Handbook do not create a contract between the District 
and its employees or promise continuing employment. District policy requires all employees to 
be hired at-will, and this policy cannot be changed except by a written document. You are an at-
will employee of the District unless specifically notified differently in a written document signed 
by the employee and the President of the Board of Commissioners of the District. Thus, your 
employment can be terminated at any time, with or without cause, for any reason or no reason, 
and with or without prior notice, either by you or by the District.  

CLASSIFICATION OF EMPLOYEES 

The District has established the following employee classifications so that employees 
understand their employment status and benefit eligibility.   

(1) Administrative Employee: An office employee who performs administrative work. 

(2) First Responders: Specially trained medical technicians who are certified to provide 
basic emergency services before and during transportation to a hospital.   

(3) Regular Full-Time: A regular full-time administrative employee is regularly 
scheduled to work at least 40 hours in a 7-day workweek. A regular full-time first 
responder is regularly scheduled to work 24 hours per day while on shift from 0900 to 
0900. Regular full-time first responders work repeating work cycles of 24 hours 
on/72 hours off. This schedule results in each first responder working either three or 
four shifts in each bi-weekly pay period. Regular full-time employees are eligible for 
all employment benefits offered by the District, subject to the terms of those plans. 

(4) Temporary: An employee who fills a temporary, emergency or short-term need, such 
as a first responder hired to fill in a shift for an absent employee. The employee will 
not receive any benefits unless specifically authorized in writing or as required by 
law. 

(5) Exempt/Non-Exempt: A provision of the federal Fair Labor Standards Act generally 
divides all employees into two categories based on their eligibility for overtime pay.  
An exempt employee is salaried and works the hours required to meet his/her work 
responsibilities and does not receive overtime pay. Non-exempt employees, including 
first responders, receive overtime compensation for authorized work in excess of 40 
hours in a seven-day workweek. The workweek for employees of the District (for 
purposes of determining if overtime pay has been earned) is seven days beginning at 
0900 on Sunday and ending at 0900 on Sunday seven days later.  

 Volunteer first responders are not employees, and they are not entitled to any District 
benefits except worker’s compensation insurance. However, volunteers are nonetheless expected 
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to conduct themselves in accordance with the applicable policies set out in this Employee 
Handbook that govern employees generally. The District will pay volunteers a nominal stipend, 
which in no event will exceed 20 percent of the amount that otherwise would be required to hire 
a regular employee for the same services. The stipend is taxable compensation subject to regular 
payroll withholding. No employed first responder of the District can volunteer as a first 
responder for the District. 

See one of the District Coordinators right away if you have any questions, issues, or 
complaints regarding your job classification, method of compensation, or any deductions from 
pay. Any deductions or payments determined to be improper will be corrected immediately, in 
full compliance with the law. 

CONDUCT GUIDELINES 

An employee of the District shall not engage in any criminal, dishonest, immoral, or 
disgraceful conduct or behavior, activity, or association that discredits the employee and/or the 
District. Each employee is expected to conduct himself both on and off the job in such a manner 
as to reflect credit on both himself and the District. Therefore, any misrepresentation of facts or 
falsification of records, including personnel records, medical records, leaves of absence 
documentation or the like will not be tolerated.  

Orderly and efficient operation of the District requires that employees maintain proper 
standards of conduct and observe certain procedures. These guidelines are provided for 
informational purposes only and are not intended to be all-inclusive.  Nothing herein is intended 
or shall be construed to change or replace, in any manner, the "at-will" employment relationship 
between the District and its employees. The District views the following as inappropriate 
behavior: 

(1) Negligent, careless or inconsiderate treatment of the public, visitors, fellow 
employees, and vendors (collectively, “Business Contacts”) and/or their information 
and files. 

(2) Theft, misappropriation, or unauthorized possession or use of property, documents, 
records or funds belonging to the District or any Business Contact or employee, or 
removal of same from District premises without authorization. 

(3) Changing or falsifying business contact records, District records, or personnel or pay 
records, including time records, without authorization. 

(4) Willfully or carelessly damaging, defacing or mishandling property of a business 
contact, the District or other employees. 

(5) Taking or giving any gift or gratuity from any District resident, supplier (during 
contract negotiations or the bidding process) or other person doing business with the 
District as it may give the appearance of influence regarding their service (if a gift is 
received and is unable to be returned to the sender, one of the District Coordinators 
will determine an appropriate remediation action). 
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(6) Engaging in horseplay or practical jokes, provoking a fight, or causing or 
participating in a disruption of any kind. 

(7) Willfully or carelessly violating security or safety equipment or regulations. 

(8) Unauthorized use of a personal vehicle for District business, or of a District vehicle 
for personal use. 

(9) Rude, discourteous, or unprofessional behavior; creating a disturbance on District 
premises; or creating discord with Business Contacts or fellow employees; use of 
abusive language. 

(10) Insubordination or refusing to follow instructions of the crew leader or one of the 
District Coordinators or the use of abusive or threatening language toward a senior 
officer or any Commissioner; refusal or unwillingness to accept a job assignment or 
to perform job requirements. 

(11) Failure to observe scheduled work hours; failure to report to work when scheduled or 
to timely notify management of an absence or tardiness; unauthorized or excessive 
time off. 

(12) Leaving the premises during scheduled work hours without permission; unauthorized 
absence from assigned work area during scheduled work hours. 

(13) Except for first responders who are allowed to sleep while on duty, sleeping or 
loitering during working hours. 

(14) Recording work time for another employee or having time recorded by another 
employee. 

(15) Use or possession of intoxicating beverages or use or possession of illegal drugs on 
District premises or during working hours or reporting to work under the influence of 
alcohol or illegal drugs. 

(16) Unauthorized possession of a weapon. 

(17) Gambling. 

(18) Falsification of one's employment application, medical or employment history, or 
other work-related documents. 

(19) Unlawful or unprofessional conduct, on or off District premises, which adversely 
affects the District services, property, reputation or goodwill in the community, or 
interferes with work. 
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CONFLICT OF INTEREST 

The District holds itself and its employees to the highest standards of lawful and ethical 
conduct. Be very careful that your relationships with Business Contacts or other activities do not 
subject you or the District to question or undue criticism.  You must refrain from engaging in any 
activity that could be in conflict with your status as a District employee.  This includes the use of 
your position with the District for personal profit or advantage or entering into transactions or 
relationships where it may appear you have a conflict of interest, are improperly benefiting from 
your affiliation with the District, or are violating laws governing fiduciary relationships.  Good 
judgment and common sense are to supplement these provisions to avoid even the appearance of 
impropriety.   

DISABILITY AND RELIGION ACCOMMODATION 

Federal and state law prohibit discrimination on the basis of disability and protect 
qualified applicants and employees with disabilities from discrimination in hiring, promotion, 
discharge, pay, job training, fringe benefits, and other aspects of employment. The law also 
requires that employers provide qualified applicants and employees with disabilities with 
reasonable accommodations that do not impose undue hardship on the employer, if such 
accommodations permit the individuals to perform the essential functions of their jobs.  

An employee should advise one of the District Coordinators if he or she requires 
accommodation to enable the employee to perform the essential tasks of the job.  The District 
will work with the employee to find a reasonable accommodation for the disability. The District 
Coordinators may request that the employee obtain medical documentation from the employee’s 
health care provider describing the nature, severity and duration of the condition, how it affects 
the employee’s ability to perform the job, and how, if at all, it can be reasonably accommodated. 
Reasonable options that may be available for a disability include modified duty, part-time work, 
reassignment to a vacant position, acquisition or modification of equipment or assistive devices, 
or additional leave if the employee can provide a reasonable return-to-work date. 

The District will also reasonably accommodate its employees’ religious needs and 
practices, including those related to appearance and observance of holidays. An employee should 
advise one of the District Coordinators if he or she requires accommodation for religious 
reasons. The District will then consider what reasonable adjustments to the work environment 
will allow you to practice your religion and will make an accommodation unless doing so would 
cause more than a minimal burden on the operations of the business. Examples of some common 
religious accommodations include flexible scheduling, voluntary shift substitutions or swaps, job 
reassignments, and modifications to workplace policies or practices. 

DISCIPLINARY ACTION 

A high level of job performance and conduct is expected of you.  In the event that your 
job performance or conduct do not meet the standards established for your position, or if you 
violate District policy, disciplinary action may ensue, including termination of employment. 

The District is not required to follow progressive discipline before making an adverse 
employment decision, including discharge.  Disciplinary action may be in the form of a written 
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or oral reprimand, notice(s) of inadequate job performance, suspension, discharge or any 
combination of the above, if the District so elects. When and whether to discipline, and the 
manner and form of discipline, are at the sole discretion of the District. 

Unpaid disciplinary suspension of one or more full workdays may be imposed in good 
faith on an employee for violation of written policies involving serious workplace misconduct 
(such as violence, drugs, harassment, etc.).   

DRUG-FREE WORKPLACE 

It is the goal of the District to provide a safe and drug-free work environment for our 
employees, customers and visitors. For purposes of this policy, “illegal drug" means any drug 
which is not legally obtainable under federal law, or which is legally obtainable but has not been 
legally obtained. The term also includes controlled substances, inhalants, intoxicants, marijuana, 
prescription drugs not legally obtained, prescription drugs not used as prescribed, and synthetic 
substances, such as synthetic marijuana, which are designed to mimic the effects of other illegal 
drugs. 

The District prohibits the possession, use, purchase, sale, manufacture, transfer, or 
presence in one’s system of alcohol or any illegal drug by any person within the District when 
that individual is on District premises or is performing District business or on scene, or when 
such activity affects the individual's suitability for continued employment (by, for example, 
adversely affecting the work performance or safety of the employee or others, or by harming the 
District’s reputation). The District also prohibits the use, purchase, sale, manufacture or transfer 
of drug paraphernalia, as well as the legal use of prescription and over-the-counter drugs that 
impair the employee’s ability to safely and efficiently perform their job. 

Employees are not permitted to: 

(a) Consume alcohol or use illegal drugs while on duty; 

(b)  Report to work or work with a detectible level of alcohol or illegal drugs;  

(c) Refuse to submit to a required drug test or alcohol test; or  

(d) Interfere with any testing procedure or tamper with any test sample. 

The District may conduct alcohol and drug testing under the following circumstances: 

Reasonable Cause: The District may ask an employee to submit to an alcohol and 
drug test at any time it appears that the employee may be under the influence of drugs 
or alcohol, including, but not limited to, the following circumstances: evidence of 
drugs, alcohol or drug paraphernalia on or about the employee's person or in the 
employee's vicinity, or unusual conduct on the employee's part that suggests 
impairment or influence of drugs or alcohol, including negative performance patterns 
or excessive and unexplained absenteeism or tardiness. A determination of reasonable 
cause must be based on a reasonable and articulable belief that the employee is using 
alcohol or drugs on the basis of specific contemporaneous physical, behavioral, or 
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performance indicators of probable use, such as observations regarding productivity, 
work habits, behavior, or attitude, or of speech, odor or appearance of an employee 
sufficient to lead a prudent person to suspect that the employee may be under the 
influence of alcohol or drugs.  

Post-Accident: If an employee's action or inaction either contributed to an accident or 
cannot be completely discounted as a contributing factor to the accident, and if there 
is either an injury or property damage exceeding $500.00, the employee will be 
tested. The decision not to administer a test post-accident must be based on a 
determination, using the best information available at the time of the determination, 
that the employee's performance could not have contributed to the accident. 

 Testing will be performed only with the employee's knowledge and consent. However, 
any employee who refuses to consent to a test will be subject to disciplinary action, up to and 
including termination. If an employee is tested for drugs or alcohol outside of the employment 
context and the results indicate a violation of this policy, the employee may be subject to 
appropriate disciplinary action, up to and including discharge from employment with the 
Company.  

An employee who comes forward to advise management that he or she has a chemical 
dependency problem is eligible for a leave of absence to secure treatment, provided such leave 
does not cause undue hardship on the District. Such employee will not be subject to disciplinary 
action by reason of having come forward before the District discovers the problem.  

Employees who are required to drive in the course of their employment are required to 
notify the one of the District Coordinators, in writing, within three days of an arrest for any 
moving violations, arrest with a charge of DWI or DUI, or arrest involving drugs. Such 
employees are also required to inform the one of the District Coordinators of the final disposition 
of the charge, in writing, within three days of such disposition. Any employee who fails to notify 
the District within three days of such arrest, charge or disposition will be subject to disciplinary 
action up to and including discharge.   

EQUAL EMPLOYMENT OPPORTUNITY 

It is the policy of the District to ensure equal employment opportunity without 
discrimination on the basis of race, color, religion, sex (including pregnancy), age, national 
origin, disability, military service, genetic information or any other characteristic protected by 
law.  The District prohibits and will not tolerate any such discrimination. This commitment 
applies to all aspects of the employment relationship, including hiring, transfers, promotions, 
training, terminations, working conditions, compensation, and benefits. If you have questions or 
concerns about any type of discrimination, harassment or retaliation in the workplace, you are 
encouraged to bring these issues to the attention of the crew leader or to one of the District 
Coordinators. If your complaint involves one of the District Coordinators, you may bring your 
concern to the President of the Board of Commissioners. 

FITNESS FOR DUTY 

The District is committed to maintaining a safe and productive workplace, so it requires 
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every employee to report to work fit to perform his or her job in a safe, appropriate, and effective 
manner. For purpose of this policy, “fitness for duty” refers to the physical, mental and 
emotional readiness of an employee to perform the essential functions of the job. The purpose of 
a fitness evaluation is to determine if the employee can perform the essential functions in a safe 
manner and if there is a need for restrictions. If it appears that the condition is a disability, the 
District will work with the employee to address any requested accommodations/modifications 
and whether the employee can perform the job with or without reasonable accommodations. 

The District encourages employees to voluntarily seek assistance for emotional and 
personal problems as well as physical and mental health conditions, including alcohol and drug 
dependency, before their work performance is adversely affected.  

A fitness for duty evaluation is a medical examination and therefore, in keeping with the 
Americans with Disabilities Act and District policy, is strictly limited to job-related inquiries and 
must be consistent with business necessity. A fitness for duty evaluation must be made with 
reference to the actual job duties of the individual who is to be examined, and any decision with 
respect to fitness must consider whether the employee can perform the job duties with 
restrictions. When the identified condition constitutes a disability and the employee asks for an 
accommodation, which might be the restriction, it may be necessary to collect additional 
documentation from the employee and his/her own healthcare provider to support the 
accommodation request. 

An employee should contact one of the District Coordinators regarding a fitness for duty 
evaluation when (1) an employee's conduct creates a reasonable belief that a threat to the health 
or safety of the employee or others, or to District property, exists; or (2) there is objective 
evidence that the employee cannot perform the essential job functions. The grounds for seeking a 
fitness for duty evaluation may become evident from a manager’s observations and/or receipt of 
a reliable report of an employee's possible lack of fitness for duty. Observations or employee 
self-reports may include, but are not limited to, difficulties with manual dexterity, memory, 
coordination, alertness, speech, vision acuity, concentration, response to criticism, interactions 
with co-workers, outbursts, hostility, violent behavior, suicidal or threatening statements, adverse 
change in personal hygiene, and/or reasonable suspicion (via odor or observation) of drug or 
alcohol use.  

The District may also require a fitness for duty evaluation as part of a physical exam 
following a job offer; for return to work following a leave related to an injury or illness; when an 
employee requests job accommodation; or there is a reasonable belief that the employee is 
minimizing or exaggerating health problems or using excessive paid or unpaid leave.  

Medical information obtained by the District is maintained on a confidential, need-to-
know basis in accordance with applicable law. The District will not disclose information about 
any health condition of the employee or other medical or psychological information without the 
consent of the employee or except as may be required by law. 
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HARASSMENT  

The District is committed to a work environment in which all individuals are treated with 
respect and dignity.  Each individual has the right to work in a professional atmosphere that 
promotes equal employment opportunities and prohibits discriminatory practices, including 
harassment, particularly on the basis of race, color, religion, sex (including gender stereotyping 
and pregnancy), age, national origin, disability, genetic information or any other characteristic 
protected by law. Therefore, the District prohibits acts that constitute an unlawful hostile work 
environment as well as other inappropriate conduct. 

Definitions of Harassment 

a. Sexual harassment constitutes discrimination and is illegal under federal, state and 
local laws.  For the purposes of this policy, sexual harassment is defined, as in the 
Equal Employment Opportunity Commission Guidelines, as unwelcome sexual 
advances, requests for sexual favors and other verbal, visual or physical conduct of a 
sexual nature when, for example:  (i) submission to such conduct is an explicit or 
implicit term or condition of an individual's employment; (ii) employment decisions 
are based on an employee’s submission to or rejection of such conduct; or (iii) such 
conduct has the purpose or effect of unreasonably interfering with an individual's work 
performance or creating an intimidating, hostile or offensive working environment.  

Sexual harassment may include a range of subtle and not so subtle behaviors and may 
involve individuals of the same or different gender.  Depending on the circumstances, 
these behaviors may include, but are not limited to: unwanted sexual advances or 
requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature; 
commentary about an individual's body, sexual prowess or sexual deficiencies; leering, 
catcalls or touching; insulting or obscene comments or gestures; display or circulation 
in the workplace of sexually suggestive objects or pictures (including through e-mail); 
and other physical, verbal or visual conduct of a sexual nature.  

b. Harassment on the basis of any other protected characteristic is also strictly 
prohibited.  Under this policy, harassment is verbal, visual or physical conduct that (a) 
denigrates or shows hostility or aversion toward an individual because of his/her race, 
color, religion, sex, age, national origin, disability, genetic information or any other 
characteristic protected by law or any such characteristic of his/her relatives, friends or 
associates, and that (b)  (i) has the purpose or effect of creating an intimidating, hostile 
or offensive work environment; (ii) has the purpose or effect of unreasonably 
interfering with an individual's work performance; or (iii) otherwise adversely affects 
an individual's employment opportunities.  

Harassing conduct includes, but is not limited to, epithets (inappropriate or 
demeaning name-calling), slurs or negative stereotyping; threatening, intimidating or 
hostile acts; and jokes and display or circulation in the workplace of written or 
graphic material that denigrates or shows hostility or aversion toward an individual or 
group and that is placed on walls or elsewhere on the employer's premises or 
circulated in the workplace, on District time or using District equipment via e-mail, 
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phone (including voice messages), text messages, tweets, blogs, social networking 
sites or other means.  

Individuals and Conduct Covered 

These policies apply to all applicants and employees, and prohibit harassment, 
discrimination and retaliation whether engaged in by fellow employees, by a crew leader or by 
someone not directly connected to the District (e.g., an outside vendor, consultant or member of 
the public). Conduct prohibited by these policies is unacceptable in the workplace and in any 
work-related setting outside the workplace, such as during business trips, business meetings and 
business-related social events. 

Retaliation Is Prohibited 

The District prohibits retaliation against any individual who reports discrimination or 
harassment or participates in an investigation of such reports.  

Reporting Harassment, Discrimination or Retaliation 

The District strongly urges the reporting of all incidents of discrimination, harassment or 
retaliation, regardless of the offender's identity or position.  Individuals who believe they have 
experienced conduct that they believe is contrary to the District’s policy or who have concerns 
about such matters should file their complaints with one of the District Coordinators. Individuals 
should not feel obligated to file their complaints with their crew leader first before bringing the 
matter to the attention of one of the other District-designated representatives identified above. In 
fact, if an employee tells the crew leader to stop harassing behavior, such activity does not 
constitute a valid report of a complaint under this policy; the complaint instead must be made 
directly to one of the District Coordinators, or, if the complaint involves one of the District 
Coordinators, to the President of the Board of Commissioners. Employees who experience repeat 
harassment after telling their harasser to stop, or who experience what they believe to be 
retaliation, are also expected to report their complaint directly to the crew leader, one of the 
District Coordinators or the President of the Board of Commissioners. Employees should report 
harassing behavior even if others also witness the conduct. 

Employees who have experienced or witnessed conduct they believe is contrary to this 
policy have an obligation to take advantage of this complaint procedure. The availability of this 
complaint procedure does not preclude individuals who believe they are being subjected to 
harassing conduct from promptly advising the offender that his or her behavior is unwelcome 
and requesting that it be discontinued.  

The Investigation 

Any reported allegations of harassment, discrimination or retaliation will be investigated 
promptly. The investigation may include individual interviews with the parties involved and, 
where necessary, with individuals who may have observed the alleged conduct or may have 
other relevant knowledge. Employees are expected to cooperate fully and honestly in the 
investigation process. Confidentiality will be maintained throughout the investigation process to 
the extent consistent with adequate investigation and appropriate corrective action. 
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Responsive Action 

Misconduct constituting harassment, discrimination or retaliation will be dealt with 
appropriately.  Responsive action may include, for example, training, referral to counseling 
and/or disciplinary action such as warning, reprimand, withholding of a promotion or pay 
increase, reassignment, temporary suspension without pay or termination, as the District believes 
appropriate under the circumstances.  

Bullying 

The District also prohibits acts of bullying. Bullying, like other offensive or 
violent behaviors, disrupts the operation of the workplace and the organization's ability to 
provide a safe, respectful work environment. All employees are expected to treat others with 
civility and respect, refuse to tolerate bullying, and report instances of bullying. 

“Workplace bullying” refers to repeated, unreasonable actions of individuals (or a group) 
directed towards an employee (or a group of employees), which is intended to intimidate and 
creates a risk to the health and safety of the employee(s). Workplace bullying often involves an 
abuse or misuse of power. Bullying includes behavior that intimidates, degrades, offends, or 
humiliates an employee, often in front of others. Bullying behavior creates feelings of 
defenselessness in the target and undermines an individual’s right to dignity at work. Bullying 
can be by gesture or by written, verbal, graphic, or physical act, including information 
electronically transmitted through e-mail, Internet or telephone (including cell phone calls or 
text).  

Bullying is different from aggression. Whereas aggression may involve a single act, 
bullying involves repeated attacks against the target, creating an on-going pattern of behavior. 
Bullying is also different from harassment. Harassment is a form of unlawful discrimination, 
while workplace bullying is not unlawful in Texas unless it is based on protected characteristics 
such as race or gender. “Tough” or “demanding” bosses are not necessarily bullies, as long as 
their primary motivation is to obtain the best performance by setting high expectations, and they 
remain civil and respectful while implementing those standards. 

HOURS OF WORK 

All employees must follow their assigned work schedules unless they have made prior 
arrangements with their crew leader to work at different times. All on-duty employees are 
expected to be at their assigned station at the start of their established work day or shift, ready to 
perform their job duties and leave promptly at the end of their established work day or shift. 
Non-exempt employees should not clock in prior to their assigned start times, nor should they 
clock out later than their assigned ending times, unless they have been instructed by the crew 
leader to start work early or stop work late or they are first responders performing shift change 
duties. Likewise, employees should not clock in until they are ready and prepared to begin their 
assigned tasks, and should not clock out unless they are completely finished with their work for 
the day. 

The published work schedule will be established by the crew leader and is subject to 
change in response to changes in staffing levels and District needs. In any given week, if you 
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wish to adjust your normal work schedule or your shift, or trade shifts, you must obtain the crew 
leader’s approval.  

The District must maintain accurate time records on all employees, and each employee 
bears primary responsibility for enabling the District to do that. Properly recording work time 
and complying with the District’s timekeeping procedures are in each employee’s job 
description, regardless of whether such duties are spelled out in such a document. Your crew 
leader or one of the District Coordinators will explain the procedures for recording your work 
hours. Employees must follow those procedures exactly. Failure to properly clock in and out is 
an imposition on the other employees who must handle such negligence and will result in 
corrective action as outlined below, and may adversely affect raise reviews and performance 
evaluations as well. 

 Each employee must fully and accurately record all time that he or she works each day, 
without exception, according to the rules and procedures that apply in the department to which 
the employee is assigned. No employee may alter or otherwise modify his or her time record, 
record work time for another employee, or alter or modify in any way the time record of another 
employee, unless specifically instructed or allowed to do so by the crew leader or one of the 
District Coordinators. No employee may work without properly recording the time worked. At 
the end of each pay period, the employee must sign a certification on the time record that the 
record accurately and completely reflects all time worked during the period in question and that 
no hours were worked that do not show up in the record. 

Overtime will be paid to any non-exempt employee who works more than 40 hours in 
any single workweek.  An overtime rate of 1.5 times the regular rate of pay is paid only for hours 
that exceed 40 hours in a seven-day workweek.  Paid leave hours, such as for bereavement, do 
not count toward “hours worked” for purposes of determining overtime pay.  Extra hours worked 
on a day in a workweek do not result in overtime liability unless they result in the total worked 
hours for the workweek exceeding 40 hours.   

An administrative employee must generally have permission of one of the District 
Coordinators to work more than an eight-hour day since this may result in the employee 
exceeding 40 hours of actual work for the workweek.  For first responders, the following 
situations outline when more than the scheduled number of hours may be worked on any single 
shift or when an employee may report to duty when the employee is not scheduled to work a 
shift: 

1. The District or the crew leader requests an employee to work more than hours on 
a single shift than were scheduled. 

2. The employee is on duty and cannot return to the FR1 quarters prior to the end of 
their shift due to an ongoing emergency situation. 

3. The District or the crew leader requests that an employee report for duty on a day 
when the employee was not scheduled to work. Call-out time occurs when a first responder is 
called after leaving work to report immediately and unexpectedly for work that is not scheduled. 
A call-out does not apply to employees who have been notified prior to leaving work that a 
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return to work will be required. Hours worked will be computed from the time the employee 
leaves to travel for duty until discharged for the day. A minimum of two hours’ credit will be 
recorded as time worked for employees requested to report to duty unexpectedly.  

4. An employee may report for duty at the employee’s discretion outside their 
assigned shift only if: 

a. The employee is physically inside Bastrop or Travis County at the time of 
response, AND 

b. The District has received a call for service for a confirmed mass casualty incident. 

The employee must notify one of the District Coordinators or the crew leader of his or 
her intent to respond and must proceed either to the FR1 quarters or as directed. Under no 
circumstances shall the employee respond directly to the scene without explicit direction to do 
so. 

A mass casualty incident is an incident that has produced more casualties than a 
customary response assignment can handle. Type of incidents that can product mass casualties 
include, but are not limited to: building collapse, mass transit accidents, HAZMAT incidents, 
WMD, and chemical exposure. 

 An employee must keep the crew leader informed of any work hours outside his or her 
scheduled hours that may result in overtime. Time off during the workweek may be allowed or 
required to offset the extra hours worked at the discretion of one of the District Coordinators. 
Any violation of this policy may lead to disciplinary action, up to and potentially including 
termination of employment, depending upon the severity or repeat nature of the offense. 

MEAL, BREAK, AND SLEEP PERIODS 

Non-exempt administrative employees are permitted a non-compensated meal period 
each workday of at least one-half hour.  You are encouraged to take a non-compensated meal 
period each workday of up to one hour if the workload permits. If you don’t have at least 30 
minutes uninterrupted by work in which to complete a meal period, the time is considered “hours 
worked.” First responders are compensated for all meal, break and sleep times taken during their 
shifts.  

However, nursing mothers are permitted reasonable breaks to express breast milk for 
their infants during work for up to one year from the newborn’s date of birth, and the District 
will provide a private place for such use. Unlike ordinary coffee or rest breaks, breast-pumping 
breaks are not compensated, so non-exempt employees must clock out and then back in for such 
breaks. Employees who use their regular paid rest breaks for expression of breast milk are paid 
for those breaks just as any other employees. In terms of total work time for the shift, the 
employee may need to either arrive earlier or stay longer to work a certain number of hours, or 
else experience a slight reduction in pay due to having unpaid breast-pumping breaks during the 
day and not being able to arrive earlier or stay later to make up the time. 
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PERFORMANCE EVALUATION 

Employees typically receive an appraisal of job performance upon the completion of the 
first 90 days of employment and every year thereafter. In addition to the formal written or oral 
annual review, informal counseling sessions may be conducted from time to time. Because salary 
adjustments are based on merit, the evaluation process is an important element in the merit 
review.  However, salary adjustments are not guaranteed or automatic.   

PROBLEM RESOLUTION 

Although the District hopes that employment disputes with its employees will not occur, 
when these disputes do arise, it is in the mutual interest of all concerned to handle them promptly 
and with a minimum of disturbance to the operations of the District's business and the lives of its 
employees. Suggestions for improving the District are always welcome, as are your good-faith 
complaints, suggestions or questions about your job, your working conditions or the treatment 
you are receiving. You are requested to put your concern in writing to facilitate any 
investigation, solution or explanation. 

Within a week of the occurrence, a first responder should bring the situation to the 
attention of the crew leader, who will then investigate and provide a solution or explanation. If 
your complaint involves your crew leader, or if the crew leader does not or cannot resolve the 
problem, you may bring your concern to one of the District Coordinators. Administrative 
employees should bring their complaints directly to one of the District Coordinators. If your 
complaint involves one of the District Coordinators, you may bring it directly to the President of 
the Board of Commissioners.  

If the problem is not resolved or if you believe you are being subjected to retaliation, you 
may present the problem in writing to the entire Board of Commissioners, whose decision will be 
final. 

This procedure, which we believe is important for both you and the District, cannot result 
in every problem being resolved to your satisfaction. However, the District values your input and 
you should feel free to raise issues of concern, in good faith, without the fear of retaliation. 

REFERENCE CHECKS 

Only one of the District Coordinators can provide information to people outside the 
District regarding current and former employees.  

TERMINATION 

Upon separation of your employment, you are to remove your personal possessions and 
return to the District all of its uniforms, equipment, tools, data and other property. Upon 
separation, you are not entitled to severance pay, except at the sole discretion of the District.  
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WORK ASSIGNMENTS 

Management reserves its right to place you where and in whatever jobs it deems 
necessary.  All job transfers, job changes, reassignments, and promotions are at the discretion of 
the District. In addition to specific duties that may accompany an individual’s job 
responsibilities, each job also includes "and other assigned duties."   
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RULES OF CONDUCT 

ATTENDANCE 

Your regular and predictable attendance is important to the District. Unsatisfactory 
attendance, including tardiness and leaving work early, is unacceptable performance. Among 
other things, “good attendance habits” for non-exempt employees include appearing for work at 
the start of the assigned work schedule and not leaving work until the scheduled end of the 
assigned work schedule unless excused by your crew leader or one of the District Coordinators. 

If you are ill or injured or an emergency arises which prevents you from coming to work, 
a first responder must notify the crew leader by phone no later than the start of your assigned 
daily work schedule, advise the crew leader of your expected time and date of return, and call in 
each day you are absent. Administrative employees must notify one of the District Coordinators 
in the same manner. Leaving a voice message or sending a text message is unacceptable unless 
the crew leader or one of the District Coordinators has expressly approved these methods of 
communication. If you are physically unable to contact the District, you should direct another 
person to make the contact on your behalf. 

If you are absent because of an illness, the District may require that you submit written 
documentation from your health care provider substantiating the absence is due to illness and/or 
stating you are able to return to work before you will be allowed to return.  

All absences for any reason are to be arranged as far in advance as possible. If a medical 
or other appointment must be scheduled during a shift, it should be scheduled at the beginning or 
the end of the shift, if possible. 

Repeated absences, excessive absences (excused or unexcused) or a pattern of absences 
are unacceptable job performance. If you are absent and have not provided proper notification, 
the District will assume that you have abandoned your position and you may be treated as having 
voluntarily terminated your employment with the District. 

CELL PHONES 

While at work employees are expected to exercise the same discretion in using            
personal cell phones as is expected for the use of District phones. Excessive                           
personal calls during the workday, regardless of the phone used, can interfere with                           
employee productivity and be distracting to others.  

All employees are prohibited from using any electronic devices for calls, texts, GPS 
assistance or other purposes while operating a vehicle, either while the employee is driving on 
District time or if he/she is conducting business. Provided, however, a first responder may use 
electronic devices in emergency situations if the use is both reasonable and effective in ensuring 
safety and compliance with all laws. Under no circumstances are District employees to place 
themselves or others at risk to fulfill business needs. District employees who are charged with 
traffic violations resulting from the use of an electronic device while driving will be solely 
responsible for all liability that results from such actions.  
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COMMUNICATIONS SYSTEMS 

The District’s communication systems and equipment, including all its files and data, 
belong to the District and are for authorized District business only. The communication systems 
should not be used for personal purposes or to solicit or sell products, distract or harass others, or 
disrupt the workplace. First responders who wish to engage in any personal use of the internet 
must bring and use their own devices. 

All District policies and procedures apply to employees' conduct on the Internet, 
especially, but not exclusively, relating to confidentiality, District information dissemination, 
standards of conduct, misuse of District resources, anti-harassment, and information and data 
security. 

Use of District computers, networks, and Internet access is a privilege granted by 
management and may be revoked at any time for inappropriate conduct carried out on such 
systems, including, but not limited to: 

• Sending chain letters or unsolicited commercial e-mail ("spam") that is unrelated 
to legitimate District purposes; 

• Engaging in private or personal business activities; 

• Accessing networks, servers, drives, folders, or files to which the employee has 
not been granted access or authorization from someone with the right to make 
such a grant; 

• Making unauthorized copies of District files or other District data; 

• Destroying, deleting, erasing, or concealing District files or other District data, or 
otherwise making such files or data unavailable or inaccessible to the District or 
to other authorized users of District systems; 

• Misrepresenting oneself or the District; 

• Violating the laws and regulations of the United States or any other nation or any 
state, city, province, or other local jurisdiction in any way; 

• Engaging in unlawful or malicious activities; 

• Deliberately propagating any virus, worm, Trojan horse, trap-door program code, 
or other code or file designed to disrupt, disable, impair, or otherwise harm either 
the District's networks or systems or those of any other individual or entity; 

• Using abusive, profane, threatening, racist, sexist, or otherwise objectionable 
language in either public or private messages; 

• Sending, receiving, or accessing pornographic materials; 
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• Becoming involved in partisan politics; 

• Causing congestion, disruption, disablement, alteration, or impairment of District 
networks or systems; 

• Maintaining, organizing, or participating in non-work-related blogs, web journals, 
chat rooms, or private/personal/instant messaging; 

• Failing to log off any secure, controlled-access computer or other form of 
electronic data system to which you are assigned, if you leave such computer or 
system unattended; 

• Using recreational games;  

• Personalizing emails with quotations or religious statements; and/or 

• Defeating or attempting to defeat security restrictions on District systems and 
applications. 

Using District automation systems to access, create, view, transmit, or receive racist, 
sexist, threatening, or otherwise objectionable or illegal material, defined as any visual, textual, 
or auditory entity, file, or data, is strictly prohibited. Such material violates the District anti-
harassment policies and subjects the responsible employee to disciplinary action. The District's 
electronic mail system, Internet access, and computer systems must not be used to harm others or 
to violate the laws and regulations of the United States or any other nation or any state, city, 
province, or other local jurisdiction in any way. Use of District resources for illegal activity can 
lead to disciplinary action, up to and including dismissal and criminal prosecution. The District 
will comply with reasonable requests from law enforcement and regulatory agencies for logs, 
diaries, archives, or files on individual Internet activities, e-mail use, and/or computer use. 

Any non-business use of the District's automation systems is expressly forbidden.  

Ownership and Access of Electronic Mail, Internet Access, and Computer Files; No 
 Expectation of Privacy 

Internet use is not confidential and no rights to privacy exist, including use of District 
communications equipment to access personal web-based e-mail.  

The District owns the rights to all data and files in any computer, network, or other 
information system used in the District and to all data and files sent or received using any 
District system or using the District's access to any computer network, to the extent that such 
rights are not superseded by applicable laws relating to intellectual property. The District also 
reserves the right to monitor all use by employees of the Internet and of computer equipment 
used to create, view, or access e-mail and Internet content. Employees must be aware that the 
electronic mail messages sent and received using District equipment or District-provided Internet 
access, including web-based messaging systems used with such systems or access, are not 
private and are subject to viewing, downloading, inspection, release, and archiving by District 
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officials at all times. The District has the right to inspect any and all files stored in private areas 
of the network or on individual computers or storage media in order to assure compliance with 
District policies and state and federal laws. No employee may access another employee's 
computer, computer files, or electronic mail messages without prior authorization from either the 
employee or an appropriate District official. 

The District uses software in its electronic information systems that allows monitoring by 
authorized personnel and that creates and stores copies of any messages, files, or other 
information that is entered into, received by, sent, or viewed on such systems. There is no 
expectation of privacy in any information or activity conducted, sent, performed, or viewed on or 
with District equipment or Internet access. Accordingly, employees should assume that whatever 
they do, type, enter, send, receive, and view on District electronic information systems is 
electronically stored and subject to inspection, monitoring, evaluation, and District use at any 
time. Further, employees who use District systems and Internet access to send or receive files or 
other data that would otherwise be subject to any kind of confidentiality or disclosure privilege 
thereby waive whatever right they may have to assert such confidentiality or privilege from 
disclosure. Employees who wish to maintain their right to confidentiality or a disclosure 
privilege must send or receive such information using some means other than District systems or 
the District-provided Internet access. 

The District has licensed the use of certain commercial software application programs for 
business purposes. Third parties retain the ownership and distribution rights to such software. No 
employee may create, use, or distribute copies of such software that are not in compliance with 
the license agreements for the software. Violation of this policy can lead to disciplinary action, 
up to and including dismissal. 

Confidentiality of Electronic Mail 

As noted above, electronic mail is subject at all times to monitoring, and the release of 
specific information is subject to applicable state and federal laws and District rules, policies, 
and procedures on confidentiality. Existing rules, policies, and procedures governing the sharing 
of confidential information also apply to the sharing of information via commercial software. 
Since there is the possibility that any message could be shared with or without your permission 
or knowledge, the best rule to follow in the use of electronic mail for non-work-related 
information is to decide if you would post the information on the office bulletin board with your 
signature. 

It is a violation of District policy for any employee, including system administrators and 
crew leaders, to access electronic mail and computer systems files to satisfy curiosity about the 
affairs of others, unless such access is directly related to that employee's job duties. Employees 
found to have engaged in such activities will be subject to disciplinary action. 

Personal Electronic Equipment 

Employees should not bring personal computers or data storage devices (such as external 
hard drives, flash drives, or other data storage media) to the workplace and connect them to 
District electronic systems. An employee may bring a personal computing device, data storage 



 20 

device, or image-recording device onto District premises, but doing so gives permission to the 
District to inspect it at any time. Employees who do not wish such inspections to be done on 
their personal devices should not bring such items to work at all. 

While at work employees are expected to exercise the same discretion in using            
personal cell phones as is expected for the use of District phones. Excessive                            
personal calls during the workday, regardless of the phone used, can interfere with                           
employee productivity.  

CONFIDENTIAL INFORMATION 

Each employee is responsible for safeguarding confidential information obtained during 
employment, including patient medical information. In the course of your work, you may have 
access to confidential information regarding the District, its suppliers, District residents or 
perhaps even fellow employees. It is your responsibility to in no way reveal or divulge any such 
information unless it is necessary for you to do so in the performance of your duties. Access to 
confidential information should be on a "need-to-know" basis and must be authorized by one of 
the District Coordinators.  

INSPECTIONS AND SEARCHES  

The District reserves the right to conduct reasonable searches. Refusal, after fair warning, 
to submit to a search can lead to immediate discharge. Any items or parcels removed from 
District property are subject to inspection or search, as are your desk, work area, computer 
terminal, memory, files, voice mail, e-mail, etc. The District may monitor any telephone 
conversations you have on District-owned or District-controlled equipment, premises or 
property. While on District-owned or District-controlled premises or property, your vehicle, meal 
container, purse, briefcase, telephone or other electronic devices, etc. are subject to 
inspection/search. Any inspection/search conducted by management may occur at any time, with 
or without notice. 

OUTSIDE ACTIVITIES 

You may engage in outside employment or personal educational activities during non-
working hours, provided that such activities do not interfere with your job performance or 
constitute a conflict of interest. If the position constitutes a conflict of interest or interferes with 
your District job, at any time you may be required to curtail or terminate such activity as a 
condition of continued employment. 

PERSONAL APPEARANCE  

A neat personal appearance and good grooming habits reflect respect for yourself and 
your work place. Sweatshirts, cutoffs, revealing clothing, visible body piercing, gauges and 
visible tattoos are not appropriate.  First responders must wear the FR1 T-shift when responding 
to a call. Employees who fail to comply with reasonable standards of dress may be sent home to 
change into more appropriate attire.   



 21 

RELATIONSHIPS AMONG EMPLOYEES  

Anti-nepotism laws contained in chapter 573 of the Government Code prohibit a 
governmental entity from hiring certain close relatives of a public official. The nepotism statutes 
prohibit a public official from appointing, confirming the appointment of, or voting on the 
appointment of a close relative to a paid public position. A close relative under nepotism laws is 
someone who is related to the official within a prohibited degree by consanguinity (relationship 
by blood) or a prohibited degree by affinity (relationship by marriage). A public official must 
have final hiring authority or be a member of the governing body that has final hiring authority.  

As a matter of policy, the District does not permit the employment of relatives of a 
member of the Board of Commissioners. The District also does not permit the employment of 
relatives of an employee without express knowledge and approval of the Board of 
Commissioners. For purposes of this policy, “relative” includes those individuals to whom the 
employee is related by blood, marriage, or adoption, as well as any member of the employee's 
household.  

 The District also strongly discourages consenting romantic and/or sexual relationships 
between employees and any conduct (such as dating) that is designed or may reasonably be 
expected to lead to the formation of a romantic or sexual relationship when one employee is in a 
position to supervise, manage, or otherwise influence decisions regarding the other employee’s 
employment. If a romantic or sexual relationship should develop between employees and one is 
in a position of evaluating the performance of the other in any way, it shall be the responsibility 
and mandatory obligation of the individual who is in a position of influence promptly to disclose 
the existence of the relationship to one of the District Coordinators. The other employee may 
make the disclosure as well, but the burden of doing so shall be upon the crew leader or other 
individual with influence. Upon being informed of or learning of the existence of such a 
relationship, the District may take all steps that it, in its discretion, shall deem appropriate. 
 

RECORDS 

The District will maintain various employment files while you remain an employee of the 
District. Examples of these files are your personnel file, your I-9 file and files for medical 
purposes.  If you should have any changes with respect to personal information, such as a change 
in your home address and telephone number or a change of name, you are required to notify one 
of the District Coordinators so the appropriate changes can be made in your files. All information 
contained in the various employment files is the property of the District. You may review your 
personnel file while you are currently employed, in the presence of one of the District 
Coordinators, and you may add your version of any disputed item to the file.   

SHIFT TRADES/SUBSTITUTIONS 

1. A shift trade or substitution is defined as that time when one first responder 
voluntarily works for another by mutual agreement. Trades/substitutions shall be considered a 
privilege and as such may be suspended on an individual basis upon receipt of written 
notification from the crew leader or one of the District Coordinators. 
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2. Barring special circumstances, members will be limited to five shift trades per 
calendar year. This will ensure that the member spends adequate time working with their 
designated shift. The crew leader or one of the District Coordinators may approve additional 
trades on a case-by-case basis to meet unique temporary needs of an individual member.  

3. Probationary employees may not participate in the trade process during their first 
six months of employment without the approval of one of the District Coordinators. After that 
point, trades may be considered at the discretion of the crew leader based on the employee’s 
performance. 

4. No employee may work more than one shift in a row due to a shift trade; back-to-
back shifts are not permitted. 

5. It is the responsibility of the employee requesting a trade to ensure that the 
department-issued trade form is properly completed and approval obtained prior to the 
occurrence of the trade. When the employee agreeing to work the shift signs the trade form, he or 
she has taken full responsibility for that shift. If for any reason he or she is unable to work the 
shift, it is that employee’s responsibility to find someone qualified to work.  

6. Employees may not trade shifts for purposes of engaging in outside employment. 

7.  Employees may not pay another member to work a shift. Shift trades are on a 
time-for-time basis only. 

8. All time worked as a result of a trade will be excluded from computation of 
overtime pay, and shift trade hours do not constitute “hours worked” under the Fair Labor 
Standards Act. Both employees will receive their normal compensation. 

9. It is the requesting employee’s responsibility to insure all trades are repaid within 
a three-month period. Tracking of trades/substitutions will be the responsibility of the employees 
involved. It is not the responsibility of the District to monitor or mediate trade paybacks. 

10. Partial shift trades are subject to the same pre-approval guidelines outlined above. 
However, no paperwork is required for trades/substitutions less than two (2) hours. 

11.  As the ability to trade shifts is a privilege undertaken by individual employees, the 
District assumes no responsibility for time owed by any person to another if one of the 
individuals leaves the District with outstanding trades. 

SMOKING 

The District maintains smoke- and tobacco-free premises. No smoking or other use of 
tobacco products (including, but not limited to, cigarettes, electronic cigarettes, pipes, cigars, 
snuff, or chewing tobacco) is permitted in any part of the building, at a scene, or in vehicles 
owned or leased by the District. Employees may smoke outside the building during breaks. 
Being permitted to use tobacco products during breaks is a privilege, as long as such use does not 
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interfere with the employee's work, fitness for duty, or professional appearance.  

SOCIAL MEDIA 

To assist employees in making responsible decisions, the District establishes these 
guidelines for appropriate use of social media. 

Ultimately, employees are solely responsible for what they post online. Before creating 
online content, consider some of the risks and rewards that are involved. Keep in mind that any 
conduct that adversely affects your job performance, the performance of fellow employees or 
otherwise adversely affects vendors, people who work on behalf of or who are served by the 
District or the District’s legitimate business interests may result in disciplinary action, up to and 
including termination. 

Know and follow the rules. Carefully read these guidelines and the District’s other 
applicable policies, and ensure postings are consistent with those policies. Inappropriate postings 
that may include discriminatory remarks, harassment, and threats of violence or similar 
inappropriate or unlawful conduct are not tolerated and may subject employees to disciplinary 
action up to and including termination. Do not engage in speech that is false, deceptive, libelous, 
slanderous, misleading or causes harm to others (including speech that constitutes hate speech or 
harassment). You may not discuss protected or confidential matters of the department including, 
but not limited to:  

1. Real-time information from an incident scene, or   

2. Patient and employee information protected by HIPAA/medical confidentiality 
laws, or  

3. Personnel matters that are protected from disclosure by law, or  

4. Sensitive information specific to an incident that would potentially embarrass 
those members of the public or employees of the District involved or present.  

Be respectful. Always be fair and courteous to fellow employees or people who work 
with or are served by the District. Also, keep in mind that employees are more likely to resolve 
work-related complaints by speaking directly with employees or by utilizing our Problem 
Resolution procedure than by posting complaints to a social media outlet.  

Nevertheless, if employees decide to post complaints or criticism, avoid using statements, 
photographs, video or audio that reasonably could be viewed as malicious, obscene, threatening 
or intimidating, that disparage the public we serve, coworkers or vendors, or that might 
constitute harassment or bullying. Examples of such conduct might include offensive posts 
meant to intentionally harm someone’s reputation or posts that could contribute to a hostile work 
environment on the basis of race, sex, disability, religion or any other status protected by law or 
District policy. 

Be honest and accurate. Make sure information is always honest and accurate if a 
mistake is made, correct it quickly. Be open about any previous posts that have been altered.  
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Remember that the Internet archives almost everything; therefore, even deleted postings can be 
searched. Never post any information or rumors that are known to be false about the District, its 
employees, or people working on behalf of or served by the District. 

Express only personal opinions. Never represent yourself as a spokesperson for the 
District. If the District is a subject of the content created, be clear and open about the fact that 
you are an employee and make it clear that your views do not represent those of the District, 
other employees, or people working on behalf of or served by the District. If employees publish a 
blog or post online related to their work or subjects associated with the District, they must make 
it clear that they are not speaking on behalf of the District. It is best to include a disclaimer such 
as “The postings on this site are my own and do not necessarily reflect the views of the District.” 

Understand how to use social media at work. Refrain from using social media while on 
work time or on equipment the District provides, unless it is work-related as authorized by a 
crew leader or one of the District Coordinators and consistent with the District’s policies on 
electronic communications. Do not use the District email addresses to register on social 
networks, blogs or other online tools utilized for personal use. Employees may not post on social 
media or share with any individual or media outlet photos, videos and/or audio taken or obtained 
while on duty, or which relate to an incident or case investigation.   

Media contacts. Employees should not speak to the media on the District’s behalf without 
contacting one of the District Coordinators. All media inquiries should be directed to one of the 
District Coordinators or the President of the Board of Commissioners, or their designees. 

WORKPLACE VIOLENCE 

 Workplace violence is strictly prohibited. “Workplace violence” includes threats; 
threatening or aggressive behavior, such as intimidation or attempts to instill fear in others, even 
if made in jest; belligerent speech, excessive arguing, swearing, and sabotage or threats of 
sabotage of District property; defacing District property or causing physical damage to facilities; 
and the unauthorized possession or transportation, whether intentional or not, of a firearm, 
handgun, explosive weapon, gun, chemical dispensing device, club or other weapon, or any 
hazardous device or substance by employees on District premises or by employees while on 
District business. Any use of such items or threat of use of such items is grounds for immediate 
termination.  
 
 The prohibition on possession and transportation of firearms and ammunition does not 
apply to employees in lawful possession of firearms or ammunition, such as individuals licensed 
by the State of Texas to carry a weapon, provided the firearm or ammunition is transported or 
stored in the individual’s privately-owned, locked vehicle parked on the District’s premises. 
Employees who do store a firearm or ammunition in their vehicles on District premises must 
advise one of the District Coordinators in writing prior to doing so. Employees may not transport 
or store firearms or ammunition in District vehicles or in personal vehicles used for business 
purposes. 
 
 Any employee observing or becoming aware of violent or potentially violent behavior 
must notify his or her company officer or one of the District Coordinators immediately. All 
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threats and attempts to harm will be taken seriously. Employees who may be victims of domestic 
violence or stalking or threats by anyone are encouraged to report to their crew leader or one of 
the District Coordinators if they are concerned about their security at work. 
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BENEFITS AND LEAVE 

BEREAVEMENT LEAVE  

In the unfortunate event of a death in the immediate family, a regular full-time first 
responder is entitled to take off one shift with pay to attend the funeral and take care of personal 
matters related to the death of a member of your immediate family, and a regular full-time 
administrative employee may take off one day with pay for such purpose. Your immediate 
family is defined as a parent, a grandparent, child (yours or your spouse’s), brother, sister, 
spouse, and spouse's parent.  

With approval of your crew leader or one of the District Coordinators, you may take 
additional time off without pay to attend funerals of other relatives and friends.  

Pay for funeral leave will be made for actual time lost from work. If the death or funeral 
occurs at a time when work is not scheduled, payment will not be made. An excused absence for 
family death may not be retroactive or postponed and taken at a later date. 

EMERGENCY CLOSINGS 

Due to the nature of the District’s work, it is extraordinary for the FR1 quarters to close, 
but this policy applies in the unlikely event that inclement weather, national crisis or other 
emergencies cause the FR1 quarters to close early, open late, or not open at all. In such event the 
District will endeavor to notify all personnel. Sometimes the FR1 quarters is open but certain 
employees aren’t able to make it in. If you have a safety concern as it relates to your driving 
conditions, you are asked to use your best judgment, making safety a primary concern.   

A first responder will not be paid for time missed if the FR1 quarters remains open, nor 
will any non-exempt employee be paid for time missed in such event.  

FAMILY AND MEDICAL LEAVE 

The District is covered by the Family and Medical Leave Act that grants time off to 
certain employees for certain medical or military reasons. However, because the District does not 
have 50 or more employees within 75 miles of each other, it has no employees eligible to take 
advantage of the law’s benefits. 

JURY AND WITNESS LEAVE  

If you are summoned to report for jury duty or subpoenaed for service as a witness, you 
will be granted a leave of absence when you notify and submit a copy of the original summons 
for jury duty or subpoena for witness service to your crew leader or one of the District 
Coordinators at least 48 hours in advance of the time you need leave.  The District reserves the 
right to request that you seek to be excused from or request postponement of jury service if the 
absence from work would create a hardship to the District. 

You may keep any fees received for jury duty, and the District will pay for time spent 
serving on a jury. You are to report to work on any day or portion thereof that is not actually 
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spent in the performance of jury or witness service. For each week of jury duty, a certificate of 
jury service shall be certified by the Court and filed with the District no later than Wednesday of 
the following week.  

If you are requested to serve as a witness on behalf of the District, you will be granted a 
witness leave at regular pay for such time as it is necessary to comply with the request. Paid 
witness leave shall not be granted to an employee subpoenaed as a witness other than as 
delineated above. 

MILITARY LEAVE  

A military leave of absence will be granted to employees (other than temporary 
employees) who are absent from work because of service in the U.S. uniformed services in 
accordance with the requirements of the Uniformed Services Employment and Reemployment 
Rights Act (USERRA), whether the employee enlists voluntarily or is called to training or active 
duty. Advance notice of military service is required, unless military necessity prevents such 
notice or it is otherwise impossible or unreasonable. 

Employees on military leave for up to 30 days are required to return to work for the first 
regularly scheduled shift after the end of service, allowing reasonable travel time. Employees on 
longer military leave must apply for reinstatement in accordance with USERRA and all 
applicable state laws. 

UNPAID LEAVE  

From time to time an employee may be on unpaid leave for personal or medical reasons. 
Unpaid leave is when an employee is not earning compensation from the district for work 
performed. If an employee is receiving worker’s compensation and not working, the employee is 
also considered to be on unpaid leave.  

Unpaid leave is not routinely permitted unless required by law, because regular and 
predictable attendance is an essential function of each employee’s job and the District has few 
employees. Sometimes, though, the District may grant unpaid leave. Because of the 
inconvenience and cost to the District, and the wide varieties of situations in which such leaves 
could be requested, whether to grant unpaid leave will be decided on a case-by-case basis with 
such factors as length of service, reason for the leave, requested duration of the leave, and job 
responsibilities taken into account.  

If an employee needs an unpaid leave of absence for a period of time, the employee 
should make written request for an unpaid leave of absence to one of the District Coordinators. If 
the request is for the employee’s own medical condition, the District may require a doctor's 
statement identifying the need for leave, the date desired to begin the leave, and the estimated 
date of return. The District does not have a predetermined specified period of time in which this 
unpaid leave is granted. Rather, the District will attempt to reasonably accommodate the 
employee’s needs as well as the needs of the District. If a leave is granted, any extensions will be 
subject to the same considerations. Ordinarily, however, the period of unpaid leave will not 
exceed three weeks in a rolling 12-month period. 
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Sometimes an employee may be on unpaid leave that is running concurrently with 
military leave under the Uniformed Services Employment and Re-Employment Rights Act 
(USERRA). In that event, if USERRA provides greater rights to the employee than this policy 
does, USERRA will control. Likewise, if at the end of unpaid leave applicable laws require 
reasonable accommodation, the period of unpaid leave may be extended or other accommodation 
may be available. 

Certain rules apply when an employee is on an unpaid leave of absence: 

a. The employee is not eligible for paid holiday leave. 

b. An employee who accepts or continues other employment while on either paid or 
unpaid leave without the prior written approval of one of the District Coordinators 
will be considered to have resigned voluntarily from employment with the District.   

c. An employee on unpaid leave due to his or her own medical condition may also be 
required to provide periodic medical certification and certificates of fitness for return-
to-duty. 

d. The District does not guarantee that an employee will be restored to his or her former 
position at the end of any unpaid leave. The District will endeavor to find an available 
position for which the employee is the best-qualified candidate, but if no such 
position is available, the employee's employment will be terminated. Employees who 
fail to comply with the conditions of an unpaid leave or to return to work at the end of 
the leave will be deemed to have voluntarily resigned and employment will be 
terminated.  

e. Women affected by pregnancy, childbirth, or related medical conditions shall be 
entitled to a leave of absence on the same basis as employees affected by other 
medical conditions. 

 The District will grant a leave of absence for a defined period of time. Unless otherwise 
agreed upon in writing, during an employee’s absence the employee must contact the employee’s 
crew leader or one of the District Coordinators every week regarding the employee’s status and 
confirming the employee’s planned return to work. If the employee does not contact the crew 
leader or a District Coordinator as required or does not return to work at the agreed-upon time, 
without securing written approval for an extension, this will be considered a voluntary quit 
without good work-related cause.  

VOTING LEAVE 

If you do not have two hours outside of your scheduled work hours in which to vote, you 
will be given time off to vote in any state or federal election. Your crew leader or one of the 
District Coordinators may adjust your work schedule in order to permit you to have two hours 
outside of your scheduled work hours in which to vote. 
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WORKERS’ COMPENSATION INSURANCE  

The District provides insurance for all work-related injuries or illness. The name of the 
District's workers' compensation insurance carrier and other pertinent information is available 
upon request. Workers compensation insurance is provided for both volunteers and employees of 
the District for job-related injury or illness. Injured workers must immediately report any injury, 
no matter how small, to the crew leader or one of the District Coordinators. As soon as practical, 
but within five days of an on-the-job injury or illness, the District will complete Form DWC 
FORM-001, Employer’s First Report of Injury or Illness, to notify the insurance carrier and to 
begin the claims process.    
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COMPENSATION  

PAY PERIODS 

The standard workweek for the District begins at 0900 Sunday and ends at 0900 the 
following Sunday. The designated pay period for all employees is biweekly on every other 
Tuesday, paid in arrears. Paychecks are distributed no later than the Tuesday following the 
Sunday on which the two-week pay period ends. 

PAY POLICIES 

It is the District’s policy and intention to pay employees in accordance with all applicable 
laws, including the federal Fair Labor Standards Act. Nonexempt employees are required to 
complete time sheets timely and accurately. Working “off the clock” is strictly prohibited, and 
any employee asked or feeling pressured to work off the clock is required to advise one of the 
District Coordinators or the President of the Board of Commissioners directly and immediately. 
Non-exempt employees must accurately record as time worked any time spent responding to 
work-related emails or telephone calls outside of work. 

The District specifically intends to properly pay nonexempt employees for overtime.  
Overtime is defined as hours worked in excess of 40 in a given seven-day workweek; hours on 
paid or unpaid leave do not count. You are required to work overtime when assigned. For first 
responders, the crew leader must authorize in advance any overtime they work in a given 
workweek that is in excess of their regularly assigned shifts. Administrative employees must 
have authorization from one of the District Coordinators. Working unauthorized overtime or 
refusal or unavailability to work overtime subjects an employee to disciplinary action, up to and 
including termination. 

 The District specifically intends to prohibit improper pay deductions from employees’ 
compensation. If any employee believes that an improper pay deduction has been made, the 
employee must contact one of the District Coordinators as soon as possible. Employees will not 
be able to argue that any deductions were improper if they fail to utilize this provision. The 
District will reimburse employees for any improper deductions and will make a good faith effort 
to comply in the future with all applicable laws.  

 
 In the unlikely event that there is an error in the amount of pay, the employee should 

promptly bring the discrepancy to the attention of one of the District Coordinators so that 
corrections can be made as quickly as possible. If the employee has been underpaid, the District 
will pay the employee the difference as soon as possible. If the employee has been paid in excess 
of what he or she has earned, the employee will need to return the overpayment to the District as 
soon as possible. No employee is entitled to retain any pay in excess of the amount he or she has 
earned according to the agreed-upon rate of pay. If a wage overpayment occurs, the overpayment 
will be regarded as an advance of future wages payable and will be deducted in whole or in part 
from the next available paycheck(s) until the overpaid amount has been fully repaid. Each 
employee will be expected to sign a Wage Deduction Authorization Agreement authorizing such 
a deduction. 

 



 31 

 The District does not offer payroll advances and makes no exceptions. 
 

REIMBURSEMENT 

The District will pay all actual and reasonable business-related expenses incurred by 
employees in the performance of their job responsibilities. All items purchased or charged by the 
employee must be approved by one of the District Coordinators in advance, itemized on the 
approved District expense report, and submitted with satisfactory documentation. Expense 
reports are due by the last working day of the month in which the expenses were incurred. 
Expense reports submitted after the last working day of the month in which they are incurred will 
be paid on a deferred basis.  

This policy establishes the general guidelines and procedures to be followed when 
business travel is required:  

1.  Employees may request time off and/or District financial support to attend 
conferences or meetings sponsored by institutions or professional organizations. The subject 
matter to be presented must relate directly to the employee’s position or provide beneficial 
information to be shared in the employee’s department. If one of the District Coordinators 
approves participation, the District will pay for registration fees, travel costs, lodging and meal 
expenses not covered by registration.   

2. Employees who use their personal vehicles on District business will be 
reimbursed at the standard mileage rate provided by IRS, assuming that the time and distance 
involved is reasonable under the circumstances. 

4. All parking expenses and highway tolls incurred as a result of business travel will 
be reimbursed.  

5. All air travel must be approved in advance by one of the District Coordinators. 
All personnel will travel economy class unless extenuating circumstances require business or 
first class travel.  An airline ticket receipt should be attached to the District reimbursement form.  

6. An economy or compact size car will be the employee’s first choice in obtaining a 
rental car. A copy of the rental car agreement form must accompany the travel reimbursement 
form.  

7. Employees should select moderately priced lodging convenient to their 
destination to minimize time and expense. A detailed receipt from the hotel or motel must 
accompany the reimbursement form unless such is unavailable, in which case a credit card 
receipt is acceptable.  

8. Employees must submit receipts for meals or accept the allowable per diem rates 
with the reimbursement form. Reasonable tips, when paid by the employee and noted on the 
receipt, will be reimbursed. 
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TRAINING PAY 

Attendance by non-exempt employees at meetings, seminars, or training programs shall 
be counted as working time for non-exempt employees unless the following four criteria are met: 

1. attendance is outside the employee's regular working hours; 

2. attendance is in fact voluntary; 

3. the course, lecture, or meeting is not directly related to the employee's job; and 

4. the employee does not perform any productive work during such attendance. 

Time spent by an employee attending an independent school, college, or trade school 
after hours and on his/her own initiative is not included in the calculation of hours worked, even 
if courses are related to his/her job. 

TRAVEL PAY 

Non-exempt employees are entitled to compensation for travel time under certain 
circumstances.  

Ordinary Home to Work Travel. Travel time from home to work before the regular 
workday and from work to home at the end of the workday is ordinary home to work travel and 
is not considered hours worked; therefore, no compensation, either straight time or overtime, is 
due. 

Travel That Is All in the Day's Work. Time spent by an employee in travel as a part of the 
day’s job, such as travel to and from calls during the workday, must be counted as hours worked.  
When an employee is required to report to a designated location to receive instructions, or to 
pick up tools, equipment or materials, the travel time from the designated location to the 
worksite is part of the day's work and must be counted as hours worked.  Travel time to return to 
the District’s office from a worksite at the end of the day must also be counted as hours worked.  
However, if an employee goes home from a worksite rather than returning to the District’s 
office, the travel time is not counted as hours worked. 

Home to Work in Emergency Situations. When an employee who has gone home after 
completing his/her day's work is called back to work after hours, all travel time resulting from 
the call-out must be counted as hours worked, including any travel from home to the District’s 
office or to a worksite and any return travel from the worksite or the District’s office. 

Home to Work on Special One-Day Assignments to Another Town (Not Overnight). 
Travel time from an employee's home on a special assignment to a location other than the 
employee's regular workplace (such as to attend a meeting or training program) that does not 
involve an overnight stay is considered time worked. Not all the time involved, however, will be 
counted.  Since, except for the special assignment, the employee would have had to report to 
his/her regular work site, the travel time he/she would normally have spent between his/her home 
and his/her regular workplace must be deducted. 
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Travel Away From the Home Community (Overnight Only). Travel that keeps an 
employee away from home overnight is working time during the time it cuts across the 
employee's normal workday. The employee is simply substituting travel for other duties.  
However, travel time outside normal working hours, where an overnight stay is involved, will 
not be counted as hours worked, unless the employee is required to drive. 
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SAFETY 

WORKPLACE SAFETY 

In the event you become injured or witness another employee’s injury during your work 
hours, you are to report it immediately to the crew leader or one of the District Coordinators.  
You are to render any assistance requested by management. You should report all 
nonfunctioning hazardous equipment or other safety concerns to management. 

VEHICLE SAFETY 

The safety and well-being of our employees is of critical importance to the organization. 
We therefore each have a responsibility to not only protect ourselves when on the road but also 
to do our part to protect those around us. Employees who drive on District business at any time 
will be expected to consistently apply and follow all the procedures below. This policy applies to 
vehicles owned, leased or rented by the District, and also personally owned vehicles driven by 
employees on behalf of the District. 

a. All employees are expected to wear seat belts at all time while in a moving vehicle 
being used for District business, whether they are the driver or a passenger. 
Employees should never allow anyone to ride in any part of the vehicle not 
specifically intended for passenger use and/or any seat that does not include a 
working seat belt. 

b. Use of cell phones or other electronic devices, whether personal or business-owned, 
while behind the wheel of a moving vehicle being used on District business is strictly 
prohibited, except in the case of a first responder responding to an emergency who 
takes reasonable and effective steps are taken to ensure safety and compliance with 
all laws. This restriction applies regardless of whether the device is used for calling, 
texting or otherwise. 

c. Engaging in other distracting activities including, but not limited to, eating, putting on 
makeup, reading or changing radio stations or music, is also strongly discouraged 
while driving, even when in slow-moving traffic. 

d. Use of alcohol, drugs or other substances, including certain over-the-counter cold or 
allergy medications, that in any way impair driving ability, is prohibited. 

e. All employees are expected to follow all driving laws and safety rules such as 
adherence to posted speed limits and directional signs, use of turn signals and 
avoidance of confrontational or offensive behavior while driving.  

f. Employees must promptly report any accidents to local law enforcement as well as to 
the District. Employees are also expected to report any moving or parking violations 
received while driving on District business and/or in District vehicles. In the event of 
an accident, employees should take necessary steps to protect their own lives and the 
lives of others, comply with police instructions, and report the accident to the District 
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as soon as possible. Do not assume or admit fault; liability and negligence will be 
determined after thorough investigation. 

g. If an employee’s job requires driving, the employee must submit proof of a current 
and valid Texas driver's license. If the employee uses his or her own vehicle, either by 
authorization or requirement, to carry out the business of the District, the employee is 
required to submit a photocopy of the certificate of insurance or declaration page of 
the insurance policy covering that vehicle as proof of that insurance each time the 
insurance is renewed.  Liability insurance in the amount of $100,000 for each injured 
person, up to a total of $300,000 per accident, and $50,000 for property damage per 
accident must be maintained current as a term and condition of continuing 
employment for that particular position.   

h. If an employee’s job requires driving, the employee must report any moving 
violations or DWI or DUI arrests to one of the District Coordinators within three days 
after the incident.  

i. When an employee is operating the employee’s own vehicle for District business, the 
employee’s personal auto liability insurance is the primary payer. The District is not 
responsible for any physical damage to an employee’s vehicle. Each employee must 
carry his or her own collision and comprehensive coverage. 

j. Motor vehicle records will be checked periodically. Driving privileges may be 
suspended or terminated if an employee’s record indicates an unacceptable number of 
accidents or violations. If an employee whose job duties require driving becomes 
uninsurable due to violations received on or off the job during the term of 
employment, regardless of fault, the employee is subject to immediate termination. 
Violations incurred prior to hire will be considered in the insurability review and 
may, in conjunction with post-hire violations, result in uninsurability.  
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ACKNOWLEDGEMENT 

BASTROP/TRAVIS COUNTIES EMERGENCY SERVICES DISTRICT NO. 1 (the 
“District”) has written its policies in this manual to spell out your responsibilities and privileges 
and provide guidance in dealing with daily operational concerns. Please read the following 
statements and sign below to indicate your receipt, acknowledgement and understanding of your 
responsibility to read this manual, and your agreement to abide by it. 

• I specifically understand and agree that the District has certain rights, as set forth in 
this manual, to withhold from my pay or other amounts the District may owe me.  

• All employment with the District is at-will, meaning that it may be terminated by 
either the District or the employee at any time with or without cause and with or 
without notice. This at-will employment status cannot be modified except by specific 
written agreement, and only the president of the District has the authority to make any 
such agreement. 

• If I have a written employment agreement with the District, this handbook will 
become part of that agreement.  To the extent my written employment agreement 
conflicts with any item in this handbook, the provisions of my agreement will control.  

• The District can change any and all conditions and terms of employment, including 
compensation, benefits, and policies, whether or not described in this manual, at any 
time with or without cause or notice.  This manual does not create any form of 
contract or employment agreement. 

• Sometimes the District may amend this manual to add new policies or change old 
ones. The District has the right to add, change or delete a policy at any time, even 
without notice.  

Date:         

Name:         

Printed Name:                   



AGENDA ITEM NO. 14 



RESOLUTION ESTABLISHING ACCOUNTS AT PROSPERITY BANK  

 

THE STATE OF TEXAS   § 
§ 

COUNTIES OF BASTROP AND TRAVIS § 
 
 

WHEREAS, Bastrop-Travis Counties Emergency Services District No. 1 (“District”) is a 
political subdivision of the State of Texas, organized and operating pursuant to the provisions of 
Section 48-e, Article III of the Texas Constitution and Chapter 775 of the Health and Safety Code; 
and 

WHEREAS, Sections 775.072 and 775.073 of the Health and Safety Code require the 
District to name a depository bank and further provide that the District’s money may be disbursed 
by check, draft, order or other instrument signed either by at least a majority of the Board of 
Commissioners or by the Board Treasurer and countersigned by the Board President, or District 
money may be transferred by federal reserve wire system or electronic transfer to other accounts 
either in the in the District’s name or not in the District’s name; and 

WHEREAS, the Board of Directors (“Board”) of the District has determined that the 
District’s depository account for District operating funds, the District’s money market account and 
the District’s debit card should be maintained at Prosperity Bank and it is in the best interest of the 
District to do so. 

NOW, THEREFORE, KNOW ALL PERSONS BY THESE PRESENTS: 

Section 1.  The Board finds that the recitals above are true and correct, and the recitals 
are made part of this resolution.  

Section 2. It is hereby resolved by the Board of the District that Prosperity Bank 
(“Bank”) is selected as a depository for the District for establishing and maintaining an operating 
account, a money market account, a debit card, and for any other banking purpose the Board may 
determine is in the best interest of the District. 

Section 3. It is further resolved that one or more depository accounts may be opened 
and maintained on behalf of the District with the Bank, that such account(s) be governed by the 
terms and conditions contained on or referred to in the signature card(s) which is (are) hereby 
authorized to be executed, and that funds so deposited may be withdrawn by check, draft, note or 
order of the District when signed by the individuals so stated on the signature cards, whose 
signatures shall be duly certified to the Bank on signature card(s). 

Section 3. It is further resolved that the Bank is hereby authorized to pay the checks, 
drafts, notes, orders, or withdrawals, or to receive the same for credit of, or in payment for the 
payee, or any other legal holder when so signed, without injury as to the circumstances of the 
disposition of their proceeds, whether drawn to the individual order or rendered in payment of 
individual obligations of the officers or employees of the District, or otherwise.  
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 Section 4. It is further resolved that the District is authorized to enter into agreements 
with the Bank for telephonic, electronic and other banking services including, but not limited to, 
electronic bill payment, electronic transfers between accounts of the District, electronic transfers 
between accounts of the District and accounts not held by the District, payroll processing, 
electronic entry processing, account reconciliation and corporate cash management. 

Section 5.  It is further resolved that funds of the District may be transferred between 
and among its account(s) at the Bank and Texas CLASS by federal wire transfer, electronic or 
telephonic means, or by a letter executed by three members of the Board.  

Section 6.  It is further resolved that this Resolution will continue in full force and 
effect until the President or a Vice President of the Bank actually receives written notice from the 
District revoking or modifying this Resolution, and the Bank may conclusively presume that this 
Resolution is in effect and that the persons identified from time to time as officers of the District 
by certificate of the Secretary or Assistant Secretary have been duly elected or appointed and 
continue to hold such offices. 

ADOPTED this 20th day of November, 2018. 

 
(SEAL) 
 
 

____________________________________ 
Tommy McCullough, President 
Board of Commissioners 

 
 
ATTEST: 

________________________________ 
Carl Newstrom, Secretary 
Board of Commissioners



CERTIFICATE FOR RESOLUTION 

STATE OF TEXAS    § 
§ 

COUNTIES OF BASTROP AND TRAVIS § 

The undersigned officer of the Board of Commissioners (“Board”) of Bastrop-Travis 
Counties Emergency Services District No. 1 (“District”) hereby certifies as follows: 

1. The Board of the District convened in a regular meeting on the 20th day of 
November, 2018, at the Elgin Fire Station, located at 111 North Avenue C, Elgin, Texas, and 
the following officers and members of the Board: 

Tommy McCullough -  President 
Julius Schwartz -  Vice President 
Carl Newstrom  -  Secretary 
Larry Foehner   -  Treasurer 
Wayne Skubiata -  Asst. Secretary/Treasurer 

 
were present, except Commissioner(s) __________________, thus constituting a quorum.   

Among other business, a: 

RESOLUTION ESTABLISHING ACCOUNTS AT PROSPERITY BANK 
 

was introduced for the consideration of the Board.  It was then moved and seconded that the 
Resolution Establishing Accounts at Prosperity Bank (“Resolution”) be adopted, and, after 
discussion, the motion prevailed and carried by majority vote. 

2. A true, full and correct copy of the Resolution adopted at the meeting described 
above is attached to this certificate.  The Resolution has been recorded in the District’s minutes of 
the meeting. The persons named in the paragraph above are the duly chosen, qualified and acting 
officers and members of the Board as indicated in paragraph 1.  Each of the officers and members 
of the Board was notified officially and personally, in advance, of the time, place and purpose of 
the Board meeting and that the Resolution would be introduced and considered for adoption at the 
meeting. Each of the officers and members consented, in advance, to holding the meeting for such 
purpose. The meeting was open to the public as required by law, and public notice of the time, 
place and subject of the meeting was given as required by Chapter 551 of the Government Code. 
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SIGNED AND SEALED this 20th day of November, 2018. 
 
(SEAL) 
 
 ___________________________________ 
 Carl Newstrom, Secretary 
 Board of Commissioners 
 
 
 
 
STATE OF TEXAS     § 

§ 
COUNTIES OF BASTROP AND TRAVIS § 

This instrument was acknowledged before me on November 20, 2018, by Carl Newstrom, 
Secretary of the Board of Commissioners of Bastrop-Travis Counties Emergency Services District 
No. 1, on behalf of the District. 

(Seal) 
 
 ___________________________________ 
 Notary Public Signature 
 

 
 


	Resolution Establishing Depository Account 11.2018.pdf
	RESOLUTION ESTABLISHING ACCOUNTS AT ProspErity BANK
	Section 1.  The Board finds that the recitals above are true and correct, and the recitals are made part of this resolution.
	Section 2. It is hereby resolved by the Board of the District that Prosperity Bank (“Bank”) is selected as a depository for the District for establishing and maintaining an operating account, a money market account, a debit card, and for any other ban...
	Section 3. It is further resolved that one or more depository accounts may be opened and maintained on behalf of the District with the Bank, that such account(s) be governed by the terms and conditions contained on or referred to in the signature card...
	Section 3. It is further resolved that the Bank is hereby authorized to pay the checks, drafts, notes, orders, or withdrawals, or to receive the same for credit of, or in payment for the payee, or any other legal holder when so signed, without injury ...
	Section 5.  It is further resolved that funds of the District may be transferred between and among its account(s) at the Bank and Texas CLASS by federal wire transfer, electronic or telephonic means, or by a letter executed by three members of the Boa...
	Section 6.  It is further resolved that this Resolution will continue in full force and effect until the President or a Vice President of the Bank actually receives written notice from the District revoking or modifying this Resolution, and the Bank m...
	RESOLUTION ESTABLISHING ACCOUNTS AT PROSPERITY BANK

	Employee Handbook.pdf
	INTRODUCTION
	EMPLOYMENT POLICIES
	At-Will Employment
	Classification of Employees
	Conduct Guidelines
	Conflict of Interest
	Disability and Religion Accommodation
	Disciplinary Action
	Drug-free Workplace
	Equal Employment Opportunity
	Fitness for Duty
	Harassment
	Definitions of Harassment
	Individuals and Conduct Covered
	Retaliation Is Prohibited
	Reporting Harassment, Discrimination or Retaliation
	The Investigation
	Responsive Action
	Bullying

	Hours of Work
	Meal, Break, and Sleep Periods
	Performance Evaluation
	Problem Resolution
	Reference Checks
	Termination
	Work Assignments

	RULES OF CONDUCT
	Attendance
	Cell Phones
	Communications Systems
	Confidential Information
	Inspections and Searches
	Outside Activities
	Personal Appearance
	Relationships Among Employees
	Records
	Shift Trades/Substitutions
	Smoking
	Social Media
	Workplace Violence

	BENEFITS AND LEAVE
	Bereavement Leave
	Emergency Closings
	Family and Medical Leave
	Jury and Witness Leave
	Military Leave
	Unpaid Leave
	Voting Leave
	Workers’ Compensation Insurance

	COMPENSATION
	Pay Periods
	Pay Policies
	Reimbursement
	Training Pay
	Travel Pay

	SAFETY
	Workplace Safety
	Vehicle Safety

	ACKNOWLEDGEMENT




