HUMAN RESOURCES COMMITTEE
Workforce Solutions Alamo
100 N Santa Rosa Ave
San Antonio, TX 78207
June 11, 2020
9:00 AM
Agenda items may not be considered in the order they appear.

Citizens may appear before the Committee to speak for or against any item on the Agenda in accordance with
procedural rules governing meetings. Speakers are limited to three (3) minutes on each topic (6 minutes if
translation is needed) if they register at the beginning of meeting. Questions relating to these rules may be directed
to Linda G. Martinez at (210) 581-1093.
To protect the health of the public and limit the potential spread of COVID 19 as directed by Governor of Texas,
Bexar County and City of San Antonio, WSA will hold this meeting via videoconferencing. The meeting will be
held in compliance with the suspended provisions of the Texas Open Meetings Act. For those members of the
public that would like to participate, please call toll-free 1-877-858-6860, which will provide two-way
communications through a speaker phone. For additional information, please call Linda G. Martinez, (210) 5811093.

I. CALL TO ORDER AND QUORUM DETERMINATION
Presenter: Leslie Cantu, Chair
II. ROLL CALL
Presenter: Leslie Cantu, Chair
III. DECLARATION OF CONFLICT OF INTEREST
Presenter: Leslie Cantu, Chair
IV. PUBLIC COMMENT
Presenter: Leslie Cantu, Chair
V. DISCUSSION AND POSSIBLE ACTION REGARDING PREVIOUS MINUTES January 17, 2020
Presenter: Leslie Cantu, Chair
VI. DISCUSSION AND POSSIBLE ACTION
Presenter: Lisa Bartee, HR Manager
a) WSA Employee Handbook Revision
b) Organizational Review
Workforce Solutions Alamo is an equal opportunity employer/program. Persons with disabilities who plan to attend this meeting and
who may need auxiliary aids, services, or special accommodations should contact Linda Martinez at (210) 581-1093 at least two (2)
working days prior to the meeting, so that appropriate arrangements can be made. Relay Texas: 1-800-735-2989 (TDD) or 1-800735-2988 (Voice).

c)

HR Consultant (Briefing) Timeline & Next Steps

VII. Chair Report
Presenter: Leslie Cantu, Chair
VIII. Executive Session:
Pursuant to Chapter 551 of the Texas Open Meetings Act, the Committee may
recess into Executive Session for discussion on any issue for which there is an
exception to the Act as set out in section 551.071 et. seq. including, but not
limited to, the following:
a. Government Code §551.072 - Discussions Regarding Purchase, Exchange, Lease, or Value of
Real Property if Deliberation in an Open Meeting Would Have a Detrimental Effect on the
Position of Workforce Solutions Alamo in Negotiations with a Third Party;
b. Government Code §551.071 - All Matters Where Workforce Solutions Alamo Seeks the
Advice of its Attorney as Privileged Communications under the Texas Disciplinary Rules of
Professional Conduct of the State Bar of Texas:
c. Pending or Contemplated Litigation; and
d. Government Code §551.074- Personnel Matters involving Senior Executive Staff and
Employees of Workforce Solutions Alamo.
IX. Adjournment
Presenter: Leslie Cantu, Chair

Workforce Solutions Alamo is an equal opportunity employer/program. Persons with disabilities who plan to attend this meeting and
who may need auxiliary aids, services, or special accommodations should contact Linda Martinez at (210) 581-1093 at least two (2)
working days prior to the meeting, so that appropriate arrangements can be made. Relay Texas: 1-800-735-2989 (TDD) or 1-800735-2988 (Voice).

MEETING MINUTES
Workforce Solutions Alamo
HR Committee
Friday, January 17, 2020 at 9:00 AM
Workforce Solutions Alamo, 100 N. Santa Rosa, Suite 101, San Antonio TX 78207
ATTENDEES:
Leslie Cantu
John Blaylock
WSA STAFF:
Adrian Lopez
Gino Morin
Lisa Bartee
Tony Martinez
Tiffany Harris
Ricardo Ramirez
Patti Santos
Rachel Cochran
I. Call to Order and Quorum Determination
The meeting was called to order by Leslie Cantu @ 9:02am and no Quorum was met but there are
not items to vote on.
II. Declarations of Conflict of Interest
Presenter: Chair Cantu
There was no conflict of interests declared.
III. Public Comment - There were no Public Comments
Presenter: Chair Cantu
IV.

Presentation on Update and Briefing on WSA Organizational Consultant
Presenters: Mr. Donald Long, Management Advisory Group International, Inc. (MAGI)
MAG Introduction
Project Understanding
Project Goals
o Organizational Review and Classification and Compensation Study.
o Scope includes all full-time employees.
o Identify optimal structure.
o Review of major processes, programs and procedures.
o Classification and compensation system and competitive benefits program for
fulltime positions
Departments in Scope of Project:
o Executive
o Facility and Property Management
o Procurement
o Quality Assurance
o Finance
o Human Resources
o Program Services
o IT Services
o Conduct departmental and employee interviews;
o Compare salaries to the market and identify needed market adjustments to
the current plan;
o Ensure that all jobs are properly classified;
o Recommend an optimal structure;
o Provide an implementation plan that is affordable
Role of Employee/Supervisors
o Participate in interviews and focus groups.
o JPQ: Essential Data-Gathering Instrument of the Study.
o Employees in Scope of Study Complete Questionnaires.

-

-

o Employees and Supervisors are the Subject Matter Experts.
o Data is Used for Job Analysis.
o Supervisors Review and May Comment.
o Supervisors May NOT Change Employee Answers.
o Supervisors May NOT Delete Employee Answers.
o Job Profile Questionnaires
Next Steps
o Confirm Market Targets and Benchmarks
o Conduct Employee Orientation Sessions - January
o Employees Complete Job Profile Questionnaires
o Job Analysis and Classification Review
o Organizational Review and Structural Analysis
o Preparation of Tables and Report
Question: Wouldn’t it be demotivational for someone that has been there for ten years
for someone who has been there for two years to receive compensation?
Correction: if two salaried staff are making the same, after compression, the tenured
person would be brought up.
Timeframe:
o 2 ½ months process
Adrian requested MAG/Donald Long to return and provide recommendation to HR
Committee.
Mr. Long asked HR Committee:
o Would like thoughts & input on compensation philosophy:

agency to compensation philosophy: at the market, at the average of
the market, lead the market, lag the market or be slightly behind the
market

Board Member asked, Lisa, where are we stand now on our
salaries?

Lisa Bartee answered- we are in the middle

Adrian commented: My opinion is slightly different, I think we are
ahead

Leslie Cantu commented: we are on a campus with 22 other
competitors and affordability has to come into play. we are not
looking to be the highest paying supplier, we can’t afford to do that
or maintain that, but we want to be competitive. We do an annual
compensation review and our target is to be somewhere in the
middle or the top. Somewhere in the middle 75%. We don’t want to
fall below where the medium is. Three years ago, we were not and it
has been a work in progress to work our way up to that. We had a
significant increase.

Adrian: Asking committee members to speculate based on
knowledge that they do not have at the moment. The question may
be more appropriate at a later time when we have an analyses and
market comparison. Because then at some point we have to decide,
here is where we are at the market and what we want to do. I have a
sense that some of the positions are a little rich. But I could be
wrong.

Committee Member asked: Who is our competition? Is it other
workforce centers or is it the City? Or is it outside this industry?

Adrian: we did talk about agencies doing some market analysis, like
ACCOG, potentially the City.

Leslie: Non-profits, local government, anyone that has the workforce
component are our competitor.

Committee Member: That is an important part of the conversation,
as the Board decides what the philosophy of the agency.

Leslie: We listened to your 90-day plan and the vision of the Board
and we want to be the premier workforce development entity in our
region, and we don’t have that reputation. Our local elected officials
are not happy with us. We don’t have the best reputation and it does
have an impact. You can have the best salary up there but if the
reputation isn’t there, we must make sure we are competitive
enough to bring in the right talent in. Otherwise, if we can’t bring in
the right talent in; we can’t change that reputation.

Adrian: This particular project will help building blocks, part of the
issue in the past has been, putting people in positions without
actually advertising the position, creating a position without a vetting













V.

process, for example, what the classification for that position, what
are they supposed to be doing? how do you know if they are doing
the job or not doing the job. To get to that, we are working with
elected officials to build the box and this is fundamental to get things
done and to make sure we have our structure and processes in
place. I’m anxious to know what the conversations that will come out
with staff and to know what the overall analysis will show. Some
people are classified to do one type of job but doing another. There
is a miss-match there. This will help address that and revisit the
salary situation and what the agency’s philosophy in the future
because we have more fundamental issues to address at the
moment.
Leslie commented: 15 minutes left in this meeting, maybe after we
see some preliminary information, we can schedule or call a special
meeting to see how things are going. Maybe once we get thru some
benchmarks and your information gathering and reporting, we can
set up another meeting and will be better equipped to answer some
of the questions at that time. We are excited that you are on board,
this is much needed, and we appreciate you and setting it up.
Committee Member: What are the philosophies and general
principles that lead to an optimized organization?
Donald Long: There are normal standards you want to look at,
including the scope of responsibilities, the extent of the reporting
relationships, are there too many people reporting to one person?
Does that need to be balanced out? We usually default to standards,
five to seven people, but that not that not always going to work, that
depends on function as well. So, we look at the functions that are
preformed here and talk to the people to know exactly where they
stand and what their responsibilities are. Sometimes, responsibilities
and functions need to be shifted around. Sometimes, we must
accommodate the strengths of the incumbents. That’s an
organizational approach, that’s not the best always. Sometimes, you
must move the capabilities. So, we also look at the manner in which
the reporting relationships are currently done and if that is standard
and desirable approach for this organization.
Adrian: What is the distribution or work and the reporting. To me,
looking at the org chart and the staffing, how we arrived at this point,
I’m not certain. There are some obvious sections where we don’t
have equity or parity where some people are overloaded with too
many folks, possibly. So, while that may be an obvious thing, I have
been reluctant to make any kind of move on any of the reorganization until we have the results of this because the we hang
our hat on as a third party who came in an evaluated that. I don’t
want to continue to create a culture where staff continue to file
complaints that lead to all the stuff that is going on within the
agency. I’d like to have a third party come in and provide insight and
recommendation on what adjustments should be made.
Donald Long: What’s the best way for information flow thru your
organization? Are there stopping points that preclude that
effectiveness? I’d like to look at other similar workforce agencies to
see if they have any unique or special approaches that might apply
here. I’d like to look at things that are going well and things that are
not going well. Sometimes there are reasons for that…it could be the
people, it could be the structure, could be processes, could be rules.
So, there are number of things that can be an impact. We try to
identify the stressors are and what are the challenges that create
weaknesses.
Leslie: Thank you for your presentation and I know I look forward in
hearing about the progress.
Leslie: moving forward to agenda item V- on discussion, no action
will be taken as we do not have a quorum.

Discussion and Possible Action on WSA Personnel Policies
Presenter: Adrian Lopez, CEO

‐
‐

Concentrating on a few things: to address the employees and staffing, one was in relation to
the evaluations, strategy presented by HR consultant regarding the organizational review, and
the looking at the employee policies.
Lisa Bartee, HR Manager presented:
o The reason for our handbook is so that staff are aware the rules are, and I hope they
will follow them. It defines what our working conditions are, benefits, etc. And
although the handbook is not mandated by law, but it is a best practice and common
sense to let staff know what is expected, who we are, and it should help WSA with
EEOC claims and the mirid employment related lawsuits. It is designed to prevent
that. The handbook was outdated. The adherence to the policies in the handbook
were an issue. It was the deviations from it that have caused the issues we currently
face. The thought was by better defining the processes and the roles in the handbook
that everyone will have a clear picture and will not have issues.
o The last complete overhaul /review was seven years ago
o Most changes and/or updates have been made in a reactive mode by the CEO or ED
When one policy was changed, we never went back to see how that change might
also affect other policies, therefore, there was no cohesive philosophy or theory to it.
The handbook also had a non-exempt mindset for an exempt staff. Our handbook
was not specific to white-collar professionals. It didn’t keep up with the technology,
telecommuting, flexible schedules and in order to remain competitive these are
somethings that you need to consider.
o Policies were ambiguous enough that not all departments were following them. When
that issue arises, you have staff that indicate they are not being treated the same as
others. Now, with the updates, that will deter that from happening. Everyone will be
held accountable to the same set of rules.
o Problematic policies and the common theme were:

Desire for transparency when filling vacancies

Seeking clarification for hours worked away from the office for exempt staff
as well as the use of discretionary time

Requests to increase the PTO sellback and carryover thresholds

Expansion and further definition of flex schedules

Clarification of the process to grant administrative leave
o Committee Member asked: do we consistently see staff working beyond 5pm or that
late at night? is it because they are not working thru the day, or are they attending
meetings all day long and can’t get their job done at the point or it is that we have this
person overloaded and they are the only worker in the organization to do that job?
o Lisa replied: Yes, we do see it consistently.
o Adrian: it is a combination of all that. That is why the organizational review is so
important.
o Committee member: We don’t want employees working that late, we need to have a
work/life balance
o Adrian: I’m very anxious to see what the results will be from the org review
o Lisa: Review was done back in 2016, when they were looking at changing the
threshold for salary basis test. WSA did look at the duties, salaries and classification
to make sure that the positions qualified under all those areas.
o Leslie asked: what is the target date to have handbook completed?
o Lisa: by the end of this month (Jan 2020)
o Leslie: You are confident you will meet that deadline?
o Adrian: I think we need to be realistic and have more time to provide a first draft. The
outside counsel needs to review this and make sure we are up to date on all the legal
stuff. Other items that need to be addressed are social media. Also, addressing
internal stuff that happens, such as conflicts among staff, and flush out our grievance
policy.
o Committee Member: Will it be printed or electronic?
o Lisa: It will be electronic and will be in our shared drive.
o Adrian: Lisa is also preparing for the certification

VI. Adjournment
Presenter: Leslie Cantu, Chair
VII. Executive Session: Pursuant to Chapter 551 of the Texas Open Meetings Act, the Committee
may recess into Executive Session for discussion on any issue for which there is an exception
to the Act as set out in section 551.071 et. seq. including, but not limited to, the following:
a. Government Code §551.072 – Discussions Regarding Purchase, Exchange, Lease, or Value
of Real Property if Deliberation in an Open Meeting Would Have a Detrimental Effect on the
Position of Workforce Solutions Alamo in Negotiations with a Third Party; and
b. Government Code §551.071 - All Matters Where Workforce Solutions Alamo Seeks the
Advice of its Attorney as Privileged Communications under the Texas Disciplinary Rules of
Professional Conduct of the State Bar of Texas.
No items were discussed or considered under Executive Session.
VIII. Adjournment Presenter: Chair Leslie Cantu at 10:07AM

MEMORANDUM
To:

Workforce Solutions Alamo Human Resources Committee

From:

Adrian Lopez, WSA CEO

Presented by

Lisa Bartee, WSA Human Resources Manager

Date:

June 11, 2020

Subject:

WSA Employee Handbook Revision

Summary: This item is to seek approval of the content for WSA Employee Handbook which
has been vetted by outside legal counsel.
Analysis: The current Handbook was published in 2013. Since that time, it has been updated
periodically addressing policies as issues arose and as needed in order to remain consistent
with current management direction. Starting December 2019, HR began drafting a more
cohesive handbook. HR took a deep dive into the root causes of the prior claims and complaints
and to identify the policies in the current handbook that staff have issues with. To that end, HR
reached out to staff in December, asking for their input on policies that are problematic for them
in addition to policies they would like to be included.
The common themes of the input from WSA staff were:
- Desire for transparency when filling vacancies
- Seeking clarification for hours worked away from the office for exempt staff as well as
the use of discretionary time
- Requests to increase the PTO sellback and carryover thresholds
- Expansion and further definition of flex schedules
- Clarification of the process to grant administrative leave
HR also compared WSA’s employee Handbook to best practices as identified by SHRM
(Society for Human Resources Management) and Texas Workforce Commission’s Guide for
Texas Employers. In addition, we compared our handbook with the handbooks of Workforce
Solutions Greater Dallas, Workforce Solutions Lower Rio Grande Valley and Alamo Area
Council of Governments (AACOG) to identify policies that vary from WSA’s Employee
Handbook.
HR presented recommendations for things that need to be updated to WSA’s management
team in a series of meetings. This draft was then sent to outside legal counsel before WSA’s
Marketing and Design team will begin final formatting.

A workgroup, of CEO, WSA legal counsel and HR will be held June 8, 2020. This workgroup
will produce the final draft of the handbook.
Alternatives: No viable alternatives to staff recommendation and/or process.
Fiscal Impact: Updates to the employee handbook were performed internally and reviewed by
outside counsel.
Recommendation: Finalize Handbook content to present to the full board for approval.

Next Steps: HR Committee’s final draft to be presented to full board on June 19,2020. Upon
Board approval, the Handbook will be rolled out to all staff at a mandatory staff meeting in July
where acknowledgement of receipt forms will be collected from all staff the first week of July.

Attachments: Human Resources Committee Summary of Handbook Revisions
WSA Employee Handbook June 10, 2020

Human Resources
Department
June 11, 2020

WSA
Employee
Handbook
Review

Best Practices Sources
1. Society for Human Resources Management
2. Texas Workforce Commission
3. Workforce Solutions Greater Dallas
4. Workforce Solutions Lower Rio Grande Valley
5. Alamo Area Counsel of Governments (AACOG)

Staff Concerns/Input
Hours Worked
•
•
•
•

Including worked away from the office for exempt staff.
Use of discretionary time, Desire to, expansion and further definition of flex schedules
Clarification of the process to grant Administrative Leave.
Expansion and further definition of flex schedules,

PTO
• Increase the PTO sellback thresholds
• Increase allowable carryover

Recruiting
• Transparency of process used to fill vacancies.

Policies Changed
 Job posting and application
 Training and development
 Personal behavior expectations
 Grievance procedures
 Standards of conduct and disciplinary process
 Paid time off
 Attendance and tardiness
 Alternative work schedules

New Policies Added
 Supervisory policy
 Weapons
 Emergency leave pool
 WSA compensatory time policy
 WSA telecommute policy
 Social Media Policy

Questions?
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Welcome New Employees!
On behalf of your colleagues, I welcome you to Workforce Solutions Alamo (“WSA”) and
3

wish you every success here.
We believe that each employee contributes directly to WSA's growth and success, and
we hope you will take pride in being a member of our team
This Handbook was developed to outline the policies, programs, and benefits available
to eligible employees, as they currently exist. This Handbook applies to both new and current
employees. Employees should familiarize themselves with the contents of the Handbook as
soon as possible, for it will answer many questions about employment with WSA.
We hope that your experience here will be challenging, enjoyable, and rewarding. Again,
welcome!

Adrian Lopez
CEO
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INTRODUCTORY S STATEMENT
This Handbook is designed to acquaint you with WSA and to provide you with
information about the current working conditions, employee benefits, and policies affecting
your employment. It is important that you take the time to carefully read, understand and
follow all of the provisions of the Handbook. It describes many of your responsibilities as an
employee and outlines the programs developed by WSA to benefit employees. One of our
objectives is to provide a work environment that is conducive to both personal and
professional growth.
The following guidelines are provided to you as a guide to employment‐related policies
that currently exist and does not serve as an employment contract. Except for the at‐will
employment policies, all policies are subject to change and may be changed from time to time,
at WSA’s discretion. Employees will be notified of such changes to the Handbook as they occur.
After publication of changes, your continued employment will signify your acceptance of the
policy change(s).
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About Us:
IDENTITY
The WSA Board serves as the governing board for the regional workforce system, a network of
service providers and contractors that brings people and jobs together. We represent the
taxpayers of the 13‐county Alamo region. Our membership reflects the diverse constituencies
of the regional community: business, economic development, education, labor, community
organizations, and government.
MISSION
The mission of WSA is building a premier workforce that meets business demand through
investments that support economic growthWorking to Strengthen the Alamo Regional Economy
by growing and connecting talent pipeline to Employees.
VISION
The WSA’s vision is to be the partner of choice for employers and people seeking a competitive
edge. Workforce Solutions Alamo strives to lead the most integrated community workforce in
the nation.
CORE VALUES
The WSA Board embraces the values of accountability, innovation, integrity, relevance,
excellence, and and collaboration partnering.
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SERVICE AREA
WSA serves the counties of Atascosa, Bandera, Bexar, Comal, Frio, Gillespie, Guadalupe,
Karnes, Kendall, Kerr, McMullen, Medina and Wilson counties.
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EMPLOYEE ACKNOWLEDGMENT FORM
The Handbook describes important information about WSA, and I understand that I should
consult with Human Relations regarding any questions not answered in this Handbook.
Since all of the information, policies, procedures, and benefits described here are subject to
change, I acknowledge that revisions to the Handbook, and all of WSA's underlying programs,
benefits, rules and policies, may occur. Any such changes will be approved by the CEO and
will be communicated through official notices. I understand that revised information may
supersede, modify, or eliminate existing policies, programs, rules and benefits.
Furthermore, I acknowledge that this Handbook is neither a contract of employment nor a legal
document. Employment with WSA is at‐will and may be terminated by either the employee or
employer at any time, with or without cause. No manager, employee, recruiter, representative,
supervisor, agent, officer or director of the WSA, has any authority, power, or permission to
change the at‐will status of any employee or to enter into any agreement, oral or written, which
changes the at‐will status of an employee. Therefore, any representations, statements,
promises, words, writings, or other actions by anybody employed or affiliated with WSA which
purports or attempts to change the at‐will status of any employee are void, unauthorized and
without any effect.
I have received the Handbook or have been given access to an electronic copy, and I understand
that it is my responsibility to read and comply with the policies and procedures contained in
this Handbook and any revisions made to it.

EMPLOYEE'S Name (printed)
EMPLOYEE’S SIGNATURE
DATE
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1.1

SECTION I
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GENERAL PROVISIONS
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Definitions
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Words in the Handbook have the following meanings:

Formatted: Heading 2, Left, Space Before: 0 pt, No
bullets or numbering

Applicable Law: federal, state, and local laws and regulations, guidelines, and executive
orders, as amended or recodified from time to time, that affect employees and govern
the operation of WSA, including, but not limited to: Equal Employment Opportunity Act,
Family and Medical Leave Act, Occupational Safety and Health Act, Davis‐Bacon Act,
Uniformed Services Employment and Reemployment Rights Act, Rehabilitation Act of
1973, Walsh‐Healy Act, Whistleblower Protection provisions; Workforce Investment
Opportunity Act, Civil Rights Act, Age Discrimination in Employment Act, Americans with
Disabilities Act, Equal Pay Act and similar laws.
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Board: Board of WSA.
CEO: The Chief Executive Officer engaged by the Board from time to time or his designee
to handle specific matters.
COBRA: Consolidated Omnibus Budget Reconciliation Act.
Commented [LMB2]: All supervisors are not directors

Director: the direct supervisor of an employee at WSA.
Drug: the term “drug” includes alcoholic beverages; inhalants; illegal substances;
“designer” drugs; controlled substances which are used without prescriptions, used
unlawfully, and/or not taken in accordance with the prescription given to the employee;
and non‐prescription drugs or medicines which are abused. By way of example only,
“drugs” includes narcotics, marijuana, hashish, cocaine, diet pills, tranquillizers, and
hallucinogens.
Exempt: An employee who is not subject to the minimum wage and overtime provisions
of Applicable Law and meets the three‐part required test by the Department of Labor;
generally does not receive overtime pay for work performed in excess of forty (40) hours
in a workweek.
Full‐time Employment: Employment of an individual for forty (40) hours in a workweek.
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Grievance: a claim by an employee that a violation has occurred relating to employment.
Handbook: the Employee Policy of WSA as may be amended from time to time.
HR: the director of Human Relations at WSA, who also serves as the Equal Opportunity
officer.
HR‐Forms: forms, applications, and other documents provided to employee by WSA.
Non‐Classified Employee:
a staff employee whose position entails significant
administrative or professional duties and who title is not included in the classified pay
plan.
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Non‐Exempt: an employee who, because of his/her position duties, is covered under the
overtime provisions of Applicable Law and, therefore, must receive compensatory time
off or overtime pay for work performed in excess of the forty (40) house in a workweek.
Overtime: time worked by a non‐exempt employee in excess of forty (40) hours in a
workweek.
Commented [LMB8]: Is the official document for status
changes.

PAN: Personnel Action Notice is the formal personnel file for each employee.
TWC: Texas Workforce Commission.
USERRA: Uniform Services Employment & Reemployment Rights Act.
WSA: Alamo Workforce Development, Inc., d/b/a Workforce Solutions Alamo.
1.2

Employment At-Will
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1.2.1 All employees, with the exception ofexcept for the CEO, who is under a signed
employment contract, are employed on an at‐will basis. This means that you or WSA
may terminate your employment relationship at any time, with or without notice and
with or without cause or reason. At all times, employees shall remain as at‐will
employees throughout their employment with WSA.

1.2.2 This Handbook provides specific information on the regulations governing all
employees. While strict compliance with these provisions is required, WSA understands
that from time to time exceptions or modifications may be warranted. Approval must be
provided by your Director, HR, or the the CEO or their designee for any exceptions.
9
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If there are violations of provisions of the Handbook, HR and the CEO or their designee will
decide on appropriate action, including, but not limited to, termination of employment.
1.2.3 WSA’s Handbook, guidelines and policies are not contracts and nothing in them
should be interpreted or given the effect of a promise, guarantee, or contract. With the
exception of this at‐will policy, all of the agency’s policies, guidelines, benefits, personnel
procedures, practices, and Handbook provisions are subject to change, modification,
exceptions, deletion, or supplementation at the sole and exclusive discretion of WSA at any
time, with or without notice or reason.
1.2.4 Any statements contained in this, or any other employee Handbook, employment
applications, representations, recruiting materials, applications, memoranda, policies,
cannot modify the at‐will status of an employee or any other materials provided to
employees or applicants. None of these documents, whether singly or combined, will create
any express or implied contract concerning any terms or conditions of employment.
1.3

Equal Employment Opportunity Statement
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WSA is an Equal Opportunity Employer. We are committed to providing equal opportunity
without regard to race, color, gender, sexual orientation, equal pay, retaliation, sex, sexual
harassment, religion, national origin, age, disability, genetic information, marital status,
pregnancy, political affiliation or belief, military/veteran status, or any other factor protected
by law. This equal opportunity policy applies to all areas of employment including, but not
limited to, recruiting, hiring, training, promotion, transfer, compensation, benefits,
advancement, discipline, layoff, termination and other terms and conditions of employment.
1.3.1 WSA conforms to all Applicable L a w and provides equal employment
opportunity in all employment and employee relations:
1.3.2 WSA cooperates with agencies responsible for the enforcement of state and
federal laws, executive orders, court rulings, and other regulations dealing with unlawful
discriminatory practices related to employment.
1.3.3 WSA investigates all charges of alleged discrimination in employment, and
informs the general public and WSA employees of their rights in regard to equal
employment opportunity. Anyone found to be engaging in any type of unlawful
discrimination will be subject to disciplinary action up to and including termination of
employment.
1.3.4 It is the responsibility of all WSA managers, supervisors, and employees to
conform to both the letter and spirit of such executive orders as may be enforced from
time to time and all related civil rights orders and laws
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1.4

Harassment and/or Discrimination
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WE DO NOT TOLERATE HARASSMENT, DISCRIMINATION OR RETALIATION BASED ON GENDER,
RACE, COLOR, AGE, NATIONAL ORIGIN, RELIGION, POLITICAL AFFILIATION OR BELIEF, DISABILITY,
GENETIC INFORMATION, OR ANY OTHER BASIS PROTECTED BY APPLICABLE LAW.
1.4.1. Summary of policy. WSA is committed to maintaining a work environment
characterized by respect, courtesy, dignity and professionalism. Therefore, WSA strictly
prohibits and will not tolerate any harassment of an employee or any inappropriate
behavior. The prohibitions against harassment apply not only to WSA employees,
supervisors, and offices, but also to vendors, customers, and others with whom the
agency does business. In other words, WSA will not tolerate any harassment of its
employees by anyone
1.4.1.1 To maintain a positive work environment for all WSA employees, we ask
that you immediately report any conduct or words that violate our policies,
regardless of whether they are directed at you or someone else. Since WSA will
not tolerate anyone engaging in harassment, discrimination, retaliation or
inappropriate conduct toward our employees, we ask that you report the
misconduct, regardless of whether it is by an employee, manager, vendor,
customer, or anyone else doing business with WSA.
1.4.1.2 Upon receiving a report of this nature, Workforce Solutions Alamo will
promptly investigate the matter and take a prompt remedial action, as may be
appropriate. Anyone working at WSA who is found to have violated these
policies will receive appropriate corrective action, including discipline, up to and
including discharge.
1.4.1.3 We strongly encourage the reporting of misconduct. No one will be
retaliated against in any manner for making valid reports in good faith. Every
employee, manager and supervisor has the responsibility of reporting any
conduct or words, which violate WSA's policies against unlawful harassment
(sexual or otherwise), discrimination, retaliation or inappropriate conduct.
1.4.1.4 A more detailed explanation of our policies, the types of prohibited
misconduct, and the possible avenues for reporting violations of the policies,
follow:
1.4.1.4.1
Prohibited Conduct and Words. It is not feasible to list
all of the types of behavior, misconduct, and comments that violate
policy and could subject an employee to discipline, including discharge.
11
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The following are examples of misconduct, which are strictly prohibited.
1.4.1.4.2
Sexual harassment will not be tolerated.
Sexual
harassment includes, but is not limited to: comments or behavior related
to gender which are insulting, offensive, degrading, or disparaging, or
other unwelcome physical or verbal conduct of a sexual nature where:
1.4.1.4.2.1
Submission to such conduct is either an expressed
or implied term or condition of employment; or
1.4.1.4.2.2
Submission to or rejection of such conduct is used
as the basis for an employment decision affecting the harassed
person; or
1.4.1.4.2.3
The conduct has the purpose or effect of
unreasonably interfering with an affected person's work
performance or creating an intimidating, hostile, or offensive
work environment.
1.4.1.4.3
Examples of sexual harassment that violate our policies
include: unwelcome or uninvited sexual advances, requests for sexual
favors, suggestive remarks, touching or physical contact, flirting,
comments about any individual's body, questions of a personal or sexual
nature; sexually related jokes, comments or wisecracks, stalking,
attempts to initiate a personal relationship, displays or circulation of
sexually suggestive or offensive graphics, pictures or other material;
invitations to meals, requests for dates, etc., and other words or actions.
Our policies prohibit harassment regardless of whether the words or
conduct are directed at the same sex or the opposite sex as the person
engaging on the conduct or comments.
1.4.1.4.4
Other kinds of prohibited harassment. WSA also strictly
prohibits and will not tolerate any kind of comments, statements,
innuendoes, slurs, nicknames, derogatory comments, jokes, pranks,
circulation or posting of pictures or other materials, or other verbal or
physical conduct that are/is in any manner related to sex, pregnancy,
race, ethnic or national origin, religion, color, citizenship, culture, gender,
marital status, veteran status, age, disability, and/or any other factor
protected by law.
12

1.4.1.4.5
Inappropriate Behavior. WSA also strictly prohibits any
comments or conduct that is insulting, disrespectful, bothersome,
offensive, annoying or degrading, even though the words or conduct
may not constitute "sexual harassment" or other prohibited harassment.
Examples of behavior include violating someone's privacy with personal
questions or conduct, rudeness, yelling, ridiculing individuals, disclosing
personal or medical information, unprofessional behavior,
intimidation, disrespectful behavior, name‐calling, using inappropriate
nicknames or descriptions to refer to persons, annoying others with
teasing, practical jokes, mischief, or other behavior.
1.4.1.4.6
Retaliation is Prohibited. WSA also strictly prohibits any
unlawful retaliation against anyone who has reported any violation of our
policies; made any objection to any discriminatory or retaliatory act, or
participated in any investigation, whether as a witness, provider of
information, or a complainant.
1.4.1.5 Policy Applies to All Communications. WSA's email system, internet
access system, other elements of its information technology system and
communications facilities, intra‐office mail, voice mail, and all other
meansother means of communication are subject to WSA's anti‐harassment
and anti‐discrimination policies. WSA expressly prohibits the use of email,
Internet or other means to transmit, view, access, or receive lewd, offensive,
discriminatory, harassing or inappropriate messages, images, or other materials.
Screen savers on computers, as well as all other images and messages on
computers, must be appropriate for a business environment and conform to
WSA's policies.
1.4.2 How to report Violations of Harassment, Discrimination, and Retaliation
1.4.2.1
Ways to make a report: WSA strongly encourages employees to
report any conduct or words that violate policy. If you believe that you or any
other employee has been subjected to any verbal or physical conduct that
violates our policies prohibiting harassment (sexual or otherwise),
discrimination, retaliation or inappropriate conduct, report it immediately.
WSA assures you that there will not be any unlawful retaliation or reprisal for
making a valid report. The following are possible avenues for making a report
13

or complaint of harassment (sexual or otherwise), discrimination, retaliation or
inappropriate conduct or words.
1.4.2.2
Generally, the report of misconduct could be made to Supervisor.
However, if for any reason you feel it would not be appropriate or effective to
report it to your supervisor (for example, if unavailable, not objective, a
participant in the issue to be reported, or for any other reason), you should
make the report to HR.
1.4.2.3
Exercising rights under this policy, does not in any way preclude
your right as an employee to seek relief through the TWC Civil Rights Division,
the Equal Opportunity Commission, or in a court of proper jurisdiction for any
complaint for which a remedy is provided under Applicable Law.
1.4.3 Investigation of the Complaint. After a report or complaint has been received,
The CEO will assign an appropriate person to immediately begin investigating the
complaint. The investigators may vary depending on the circumstances and the nature
of the allegations. WSA also provides an anonymous Hotline to report concerns. In order
to facilitate the investigation, you may be asked to submit your complaint in a written
form, which gives details and specific information concerning the harassment.
1.4.3.1
WSA reserves the right to place an employee on Investigatory
Administrative Leave, with pay, during the period of investigation.
1.4.3.2
After the investigation is completed, WSA will provide you with a
verbal summary of its determination. If the complaint is substantiated, WSA will
take appropriate prompt, remedial action to correct the situation, and you will
be notified that action has been taken. Individuals determined to have violated
any of our policies prohibiting harassment, discrimination, or inappropriate
behavior will be subject to disciplinary actions up to and including termination.
1.4.4 Report Any Additional Issues that Arise. So that they may also be investigated and
appropriately addressed, you should immediately report any additional or later issues,
problems, or concerns that may arise to the investigator or as outlined above. Other
matters that should be reported include:
1.4.4.1 Any concern you may have that not enough is being done to address or
resolve your complaint;
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1.4.4.2 Any new or other harassment, discrimination or retaliation that has
occurred;
1.4.4.3 Any concern you may have that the investigation was not properly done
or that the remedial action taken was not enough;
1.4.4.4 Any violations of these policies that continue despite the remedial action
undertaken by WSA;
1.4.4.5 Any circumstances, events, or words you believe are retaliation; and/or
1.4.4.6 Any other concerns or issues you might have.
1.4.5 No Retaliation. Since WSA prohibits retaliation against anyone for making bona
fide reports of harassment, misconduct, discrimination or other inappropriate conduct,
we emphatically request that all violations of our policies be reported immediately. WSA
assures you that there will be no retaliation against anyone for having brought forth a
complaint of sexual harassment, inappropriate behavior, any other kind of harassment,
or discrimination in good faith. WSA also prohibits retaliation against anyone who may
have provided information or acted as a witness during an investigation, or has
otherwise participated in an investigation, or engaged in any protected activity.
1.4.6 Confidential Records Maintenance. WSA maintains all records generated by a
complaint of equal opportunity and /or retaliation in a secure and confidential manner in
the HR office, in a accordance with Applicable Law.
1.4.7 The notice, Equal Opportunity is the Law, is posted at WSA.
1.5

Drugs and Alcohol Use`
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1.5.1 Statement of Purpose and Scope. WSA strives to provide a safe, healthful, and
Drug/alcohol free workplace that supports the level of productivity and quality necessary
to meet the needs of our business. Also, WSA recognizes that alcohol and Drug abuse in
the work place has become a major concern throughout the nation and the state, which
creates a serious negative impact on employees and their jobs. Therefore, we are
committed to the principle of a Drug and alcohol free work place and have implemented
these policies to facilitate reaching that goal.
1.5.2 Our objective is to provide a safe and healthy work place for all employees,
improve productivity, and prevent accidents. Through this policy, it is also our intent to
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inform our employees of the dangers of Drug and alcohol abuse in the workplace and
to advise them of the penalties that may be imposed for violations of our alcohol and
Drug abuse policies. All employees are required to comply with these policies as a
condition of continued employment.
1.5.3 WSA reserves the right to conduct medical tests of employee’s urine, hair, or
blood to validate compliance with the policy, in the interest of maintaining a safe
workplace. Such testing will ordinarily be conducted prior to employment, at a time
when behavior indicates a reasonable suspicion that the employee may be under the
influence of Drugs and, when an employee has been involved in an on‐the‐job accident
or injury under circumstances that suggest possible use of Drugs and/or alcohol in the
accident or injury event may be asked to submit to a Drug and/or alcohol test. “Involved
in an on‐the‐job accident or injury” means not only the individual who was injured, but
also any employee who potentially contributed to the accident or injury in any way.
The presence of any detectable amount of prohibited substance in the employee’s
system while at work, while on the premises of the company or its clients, or while on
company business is strictly prohibited.
1.5.4 Requirements and Prohibitions. In keeping with our commitment to prohibit
"Drugs" in the workplace, WSA expects all of its employees to adhere to the following
rules and policies:
1.5.4.1 Employees must comply with all applicable laws whenever working or
conducting WSA business, using a personal or leased vehicle while on agency
business, when representing Workforce Solutions Alamo, or when present on
WSA property.
1.5.4.2 Employees shall not use, sell, transfer, manufacture, distribute, dispense,
consume, or possess "Drugs" in any of the following circumstances or places:
1.5.4.2.1 on WSA property;
1.5.4.2.2 when working, traveling on business, or representing WSA, and
1.5.4.2.3 when operating WSA vehicles or driving in connection with their
employment.
1.5.5.3 Employees shall not report to work, perform work, represent WSA,
operate WSA vehicles, operate their own vehicles while working, or be present
on WSA property while they are under the influence of Drugs.
1.5.5.4 WSA will conduct drug testing if it appears that an employee may be
under the influence of Drugs or alcohol, including but not limited to the following
16

circumstances: evidence of Drugs or alcohol on or about the employee’s person
or in the employee’s vicinity; unusual conduct on the part of the employee that
suggests impairment or influence of Drugs or alcohol; negative performance
patterns or excessive and unexplained absenteeism or tardiness.
1.5.5.5 Employees shall immediately advise HR if convicted (including any plea of
no contest, receipt of deferred adjudication or probation, or other similar
proceeding) of any crime involving the sale, possession, transportation, or use of
illegal Drugs controlled substances or other Drugs.
1.5.5.6 If an employee is tested for Drugs or alcohol outside of the workplace 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.
In such case, t he employee will be given the opportunity to explain the
circumstances prior to any final employment action being taken.
1.5.5.7 Any employee who refuses to submit drug testing or to a search after fair
warning will be subject to immediate termination.
1.5.5 Prescription Medication. If prescription medication results in your inability to
perform the essential functions of your job safely and/or effectively, notify your
supervisor (with a minimum of medical or specific details) so that appropriate safety
precautions and/or reasonable accommodations can be explored. WSA complies with
the Applicable Law and will provide reasonable accommodation.
1.5.6 WSA reserves the right to inspect all property (desks, file drawers, bookcases,
lunch boxes, purses, vehicles, etc.) that is on WSA premises, to determine whether
Drugs prohibited by this policy are present. WSA will conduct such searches whenever
it has reason to believe that this policy has been violated.
1.6

Confidential Information

Formatted: Heading 2 Char, Font: (Default) +Body
(Calibri), 11 pt, Not Bold, Font color: Auto

1.6.1 WSA is committed to conducting its business in an open and forthright manner.
As part of this commitment, we regularly inform our customers, the community, and
other concerned groups about certain aspects of our operations. At the same time, we
are entrusted with maintaining the confidentiality of important information about our
customers, contractors, our employees, and proprietary information about our plans,
procurements, and systems.
1.6.2 While employed at WSA, you may have access to information about our
customers, operations, plans, or other employees. You must be alert to the sensitivity of
this information and protect against its unauthorized or inappropriate disclosure, both on
and off the job and during and after employment with WSA. A seemingly innocent remark
17

or a careless action may cause WSA to suffer a loss in employee and public confidence,
and may also have legal implications.
1.6.3 You must be knowledgeable of and carefully follow all procedures related to:
1.6.3.1 Use of computer hardware and software and the safeguarding of
computer information;
1.6.3.2 Proper storage,
information;

reproduction, distribution, and disposal of WSA

1.6.3.3 The appropriate release of privileged information about WSA, our
customers, and employees;
1.6.3.4 Encryption of documents containing personal identity data, such as Social
Security numbers, addresses, phone numbers, and dates of birth via email.
1.6.4 It is the policy of WSA that the ________________ CEO or his designee
authorize/approve all communication of nonpublic information in advance, whether oral
or written. Non‐public information includes any information that has not previously
been released to the public by WSA through a press release.
1.6.5 Employees violating this policy shall be subject to appropriate discipline, up to and
including termination of employment.
1.7

Employees with Disabilities
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WSA is committed to complying with Applicable Law and will provide reasonable
accommodations to qualified applicants and employees who seek accommodation.
1.7.1 Definitions:
1.7.1.1 Disability ‐ has a physical or mental impairment that substantially limits
or significantly restricts one or more major life activities, including but not limited
to:
1.7.1.1.1
Major life activities ‐ caring for oneself, performing
manual tasks, seeing, hearing, eating, sleeping, walking, standing, lifting,
bending, speaking, breathing, learning, reading, concentrating, thinking,
communicating, and working, and
1.7.1.1.2
The operation of major bodily functions including, but not
limited to physical and/or mental impairment to include psychological
disorders, cosmetic disfigurement and anatomical loss, effecting one of
18

the bodily functions: neurological, muscoulo‐skeletal, special sense
organs, respiratory (including speech), cardiovascular, reproductive,
digestive, genitourinary, immune, circulatory, blood and lymphatic, skin,
and endocrine systems.
1.7.1.1.2.1
Mental or psychological disorders include:
intellectual disability, organic brain syndrome, emotional or
mental illness, and specific learning disabilities.
1.7.1.2 Record of such an impairment‐ history of one that is episodic or in
remission may meet the definition when active;
1.7.1.3 Direct threat – a significant risk to the health and safety of the individual
or others in the workplace, requiring accommodation;
1.7.1.4 A qualified individual is someone who has the necessary skill, work
experience, education, training, licensing or certification, or other job related
requirements of the position to perform the essential functions of the job, with
or without accommodation;
1.7.1.5 Essential job functions – job activities, determined by the agency, that
are core to job performance and cannot be modified;
1.7.1.6 Reasonable accommodation ‐ any change to the work environment, such
as job restructuring, part time or modified work schedules, telecommuting,
reassignment to a vacant position, acquisition or modification of equipment or
devices, and other such modifications;
1.7.1.7 Undue hardship – any action taken by the agency that would require
significant difficulty or expense. Factors to consider would be: the nature or cost
of the accommodation, the overall financial resources of the employer and the
impact on the workplace facility and agency operations.
1.7.2 WSA is committed to ensuring equal employment opportunities for qualified
persons with disabilities. The agency will accommodate employees or qualified
applicants, by making reasonable changes in the work environment if the changes do
not pose an undue hardship on WSA, alter the essential functions of the job, or pose a
direct threat to the individual or to others in the workplace.
1.7.2.1 Employees must comply with safety standards. Any who would pose a
direct threat to themselves or others in the workplace will be placed on
appropriate leave until an agency decision is made regarding the immediate
employment situation.
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1.7.2.2 Employees are asked to notify their supervisors and HR for assistance
when the need for accommodation arises.
1.7.2.3 Individuals currently using illegal drugs are excluded from accommodation
under this policy.
Employees are encouraged to seek assistance before alcohol or drug problems become a
problem. In that regard, WSA will make reasonable efforts to accommodate Team
MembersEmployees who voluntarily seek assistance for a drug or alcohol problem. However, the
Team MemberEmployee must:
● Immediately discontinue use of drugs and alcohol that would be in violation of this
policy.
●Consistently participate in the rehabilitation program and comply with
recommendations made by the rehabilitation program.
●Maintain good attendance, behavior, job performance, quality and safety.
●This request must be made prior to a notification for testing or recommendation for
termination for any reason.
●WSA may require the Team MemberEmployee to undergo additional
substance abuse testing during the time period that the EmployeeTeam Member is
participating in a rehabilitation program and continuing for two years following
completion.
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To comply with this policy, employees must will immediately:
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Complete a drug / alcohol test as directed by WSA
Contact our Employee Assistance Program for direction and enroll in a Substance Abuse
Treatment Program as designated by the EAP.
Discontinue use of drugs / alcohol in violation of WSA policy.

I agree that my continued employment with WSA is dependent on my successful completion of
a Substance Abuse Treatment Program and continued cooperation with our Drug and Alcohol
Policy. If during the duration of this Agreement, I violate the requirements and conditions of the
EAP, Substance Treatment Program, WSA Drug and Alcohol Policy including refusal to submit to
a drug test, I understand that I would face a termination review and be subject to possible
termination from WSA.
1.7.2.4 HR is responsible for this policy implementation and, in consultation with
senior management, will facilitate the resolution of reasonable accommodation,
safety/direct threat, and undue hardship matters.
1.8

Customer Relations
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1.8.1 Customers are among WSA's most valuable assets. Every employee represents
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WSA to our customers and to the general public. Our job performance presents an image
of our entire organization. Therefore, a major business priority is to assist any customer
or potential customer. Nothing is more important than being courteous, friendly, helpful,
and prompt in the attention given to internal and external customers.
1.8.2 Our personal contact with the public, our manners on the telephone, and the
communications we send to customers and fellow employees are a reflection not only
of ourselves, but also of the professionalism of WSA. Positive customer relations not only
enhance the public's perception or image of WSA, but also pay off in greater employee
loyalty and increased efficiency in our processes.
1.8.3 It is the policy of WSA to provide equal employment opportunity to applicants
and employees and to assist employees and members of the general public, who have a
disability, by providing reasonable accommodation, as appropriate, in employment, the
application for employment, services, training, programs, and activities.
1.9

Open Communication
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WSA firmly believes that the best way to further its business goals and to enhance teamwork is
to maintain frank and open communication with its employees. Experience has shown that the
first step toward resolving a problem is to talk about it frankly and openly, in the appropriate
setting. We strongly encourage such discussions. To enhance communications with our
employees, we have established what we refer to as open communication.
1.9.1 At any time you have a question, problem, concern or suggestion regarding your
job or working conditions, we encourage you to speak with your Director or HR.
1.9.2 You will also find that, from time to time, your supervisor or manager will initiate
discussions about employment‐related issues or business matters with you individually
or with our employees as a group. You may direct questions about policy issues or fair
treatment to HR for discussion and interpretation.
1.9.3 HR will set these meetings as quickly as possible, and employees are expected to
understand that their issues/concerns may not be addressed at the time they arise.
1.9.4 Staff members should be able to discuss their concerns without fear of retaliation.
Open communication and early problem resolution aid in maintaining a pleasant and
productive workplace environment.
1.10

Equal Opportunity Officer
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1.10.1 WSA's CEO has designated HR as its EO Officer. The EO Officer is responsible for
Equal Opportunity and Non‐Discrimination Requirements and Complaints as they pertain
to the Board and its service providers. Any Equal Employment Opportunity complaints
should be directed to HR.
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1.11

Violence in the Workplace
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It is the goal of WSA to promote a safe, respectful, and productive work environment. To this
end, WSA will not tolerate, condone or ignore threats, stalking, threatening or abusive behavior,
or acts of violence, as described in this policy.
1.11.1 Each department supervisor, manager, and employee is responsible for keeping
the workplace free of harassment, intimidation and/or violence.
1.11.2 Behavior prohibited by this policy include any acts, words, omissions or actions
by employees or non‐employees, such as vendors, job applicants, visitors, spouses, or
others who are actually or potentially intimidating, hostile, destructive, disruptive,
threatening, or violent behavior regardless of whether directed against any employee,
the employee him/herself, others, WSA property, or property belonging to others.
1.11.3 This prohibition includes all WSA premises, activities, work areas, and WSA
sponsored events.
1.11.4 No form of intimidating, threatening, or violent behavior will be tolerated. Such
behavior includes but is not limited to:
1.11.4.1
Intimidating or hostile behavior includes language or action that
disrupts the work environment, causes undue emotional distress to another, or
creates a reasonable fear of injury to a person.
1.11.4.2
Threatening behavior includes physical actions without physical
contact or injury, and general or implied threats to people or property.
1.11.4.3
Violent behavior includes any physical assault with or without
weapons, throwing objects, destroying property, specific or expressed threats
to inflict harm to people or destruction of property, and other conduct which
appears to pose a threat of injury to persons or property.
1.11.4.4
Behavior, words, or other conduct, which is self‐destructive or
potentially harmful to the employee him/herself and/or others.
1.11.5 Any person who experiences, observes or has knowledge of actual or threatened
workplace harassment or violence has a responsibility to report the situation to a
member of management or to HR as soon as possible.
1.11.6 All reports of workplace harassment, intimidation or violence will be investigated
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promptly and impartially. Employees are required to cooperate in any investigation. A
timely resolution of each report should be reached and communicated to all parties
involved as soon as possible.
1.11.7 Any form of retaliation against employees for making bona fide reports
concerning workplace harassment or violence is prohibited; therefore, such retaliation
must be reported.
1.11.8 Employees who are victims of domestic or non‐work related violence, or who
believe they are potentially victims of such violence, and fear it may enter the workplace,
are encouraged to promptly notify the CEO.
1.11.9 Those who believe they are victims of harassment or violence, whether
workplace or non‐work related, may also contact WSA's Employee Assistance Plan (EAP)
to obtain advice in dealing with the situation.
1.11.10
Violations of this policy will lead to corrective action, up to and including
termination and/or referral to the appropriate law enforcement agencies for arrest and
prosecution. WSA reserves the right to take any necessary legal action to protect its
employees.
1.12

Ethics and Conflicts of Interest
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Employees are expected to use good judgment, adhere to high ethical standards, and to avoid
situations that create an actual or perceived conflict between their own personal interests and
those of WSA.
1.12.1 Therefore, WSA prohibits its employees from engaging in any activity, practice,
or act which conflicts with, or appears to conflict with the interests of WSA. Such activity
is influenced by considerations of one or more of the following: gain to the employee,
entity, or organization in which the employee, his/her parent, child, adopted child, or
spouse has employment interest, substantial financial interest, or other interest that
influences the employee’s ability to perform his or her job duties and responsibilities.
1.12.2 The prohibitions included in this policy are not exhaustive and serve as examples.
1.12.2.1
Employees are not to engage, directly or indirectly, any conduct
which is disloyal, disruptive, competitive, or damaging to WSA.
1.12.2.2
Employees and their immediate families are not to accept gifts,
except those of nominal value ($25.00 or less), money, or any other item of value
from any person or group doing, or seeking to do or doing, business with WSA.
1.12.2.3

Employees are not to give, offer, or promise, directly or indirectly,
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anything of value, including services outside the ordinary course of business, to
any customer, vendor, relative, potential customer, or any other person or entity.
1.12.2.4
WSA’s operational strategies and business decisions are
confidential. Employees are not to disclose inside, confidential, or proprietary
information to anyone, whether inside or outside the organization, who does not
have a legitimate need to know.
1.12.2.5
Employees are not to hold any positions with any entity doing
business or seeking to do business with WSA.
1.12.2.6
Employees must refrain from engaging in any conduct, which either
creates or appears to create a conflict of interest with WSA.
1.12.2.7
Misusing any confidential or proprietary information or violating
policies on such information.
1.12.3 Employees have an obligation to avoid conflicts of interest and to refer such
questions and concerns about potential conflicts to their supervisor or HR.
1.12.4 Violation of any of the foregoing policies could result in disciplinary action up to
and including termination of employment. WSA has sole discretion to determine where
a conflict of interest exists. Should you have any questions or doubts about the
interpretation or applicability of any of these policies to yourself or others, contact HR.
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SECTION II
EMPLOYMENT
2.1
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Classification and Categories of Employees

Employees of WSA are classified as either "exempt" or "nonexempt/' according to the provisions
of Applicable Law. Classification is based on the nature of the job duties, responsibilities, and
compensation in accordance with Applicable Law.
2.1.1 Nonexempt (hourly) employees enjoy full coverage under Applicable Law, and
receive pay for overtime work. They report hours, according to current practice, for bi‐
weekly payment.
2.1.2 Exempt employees are salaried and meet the other criteria for exempt status
under Applicable Law. They do not receive overtime pay. The emphasis is not on the exact
number of hours they work, but on the results they produce, i.e. project completion or
24
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appropriate management of their departments
2.1.3 Within these two classifications, WSA employees are grouped by employment
status:
2.1.3.1 Regular Full‐time Employees: These employees have successfully
completed an introductory period of employment and are regularly scheduled
to work 40 hours per week.
2.1.3.2 Regular Part‐time Employees: These employees have successfully
completed an introductory period and are regularly scheduled to work at least
20 but less than 40 hours per week.
2.1.3.3 Temporary Employees: Occasionally an employee will be hired for a short
time to complete a project or fill a vacancy until a regular employee is hired
or returns to work. Temporary employees seldom work for more than three
months and are not eligible for regular employee benefits.
2.1.4 Independent Contractors: From time to time, WSA may engage an independent
third party to provide services for a particular project and/or for a limited period of time.
These independent third parties are self‐employed; are responsible for their own taxes
and expenses; are not subject to an employer's direction and control; have the
opportunity for profit and loss; and are not WSA employees for any purpose.
Consequently, such independent contractors are not eligible to receive and do not receive
any of WSA's employment benefits.
2.2

Application for Employment and Background Investigation
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WSA requires that any person interested in being employed by this agency must first complete
an application for employment and all supplemental sheets, as required. Forms are provided
from HR for many of the operating rules for employees in this Handbook, including requests,
reimbursements, applications, and grievances. These forms must be completed in full before any
action can be taken by WSA.
2.2.1 Applications are accepted only for current positions available. An employment
application must be submitted for each vacancy. The application must be complete, and
all the questions must be answered. Any skills, education, licenses, etc. required for the
position must also be included with the application to ensure that the applicant meets
minimum qualifications for the position. HR and the hiring managers will screen
applications to insure that applicants meet the minimum qualifications for the open
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position.
2.2.1.1 WSA has no obligation or practice of utilizing or referring to the
applications in connection with vacancies that occur after the filling of the
vacancy for which the application was submitted but does retain applications,
on file, to meet statutory regulations.
2.2.2 All WSA applicants must be legally authorized or eligible to work in the United
States as provided by Applicable Law.
2.2.3 All WSA employees are required to have a valid Social Security number.
2.2.4 Qualification for employment ‐ In making its hiring decisions, WSA relies on the
qualifications, work history, experience, achievements, attributes and other information
described and provided (directly or indirectly) to WSA, its recruiters, interviewers, or
others during the application and hiring process (e.g. resume, application form,
interviews, correspondence, and other materials and information). Therefore, if at any
time WSA discovers a misrepresentation, omission, misstatement, or other inaccuracy,
intentional or unintentional, in any of the information provided, employees will be
subject to immediate discharge if WSA, in its sole discretion, determines the
misrepresentation, omission, misstatement, or inaccuracy was not trivial.
2.2.4.1 Job Qualification Review – the agency will review the appropriateness of
all job qualifications annually in conformance with requirements of Applicable Law
to ensure that job qualifications do not exclude disabled individuals because of
their handicaps, are related to the performance of the job, and are consistent with
business necessity and safe performance.
2.2.5 Background Investigation – To assure that WSA hires qualified employees to meet
the various requirements for carrying out its mission and goals, it conducts verification of
previous employment, background investigations, and drug screening through a third
party, a federal credit reporting agency. The following screening is sought, with disclosure
to the applicant/employee:
2.2.5.1 Credit history ‐ for fiscal and procurement positions
2.2.5.2 State and county criminal history with social security number trace ‐ for all
2.2.5.3 Education verification if a degree is required for the position
2.2.5.4 Drug test for all (urine drug testing must be completed within 24 hours
of receiving chain of custody forms for continued consideration for employment);
applicant must present chain of custody form and picture ID at the lab.
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2.2.5.5 If WSA were to take adverse action as a result of the findings of the
investigation completed by a third party, it will provide the applicant/employee
with a copy of the applicant’s rights under Applicable Law. This affords the
applicant an opportunity to dispute information believed to be inaccurate with
the third‐party agency and for that reporting agency to re‐investigate and remedy
inaccuracies, if appropriate. Adverse action is defined as denial of employment
or any other decision for employment purposes that adversely affects any current
or prospective employee.
2.3

Job Posting and Application Process
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HR is responsible for the development and posting of appropriate job descriptions. An open
position, whether it is a replacement position or a new one, will be first posted in‐house for five
(5) working days.

Formatted: Heading 2 Char, Font: 11 pt, Not Bold, Font
color: Auto, Not Expanded by / Condensed by

New positions are created through the following procedure: Supervisors who require
the creation of a new job are to discuss the need for the job and its related duties and
responsibilities with their Director. The request for approval of new jobs is to proceed
up through increasingly higher levels of supervision until it reaches a supervisory level
that reports directly to the CEO.
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2.3.1 Any WSA employee, who is not in an introductory period, performance probation,
suspension, or pending disciplinary action, may apply for any open position for which
he/she is interested and qualified. After an in‐house posting, WSA may elect to contact
outside sources to identify and attract additional candidates for consideration. In
particular situations, WSA may determine, at its sole discretion, that it is more
appropriate to seek external candidates without posting in‐house or to seek outside
candidates contemporaneously with its in‐house posting.
2.3.2 All applicants, both internal and external, must complete an application for
employment HR will review applications to ensure they meet minimum qualifications.
Only applicants meeting minimum requirements of the position will be considered.
2.3.3.1 Only employees who resigned with at least two weeks' notice, four weeks'
notice for all levels of management, or were released by WSA under favorable
conditions shall be eligible to apply for rehire.
2.3.3.2 After the screening process, the hiring managers and HR will initiate the
interview process. Candidates, either internal or external, are required to be
interviewed before being offered a position.
2.3.3.3 Vacancies will be filled based on WSA's assessment of which candidate
best meets the needs of the organization for the position, utilizing such factors as:
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merit, qualifications, potential for career growth, adaptability, ability to learn or
perform the essential functions of the job, and/or other factors it deems
appropriate.
2.3.3.4 Any applicant recommended to fill a vacancy must have received the
recommendation based on his/her qualifications and ability.
2.3.4 Interim appointments. WSA may determine it is in the best interests of WSA to
appoint an Interim to immediately fill that vacated position.
2.3.4.1 The word Interim will be added to the beginning title of the position.
2.3.4.2 There is no guarantee that the Interim will automatically assume the
position on a full time permanent basis. The position the Interim is temporarily
filling will be posted per WSA’s policy that all positions will be posted and must be
competed for.
2.3.4.3 At the successful completion of the Initial 90 days as an Interim, the
Interim's performance will be reviewed by the CEO. If the Interim has performed
the duties of the position in an above average manner, the Interim Is eligible to be
considered to carry on In the position without the Interim designator.
2.3.4.4 The Human Resources Department is to be a clearing house for all
applicants.
2.4

Expectations for Employee Behavior

WSA maintains certain rules and regulations regarding employee behavior that are necessary
for the efficient operation of the agency and for the benefit and safety of all employees.
Conduct that uses WSA's resources inappropriately, impedes the providing of our services,
interferes with operations, discredits WSA, or is offensive to customers or fellow employees
will not be tolerated.
2.4.1 Employees are expected to conduct themselves in a professional manner in
order to promote the best interests of Workforce Solutions Alamo. Such conduct
includes but is not limited to:
2.4.1.1 Reporting to work punctually as scheduled and being at the proper work
location, ready for work, at the beginning of your scheduled work day;
2.4.1.2 Giving proper advance notice whenever unable to work or report on time;
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2.4.1.3 Complying with all WSA safety and security regulations;
2.4.1.4 Refraining from spreading vicious rumors about employees, supervisors,
customers or WSA;
2.4.1.5 Wearing clothing appropriate for the work being performed;
2.4.1.6 Maintaining your workplace and work area in a clean and orderly manner
to foster workplace safety;
2.4.1.7 Treating all customers, visitors, and fellow employees in a professional
manner;
2.4.1.8 Refraining from behavior or conduct deemed offensive or undesirable, or
which is not in the best interest of WSA, such as:
2.4.1.8.1
Name calling; demeaning jokes; taking credit for another’s
work or ideas; refusing to communicate or speak with another co‐worker;
offensive verbal, visual, or physical contact; invading another’s
privacy/personal space; knowingly blaming others for mistakes they did
not make; gossiping and bullying.
2.4.1.9 Performing assigned tasks efficiently and in accordance with quality
standards set by WSA
2.4.1.10 Reporting to management suspicious, unethical, or illegal conduct
of fellow employees, customers, or visitors.
2.4.2 This Handbook outlines prohibited conduct, that will subject the employee to
disciplinary action, up to and including discharge.
2.5

Nepotism (Employment of Relatives)
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WSA ensures that all employees are hired, promoted, or transferred on the basis of individual
merit. Realizing that supervisory positions have a certain amount of influence that might lead to
accusations of favoritism or discrimination, the employment of relatives is prohibited according
to the guidelines below:
2.5.1 WSA may not employ anyone who is related to a Board member or to the CEO
by marriage or within a third degree relationship.
2.5.2 WSA discourages the employment of relatives of any WSA employee when the
employment might reasonably present a conflict due to the relationship.
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2.5.3 If a situation that runs contrary to this policy is created due to a promotion,
transfer, or marriage, the affected individuals will have a period of three (3) months to
settle the issue voluntarily. In such situations, one of the affected employees should
request a transfer or resign. There is no guarantee, however, that a transfer will be an
option in every case. If the individuals are unable to resolve the issue on their own, the
department manager will decide, (with the assistance from HR and CEO), which employee
is to be transferred or terminated to achieve compliance with the policy.
2.6

Promotions
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WSA provides fair and equal promotion opportunities to all employees.
2.6.1 Qualified internal candidates must complete application and participate in the
interview process.
2.6.2 A promotion is a move to a job with greater responsibilities and offers qualified
employees an opportunity to advance in the organization.
2.6.3 Employees promoted to a higher position may receive a pay adjustment.
2.7

Transfers
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WSA offers employees the opportunity to transfer laterally to a job within the person's
current work area or to another department within WSA. A lateral transfer may be the change
of an employee’s job title or duties that does not immediately affect the person's salary grade.
2.7.1 Any employee requesting a transfer between divisions must get the approval of
the gaining and losing department directors/managers.
2.7.2 WSA has the authority to transfer employees to positions, within the
organization, as he/she deems necessary for the efficient utilization of personnel and to
meet organizational requirements.
2.7.3 A salary increase is not required nor normally given in the case of a transfer.
2.8

Demotions
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WSA has guidelines for managing employee demotions.
2.8.1 A demotion is the movement of an employee from a position of higher pay grade
to a lower one. This reduction, which will be accompanied by a pay reduction, may be
the result of the following:
2.8.1.1 The employee's inability to fulfill the functions of his/her job at any time
or during the probationary period;
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2.8.1.2 The employee's request for a demotion;
2.8.1.3 Disciplinary action;
2.8.1.4 Reduction in force or the reorganization of functions, jobs, or activities;
2.8.1.5 The best interests of the agency.
2.8.2 WSA will determine, in its sole and exclusive discretion, whether the
circumstances warrant a demotion.
2.8.3 __________________ The CEO or their designee will determine the employee's
new salary.
2.8.4 An employee who is demoted may return to his/her former position and salary,
if such an opening is available
2.9

Immigration Law Compliance
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WSA is committed to employing only individuals who are legally authorized to work in the
United States, and does not unlawfully discriminate on the basis of citizenship status or national
origin.
2.9.1 In compliance with the Applicable Law, each new employee, as a condition of
employment, must complete the Employment Eligibility Verification Form I‐9 within three
(3) days of hire. Employees who are rehired must also complete the form if they have
not completed an I‐9 with WSA within the past three years, or if their previous I‐9 is no
longer retained or valid.
2.9.2 The agency utilizes the services of E verify to verify the employee’s right to work
in the United States. WSA completes the process within three(3) days of date of hire.
2.9.3 Employees with questions or who seek more information on immigration law are
encouraged to contact the HR. Employees may raise questions or complaints about
immigration law compliance without fear of reprisal.
2.10

Outside Employment
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WSA does not prohibit employees from having a second job, but provides guidelines for the
outside employment of its employees. Outside employment is defined as "work for wages,
income, salary, commission, percentage, or compensation of any type, which is prohibited from
being performed during normal hours at WSA. This includes, but is not limited to: self‐
employment, contractual employment, or employment by an agency, business, enterprise or
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others."
2.10.1 Employees will not allow, for any reason, their outside employment to impair the
efficiency and effectiveness of duties assigned by WSA.
2.10.2 Employees are prohibited from accepting or engaging in outside business,
employment, or work that results in even the appearance of impropriety or a conflict
of interest.
2.10.3 WSA prohibits the use of its premises and/or property to be used in connection
with any outside employment.
2.10.4 Working a second job is prohibited while on any kind of leave of absence, except
as required by a military commitment, and could result in revocation of the leave of
absence and/or termination of employment.
2.11

Supervisory Policy
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It is the policy of WSA that the work of all employees be assigned, directed, and reviewed by
supervisory personnel. Each employee will ordinarily be responsible to only one Director.
Directors are responsible for communicating the goals and policies of management to the
employees under their supervision. They communicate to management the attitudes,
suggestions, and complaints of employees.
Employees placed in supervisory capacities are responsible for the effective operation of their
departments through the combinations of people and resources. Below are some guidelines to
be followed by Directors:









Apply equitable treatment to all employees.
Become familiar with agency policies to ensure appropriate decisions are
reached with regard to employees. Consistently apply policy in supervising
employees.
Recognize good performance.
Objectively and honestly evaluate employee performance; record unacceptable
performance along with requirements for improvement.
Give reprimands in a constructive and discrete manner.
Recommend employees with good performance for promotion whenever
appropriate.
Give reasonably adequate orientation and training to employees under your
supervision.
Develop work environment based on teamwork among employees across
organizational units.
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Complete relevant training as assigned by the CEO or their designee
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2.112 Performance Evaluation/ Work Performance Improvement
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WSA expects its employees to perform their assigned duties to the best of their abilities,
according to the directions of their supervisors, agency policies and procedures and the
standards, outlined in the respective job descriptions. Supervisors and managers are tasked
with discussing job performance expectations at time of employment and throughout the
employee’s tenure. Additionally, WSA believes that it is important that employees be
recognized for good performance; receive appropriate suggestions for improvement when
necessary; and be compensated for their contributions to WSA.
2.112.1
guidelines:

A performance evaluation will be presented according to the following

2.112.1.1

Once a year prior to July 1st;

2.112.1.2

Prior to a promotion;

2.112.1.3
At the successful completion of the initial 90 days of employment
or after 90 days in a new position; and
2.121.1.4
New employees’ first pay increase, based on performance, will be
prorated and will be based on number of days from date of hire to the July 1 st
evaluation date. Employees who have been on extended leaves of absence may
receive prorated pay increases to reflect the absence.
2.112.2
The performance review can be useful in helping an employee to
understand the manager's expectations and if they are met. It can also assist in planning
performance goals for the next review period and in identifying appropriate training,
when needed.
2.112.3
The frequency and focus of performance appraisal discussions may vary,
depending on the specific job. However, discussions about performance need not be
limited to formal performance appraisal discussions initiated by the manager. Managers
welcome questions about an individual’s performance or manager's expectations at any
time.
2.112.4
Being placed on a Work Performance Improvement Plan may result in a
change in the effective date of a pay increase, as a result of a performance evaluation.
HR, with the approval of the Executive Director, will be responsible for adjusting the
effective date of the pay increase.
2.112.5

Work Performance Improvement ‐ Directors are responsible for
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developing performance improvement plans with their employees, when warranted, and
for completing the appropriate performance‐monitoring forms.
2.112.5.1
Employees who are placed on formal Work Performance
Improvement Plans (WPIP) are considered to be on work performance probation.
Progress toward satisfactory performance of job duties is required for continued
employment. If, at any time during the period of the plan, the Director
determines that the employee is not making satisfactory progress, employment
may be terminated.
2.112.5.2
The Director completes Work Performance Improvement Plan,
outlining the action plan for a period of time, not to exceed 60 days, during which
the employee will demonstrate consistent, satisfactory performance.
2.121.5.2.1 Directors are expected to meet at least bi‐weekly with
the employee to discuss the employee’s progress and to monitor
resources provided.
2.112.5.3
If the employee is on a WPIP at the time the annual evaluation is
due or if the employee is placed on a plan as a result of the annual evaluation,
the employee will not receive a pay increase until he/she has successfully
completed the WPIP. The pay increase, when effective, will not be retroactive.
2.112.6 All evaluations will be placed in the employee's personnel file. Employees
are encouraged to ask for a copy of evaluations and performance improvement plans
to maintain their own records of expectations.
2.123 Introductory Period of Employment
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WSA provides for an introductory period for all new employees and employees who are new in
a position to give new employees or those new to the position the opportunity to demonstrate
their ability to achieve a satisfactory level of performance and to determine whether the new
position meets the employee’s expectations.
2.123.1
New employees are considered to be in an introductory period during the
first 90 days of employment. The purpose of this period is to give WSA and the employee
time to determine the suitability of the match and whether the employment relationship
should continue. During this period the employee's performance, behavior, and
attendance will be closely monitored. Either the employee or WSA may end the
employment relationship at‐will any time during or after the introductory period, with or
without cause or advanced notice. The employee's supervisor will fully document the
decision to terminate or demote.
2.123.2

Managers are expected to clarify performance expectations and, when
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appropriate, to develop performance improvement plans to aid the employee in meeting
goals and expectations.
2.123.3
Employees are also considered to be in an introductory period for the
90 days following any change or advancement to another position with WSA. This
includes transfers, promotions, and demotions. If a recently promoted employee is
unable to satisfactorily meet the new responsibilities, the manager will consult with HR.
2.123.4
At any time during the initial 90 day introductory period, employment
may be terminated, without prior warning or consultation. Without any limitation to
the right to terminate or demote at will, the employee’s manager will fully document the
decision to terminate or demote. Employees terminated during the probationary period,
or as a result of the formal evaluation made at the end of the probationary period, do not
have access to the grievance procedures relative to their termination
2.123.5 Employees who are placed on formal performance improvement plans are
considered “on performance probation” for the length of the plan.
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SECTION III
COMPENSATION
3.1 Wage and Salary Administration
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The salary administration program at WSA has been created to achieve consistent pay practices,
and offer competitive salaries within our labor market. Because recruiting and retaining
talented employees is critical to our success, WSA is committed to paying employees equitable
wages that reflect WSA's assessment of the requirements and responsibilities of the positions
and are comparable to the pay received by employees in similar organizations.
3.1.1 Compensation for every position is determined by several factors, including the
essential duties and functions of the job, salary survey data from third party providers,
budgetary considerations, agency goals and priorities, and other factors deemed
appropriate by WSA. Periodic review and revision of the salary administration program
will be performed. Merit‐based pay adjustments may be awarded in conjunction with
employee performance, documented during the performance evaluation process.
3.1.1.1 Employees should bring their pay‐related questions or concerns to the
attention of their Directors, who are responsible for the fair administration of
departmental pay practices. HR is available to answer specific questions about
the salary administration program.
3.1.2 New Positions
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3.1.2.1 Hiring salaries will be based on the qualifications of the candidate in
relation to the job requirements and to the experience and qualifications of
current employees in the same classification and grade.
3.1.2.2 Several exceptions may be considered regarding hiring salaries:
3.1.2.2.1
Unusual market conditions may require premium‐hiring
rates up to the salary range midpoint.
3.1.2.2.2
CEO.

Exceptions to the standard may be requested from the

3.1.2.2.3

Availability of budgetary resources.

3.1.2.2.4

Priorities, goals, or business challenges.

3.1.3 Annual Salary Reviews
3.1.3.1 The objective of salary increases is to move an employee's pay through
the assigned salary range over several years, at rates reflecting the employee's
job performance.
3.1.3.2 The salary increase is dependent upon the individual's overall
performance, the position of the individual's salary within the assigned salary
range, and the percentage increases allocated for the given fiscal year.
3.1.3.3 If an employee has reached the maximum of the salary range for the
position, s/he will not be eligible for an annual increase in salary. Instead, based
on the performance review, s/he will receive a one‐time bonus, based on the
increase rate determined for that fiscal year.
3.1.4 Promotions
3.1.3.1 A promotion is the assignment of an employee to a position classified in a
salary grade higher than is currently assigned.
3.1.4.2 The new salary after promotion will at least meet the minimum of the
new grade level and not exceed a 10% increase.
3.1.5 Transfers
3.1.5.1 A transfer is the voluntary or involuntary assignment of an employee to
another position classified in the same salary grade level as the position to which
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the employee is currently assigned.
3.1.5.2 A salary increase is not required or normally given in the case of a transfer.
3.1.6 Demotions
3.1.6.1 A demotion is the movement of an employee from a higher pay grade to
a lower one.
3.1.6.2 A demotion is accompanied by a pay adjustment to the previous rate of
pay, if the individual is returning to the prior position. If moving to another
position, in a lower pay grade, the reduction in pay will depend on factors such
as transferrable experience, skills, and abilities. The CEO will make the
determination in consultation with the Director and HR.
3.17

Changes from Nonexempt to Exempt Status
3.1.7.1 Reassignment from a non‐exempt to an exempt position, or vice versa, is
considered on a case‐by‐case basis by HR.

3.2

Overtime Work and Compensatory Leave

WSA employees are covered by the minimum wage and overtime provisions of the Applicable
Law. An employee is either exempt or non‐exempt from overtime provisions depending on
his/her job responsibilities. If an employee changes job positions, he/she may be reclassified.
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Overtime must be approved, in writing, in advance by an employee’s supervisor. It must then be
reported on the employee’s time sheet with an explanation for the time worked. If it is not
possible to obtain permission in writing, verbal permission may be obtained and then reported
on the time sheet.
3.2. 1. Regular and temporary full‐time non‐exempt employees are to be paid time and
a half for hours worked over 40 during a standard work week. Work performed during
regular scheduled holidays, will count toward over time. PTO taken will not be counted
as hours worked for the calculation of hours that are to be paid at time and a half.
3.2.2 Regular full‐time: Regular full‐time exempt employees are expected to work the
hours necessary to complete the task. Where an unusual number of hours are required
by management to complete special projects, employees must obtain prior written
approval from their supervisors.
3.2.3 Regular full‐time exempt employees may accrue compensatory time for hours
worked over 40 during a standard work week. Such activity must be approved in
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advanced by all levels of supervision. Failure to receive advance approval may result in
compensatory time being denied. Work performed during a regularly scheduled holiday
may count toward compensatory time.
Employees may carry forward a maximum of 160 hours of compensatory time. Any hours
in excess of 160 at 12/31 each year will be forfeited.
Temporary full‐time: Temporary full‐time exempt employees are to be paid their regular
hourly rate for each hour worked over 40 during a standard work week.
3.2.4 Distribution upon termination: Upon voluntary termination and in the event of
termination due to employee’s death, compensatory hours will be distributed according
to the following vesting schedule:
Service
0 to 2.5 years (900 days)
2.51 to 3.5 years
3.51 to 4.5 years
4.51 years+

Vested Amount
0% Vested
40% Vested
80% Vested
100% Vested

Termination for cause may result in the forfeiture of compensatory hours.
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3.3

Compensatory Time
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Regular full‐time exempt employees may accrue compensatory time for hours worked over 40
during a standard work week. Such activity must be approved in advanced by all levels of
supervision. Failure to receive advance approval may result in compensatory time being
denied. Work performed during a regularly scheduled holiday may count toward
compensatory time.
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Employees may carry forward a maximum of 160 hours of compensatory time. Any hours in
excess of 160 at 12/31 each year will be forfeited.
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Temporary full‐time: Temporary full‐time exempt employees are to be paid their regular hourly
rate for each hour worked over 40 during a standard workweek.
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Distribution upon termination: Upon voluntary termination and in the event of termination
due to employee’s death, compensatory hours will be distributed according to the following
vesting schedule:
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Service Vested Amount
0 to 2.5 years (900 days) 0% Vested
2.51 to 3.5 years 40% Vested
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3.51 to 4.5 years 80% Vested
4.51 years+ 100% Vested
Termination for cause may result in the forfeiture of compensatory hours.
Distribution as a result of a Reduction‐In‐Force: Termination as a result of a Reduction‐in‐force
(RIF) will result in 100% vesting of compensatory time ‐ IF FUNDING IS AVAILABLE. If funding is
not available, employees will be notified no later than the date they are notified of their
termination due to RIF.
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3.34 Travel Time
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WSA may require employees to travel within the scope of their job duties. Under these
circumstances, compensation for travel as worked time will be based on the nature and time
of the travel required and whether the employee is in an exempt or nonexempt position. Exempt
employees will not receive travel time compensation.
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3.4.1 An employee is not entitled to paid travel time when commuting to and from
home to WSA work site. This is also true for travel time involved when an employee
travels to different local work sites. Similarly, travel time back to the employee's home,
from any local WSA facility or worksite is not compensated.
3.4.2 An exception exists when a non‐exempt employee commutes to/from a work
site outside Bexar County. In that case, travel time will be considered as time worked for
overtime calculation.
3.4.3 If the employee is required to travel from the primary work site to another, as
part of his/her job duties, that time will be regarded as time worked for overtime
calculation. If an employee returns from out of town travel during the normal workday
hours, s/he is expected to return to work or request the appropriate time‐off.
3.4.4 If the non‐exempt/hourly employee drives to a work commitment out of the
area on a non‐working day, (e.g. on a Saturday or Sunday), during hours that would be
part of the workweek schedule (8 a.m.‐5 p.m.), the driving time will be counted as
hours worked. If an employee opts to travel outside those normal working hours and/or
travels as a passenger in a car on a public carrier (airplane), this time not considered
time worked.
3.5 Payroll Schedule and Time Records
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Payroll periods are on a bi‐weekly schedule. Paychecks will be distributed every other Friday at
the office unless authorized for direct deposit. Paychecks will not be given to a person other
than to the employee, unless written authorization by the employee is given to WSA. Requests
39

must be submitted to the Fiscal department at least 24 hours prior to payday.
3.5.1 In the event that a regularly scheduled payday falls on a holiday, employees will
receive paychecks on the last day of work before the regularly scheduled payday.
3.5.2 Recording of time is required for all employees on Time records must be true
and complete and approved by the manager no later than 10:00 a.m. on the Monday
prior to a payday. Employees will post their hours worked to the codes assigned to the
various agency programs.
3.5.3 Accurate recording of time worked is the responsibility of every employee. Federal
and state laws require that WSA maintain an accurate record of time worked to
calculate employee pay and benefits. For non‐exempt/hourly employees, time worked
is all the time actually spent on the job, performing assigned duties.
3.5.4 Altering, falsifying, tampering with time records, or recording time on another
employee's time record will result in disciplinary action, up to and including termination
of employment.

3.6

Telecommuting
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3.6.1 Policy Statement: It is the policy of WSA to permit telecommuting work
arrangements as provided by this policy when it is in the best interests of the Agency and
when it will enhance the productivity of the employee.
3.6.2 Scope: This policy applies to Agency staff, both classified and administrative and
professional positions. It does not apply to faculty positions or positions that require
student status as a condition of employment.
3.6.3 Definitions:
3.6.3.1 The principal location is WSA Board Office.
3.6.3.2 A regularly assigned place of employment is the location of your
workspace at the WSA Board Office where an employee usually and customarily
reports for work or where work is performed.
3.6.4 Telecommuting is an authorized work arrangement that involves an employee
routinely working one or more days per week at a location that is not the regularly
assigned place of employment.
3.6.5

Telecommuting and the Employment Relationship.

Telecommuting includes
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alternative work arrangements available to employees whose job duties are appropriate
for such assignment. The decision to authorize these options is within management’s
discretion based on the nature of the work being performed and other business
considerations. The arrangement is voluntary, and participation does not alter an
employee’s work relationship with the Agency nor does it relieve an employee from the
obligation to observe all applicable Agency rules, policies and procedures. All existing
terms and conditions of employment, including but not limited to the position
description, salary, benefits, vacation, sick leave and overtime remain the same as if the
employee worked only at his or her regularly assigned place of employment.
3.6.6 Agreement and Approvals Required. A Telecommuting Agreement must be
completed and signed by the employee and the employee's supervisor and must have the
approval of the employee's Director and CEO, COO, OR CFO prior to the employee
initiating a telecommuting arrangement.
3.6.7 The agreement must contain the following information:
3.6.7.1 Floor Plan. The employee must attach to his or her agreement a floor plan
describing the area where work will be performed including the location of the
furniture, equipment, and electrical outlets.
3.6.7.2 Description of Work. The agreement must contain a description of the
general nature of the work to be performed by the participating employee, as well
as a typical work project or assignment, or a job description detailing the work to
be performed.
3.6.7.3 Parking Benefit. Those employees who have approval to telecommute,
will be allowed to participate in the Share Pass Program offered by the
Department of Parking and Transportation in which participating employees will
be eligible to receive a parking permit at a discounted cost.
3.6.7 Criteria
3.6.7.1 Alternative work arrangements are appropriate only when both the
abilities of the employee and the nature of the work to be performed meet the
minimum criteria set out below. Supervisors may apply more rigorous criteria
when determining whether an employee and position are appropriate for
alternative work arrangements.
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3.6.7 Supervisor Considerations:
Telecommuting is appropriate for employees who:
 Have the abilities to successfully organize, manage time, work
independently and productively with minimal supervision, and have at
least a satisfactory work performance history;

Have a thorough knowledge and understanding of their job
functions and the equipment required for the alternative work
arrangement;

Have access to a remote work site that is safe and free from
interruptions; and,

Are able to provide the security necessary to adequately protect
any Agency information and equipment used at the remote work site.
Supervisors have the discretion to approve or deny an employee’s request
for telecommuting based on job or business related criteria.
3.6.8 Position Requirements
Positions that may be considered for telecommuting arrangements are those that:

Have job functions that can be performed at a remote site without
diminishing the quality of the work or disrupting the productivity of a unit;

Do not require an employee's presence at the regularly assigned
place of employment on a daily or routine basis;

Allow for an employee to be as effectively supervised as he or she
would be if the job functions were performed at the assigned place of
employment;

Have an emphasis on the electronic production and/or exchange of
information by means of computers, modems, fax machines or phones;

Involve measurable or quantifiable work product; and

Have minimal or flexible need for specialized materials or
equipment available only at the regularly assigned work site.
3.6.9 Positions that are not suited to telecommuting are those that:

Require regular face‐to‐face contact with a supervisor, other
employees, members of the Agency community or the public; or

Require routine access to information or materials that are
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available only at the regularly assigned place of employment.
3.6.10 Work Sites
3.6.10.1

Remote Work Site Requirements:
a.
Employees participating in telecommuting shall have and
maintain a healthy and safe environment at the remote work site.
b.
Non‐work related events and activities will not disrupt or
interfere with work at the remote work site.
c.
A supervisor may visit the proposed remote work site to
evaluate the appropriateness of the site prior to approving the
agreement and may require that a photo of the workspace be
attached to the agreement.
d.
Once the agreement is approved, the Agency retains the
right to make prearranged on‐site inspections of the remote work
site during scheduled work hours.
e.
Supervisors must ensure that all sensitive and confidential
information is protected and secured when accessing information
from the remote location.
f.
Employees must ensure that all protective software and
other firewall technology is installed and used on all equipment at
the remote location.

3.6.11 Regularly Assigned Place of Employment
Employees participating in telecommuting shall report to the regularly assigned
place of employment as agreed upon with the supervisor and as indicated in the
agreement. Additionally, when operational needs require, an employee must
report to the regularly assigned place of employment upon the supervisor’s
request. Employees will be given as much advance notice as feasible under the
circumstances presented.
3.6.12 Equipment and Supplies
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3.6.12.1 An employee will describe and present to the supervisor a request for
office equipment, hardware, software, communication needs and office supplies
needed to participate in telecommuting from a remote work site. The supervisor
will review the request for approval for purchase or reimbursement. The Agency
will not reimburse the employee for any costs not pre‐approved by the supervisor.
Purchases or reimbursement shall be provided in accordance with applicable
Agency policies.
3.6.12.2 The Agency will not reimburse employees for out‐of‐pocket expenses for
materials and supplies that are reasonably available at the regularly assigned place
of employment.
3.6.12.3 Only Agency approved software shall be used for connecting with the
agency's network from the remote work site. Employees who are participating in
telecommuting shall run agency prescribed anti‐virus software at all times and
follow all Agency information security rules, copyright laws and manufacturers'
licensing agreements.
3.6.12.4 Agency equipment located at the remote work site is subject to all
policies and restrictions related to use of state owned property. Participating
employees are responsible for any equipment and software that is used at the
remote work site and accept financial responsibility for any equipment that is lost,
stolen or damaged because of the employee's negligence, misuse or abuse.
3.6.13 Performance Evaluation
Consistent with Agency policy, each participating employee is required to have a
performance evaluation completed each year.
3.6.14 Work Schedules/Communications
a.
Work Schedules. An alternative work arrangement does not necessarily
alter the employee’s work schedule. The specific work schedule of a participating
employee shall be agreed upon by the supervisor and employee and described in
the Participating employees shall be available for communication and contact
during telecommuting as they would be if working at their regularly assigned place
of employment.
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b.
Participating employees and their supervisors shall agree on how their
communications shall be handled. During the agreed upon work schedule, it is
expected that the participating employee shall be available for contact by phone
or email.
c.
In general, employees who have a Telecommuting Agreement are
expected to report to the regular place of employment at least once per week. In
the event of a Pandemic situation, the check in may be via agreed upon
technology. The Temporary Telecommuting Agreement will establish the
frequency and method of check in’s.
d.

Work Documentation, Timekeeping and Leave agreement.

3.6.15 Employee Availability
3.6.16 Work Documentation. Participating employees and supervisors should identify
work items for review and discussion on an ongoing basis to ensure that tasks are fully
described and timely performed and/or completed.
3.6.17 Timekeeping. Participating employees will be required to maintain accurate time
accounting documentation to support their work hours and must submit regular weekly
time sheets via WSA’s EWS electronic timekeeping system detailing hours worked. A
notation must be made in the Description field for all days that an employee
telecommuted. Departments shall maintain documentation that substantiates the work
done for the employee.
3.6.18 Overtime. Under the Federal Fair Labor Standards Act (FLSA), non‐exempt
employees will be compensated in pay for overtime that has been approved by the
supervisor and substantiated by employee documentation in accordance with the
provisions of the FLSA.
3.6.19 Leave. Pursuant to established Agency policies, employees must obtain
supervisory approval before taking accrued and available leave.
3.6.20 Liability.
3.6.20.1

Injuries at Remote Work Site. The Agency assumes no liability for
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injury at the remote work site to any other person who would not be in the work
area if the duties were being performed at the regular place of employment. An
injured employee participating in telecommuting must notify his or her supervisor
immediately and complete all requested documents. Workers' Compensation
benefits will apply to injuries arising out of and in the course and scope of
employment.
3.6.20.2
Damages to Personal Property and Operating Costs. The Agency
will not be liable for damages to employee‐owned equipment being used in
telecommuting or that may result from telecommuting. The Agency will not be
responsible for operating costs, home maintenance, or any other incidental costs
(e.g. utilities, telephone, insurance) associated with the use of the employee's
residence for telecommuting, unless specifically provided in advance and in
writing by the department head as outlined in the agreement.
3.6.21 When a participating employee is working in another state, the employee is
responsible for contacting Human Resources and the Agency’s Payroll Services Office
regarding tax ramifications that may relate to working in another state.
3.6.22 Duration of Agreements
Telecommuting Agreements will remain in effect unless terminated in accordance with
the procedures set forth in this policy.
3.6.23 Termination of Agreement
Employees may request telecommuting be terminated with ten (10) Agency working days
written notice. It is recommended that supervisors make a decision regarding the
termination request within ten (10) Agency business days. The Agency reserves the right
to terminate the agreement with ten (10) Agency business days notice if the Agency
determines in its sole discretion that the telecommuting arrangement no longer is in the
best interest of the Agency. The Agency also reserves the right to terminate without a
notice period for any violations of Agency policy, a violation of the conditions of the
agreement or when there is a relevant change in Agency policy or law.
3.6.24 Return of Agency Property
When the agreement is terminated, the employee must promptly return all notes, data,
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reference materials, sketches, drawings, memoranda, reports, records, equipment,
software, supplies, and any other Agency property in the employee's possession or
control.
3.6.25 Damaged or Lost Property
The Agency shall not be held responsible for costs, damages, or losses associated with the
termination of the agreement.
For Assistance: Questions regarding this policy should be directed to Human Resources.
3.7

Pay Deductions
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Various statutes require that WSA makes certain deductions from employees’ paychecks. WSA
also must deduct Social Security taxes on each employee's earnings up to a specified limit, called
the Social Security "wage base."
3.7.1 Except for federal withholding taxes (FITW), Social Security and Medicare (FICA),
and court‐mandated garnishments, no other deductions will be made without written
consent of the employee.
3.7.2 In accordance with the Texas Payday Law, WSA requires that employees give the
agency the right to deduct monies from their paychecks:
3.7.2.1 The employee’s share of group health plans or the full amount
(employer and employee contribution), if the employee is on an unpaid leave of
absence;
3.7.2.2 Employee salary deferral that the employee elects to have invested in
the 401(k) plan;
3.7.2.3 Prorated tuition assistance when the employee leaves employment, if
s/he has not completed a full year of employment since receiving the last
reimbursement;
3.7.2.4 Any overpayment of wages;
3.7.2.5 401(K) loan repayments; and
3.7.2.6 The cost of repairing or replacing any WSA supplies, materials, equipment,
money, or other property that s/he might damage (other than normal wear and
tear), lose, fail to return, or take without appropriate authorization from WSA
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during employment.
3.8

Final Wage Payments
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An employee who leaves employment with WSA will be paid in full for all wages earned as of
the date of separation.
3.8.1 Final payment will include accrued but unused PTO, if the employee has been
employed for three (3) months or more and has left in good standing.
3.8.2 If any amount is owed for insurance, the payment will be deducted from the final
paycheck.
3.8.3 Additional deductions will be made for items or amounts that the employee has
previously authorized in writing.
3.8.4 When an employee is discharged, she/he will be paid his/her final paycheck not
later than the sixth day after the date of the discharge, as required by the Applicable Law.
Discharge for cause will result in forfeiture of accrued, unused PTO.
3.8.5 Employees who voluntarily leave employment will be paid not later than the next
regularly scheduled payday.
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SECTION IV
EMPLOYEE BENEFITS
Introduction to Benefits. WSA is engaged in an on‐going process of reviewing and implementing
new ideas and benefit programs. This process involves implementing changes, modifications or
improvements to match budgetary resources and available funds, to meet business needs, to
reduce operating expenses, or to better attract and retain the best possible personnel. Other
factors may also lead to significant changes in the compensation or fringe benefits under which
employees were hired or have continued to work. Accordingly, all of WSA’s insurance programs,
compensation plans, levels of insurance coverage and related costs, employee benefit programs,
insurance carriers, fringe benefits, and their underlying policies and terms are subject to change,
modification, elimination, or substitution at any time, at the discretion of WSA. In the sections
that follow, we have described the fringe benefits that are currently available to regular
employees.

4.1

Medical and Health Insurance
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4.1.1 WSA currently provides its full‐time employees and those, who regularly work at
least 30 or more hours per week, with health insurance coverage.
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4.1.1.1 The plan offers the following options: a preferred provider organization
(PPO), a health savings account (HSA), or health maintenance organization (HMO).
Annual enrollment for the plan is held in April in anticipation of the new plan year,
May 1.
4.1.1.2 Medical, dental, and vision insurance are effective on the first day of the
month following hire on a full‐time basis with WSA or when employment status
changes to a regular schedule of at least 30 hours per week. Individual questions
on enrollment situations should be addressed with HR.
4.1.1.3 Dental Insurance: offers special pricing on dental work for employees and
their dependents through designated dentists.
4.1.1.4 Vision Insurance: offers special pricing on eye care, glasses, and contact
lenses.
4.1.2 Supplemental plans, such as: cancer, specified, illness, additional life, and accident
insurance are voluntary and are paid in full by the employee by payroll deduction.
4.1.3 WSA currently subsidizes a portion of employee and dependent coverage for
medical, dental, and vision coverage. Pre‐tax deductions may be available and differ
with the plans. Deductions are taken 24 times each year (two times each month.)
Any questions on these health plans should be directed to the HR department.
4.2

Life and Disability Insurance
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4.2.1 Group Life and Accidental Death and Dismemberment Insurance
WSA provides term life and accidental death and dismemberment insurance for all
regular full‐time employees and those who regularly work at least 30 hours per week, in
the amount of two times their annual compensation, for a maximum insurance of
$300,000. The cost of this insurance is paid entirely by WSA. This insurance is effective
on the first of the month following full time active employment or change of status to
reflect that the employee is working at least 30 hours each week. The opportunity exists
to purchase additional life and AD&D insurance through payroll deduction.
4.2.2 Short‐term Disability
WSA also provides, at no cost to the employee, a short‐term disability plan (STD),
offering financial protection by paying a portion of your income if you are disabled.
Under the current plan, the amount you receive is based on the amount you earned
before the disability began. There is a 14 day elimination period for sickness or injury
within this plan. Employees will not receive STD benefits during the first 14 calendar
days of disability and are encouraged to maintain PTO to cover this non‐paid period.
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4.2.2.1 Eligibility begins at the first of the month following 90 days of employment
for all regular full time employees and for those who regularly work at least 30
hours per week.
4.2.2.2 While you are on short term disability, you will receive 60% of your weekly
earnings, to a maximum of $750.00 per week. The maximum period of payment
is 11 weeks. Your payment may be reduced by deductible sources of income.
4.2.3 Long‐term Disability
WSA provides, at no cost to the employee, a long‐term disability plan (LTD). It pays 60%
of pre‐disability earnings to a maximum benefit of $6,000 per month. The amount you
receive under the plan is based on the amount you earned before your disability began.
There is a 90 day or end of maximum STD benefit elimination period. Employees will
not receive LTD benefits until that time period has expired. The maximum period of
payment is based on your age at the time of disability. Your payment may be reduced by
deductible sources of income and disability earnings.
4.2.3.1 Enrollment in LTD begins at the first of the month following 90 days of
employment for all regular full time employees and those who regularly work at
least 30 hours a week.
4.2.4 Supplemental Disability Coverage
Supplemental disability coverage is available for purchase through various carriers by
payroll deduction, on an after tax basis. Evidence of insurability may be required before
the supplemental products may be purchased.

4.3

Retirement – Defined Contribution Plan
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To assist its employees in planning for retirement, WSA offers a tax favored retirement savings
plan, which allows employees to contribute a portion of their salary before federal taxes are
deducted.
4.3.1 This defined contribution 401(k) plan is available to all regular part‐time and
fulltime employees. The agency may match a portion of the employee’s contribution
provided funding is available.
4.3.1.1 The match amount is determined in the agency’s budget, annually. HR
can answer questions about the match.
4.3.2 Each year the federal government determines the maximum amount of taxable
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income you may defer through payroll deduction. Employees may begin deferment at
the same time they become eligible for health benefits or the first of the month following
employment. After you enroll, your contributions to this program are automatically
deducted from your paycheck each pay period and credited to whatever account(s) you
chose. Since that money is deferred, that is, not "paid" to you, it is not considered
income and you do not pay current federal (or state if applicable) income tax on it.
4.3.3 The plan also allows for an after tax Roth 401(k). For more information, ask HR.
4.3.4 The plan provides participants the opportunity to apply for loans against their
accounts, provided certain requirements are met. HR can assist you in applying for a
401(k) loan. Employees must elect to repay their loans by payroll deduction.
4.3.5 The plan also allows participants the opportunity to change the amount of pre‐
tax deferral made to their 401(k) plans quarterly. Changes may be elected prior to the
beginning of each quarter: January 1, April 1, July 1, and October 1.
4.3.6 Enrollment forms and additional information may be obtained from HR.

4.4

Training and Development
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WSA supports the continuing professional development of its employees and encourages them
to request to attend job‐related workshops, seminars, and conferences. Such requests are
subject to the approval of WSA, based on such factors as workload requirements, schedules, and
budgetary resources.
4.4.1 Process:
4.4.1.1 Seek approval from your Director.
4.4.1.2 If the program/seminar is to be held outside the Alamo region, provide
your Director with supporting information such as the training/conference agenda
and meeting logistics and any special travel needs.
4.4.1.3 The Employee prepares the Travel Authorization form for the CEO’s
approval. When approved, the Fiscal Travel Coordinator arranges for lodging and
transportation, payment of fees, and notifies the attendee of the per diem rates
for the area.The ______________ prepares the Travel Authorization form (AWD
FORMTA .10) for the CEO’s approval. When, approved, the Executive Secretary
arranges for lodging and transportation, payment of fees, and notifies the
attendee of the per diem rates for the area.
4.4.2 Employee Responsibility
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4.4.2.1 Employees are expected to share information relevant to other agency and
contractor staff upon their return.

4.5

4.4.3 Learning Management System (LMS)
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WSA provides an LMS with a myriad of learning paths and stand alone courses.
Employees will also periodically be assigned learning paths and courses by their
department leadership and/or by the CEO or their designee.
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4.4.3.1 Employees are able to select any courses that pique their interest.
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4.4.3.2 Departments will provide employees with a training program written
annually.
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Travel Expenses
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4.51 Employees of WSA may be reimbursed for certain allowable travel expenses,
related to official WSA business, when the expenses have been approved by WSA, in
advance, and proper documentation has been submitted to verify the expense.
Reimbursement rates are set by the Texas Legislature and are consistent with the
requirements of the General Services Administration. This document incorporates all
changes made by either the TWC or the Texas Legislature. The Fiscal Department
maintains the most current documents as published on and reimbursed accordingly:
https://fmx.cpa.state.tx.us/fm/travel/travelrates.php
4.5.2 Travel outside of the WSA Area requires prior written approval. Employees
traveling out‐of‐state, within the continental United States, receive a locality‐based
allowance for meals and lodging (single rate). Employees should consult with their
managers and travel coordinator (Executive Secretary) regarding travel requests and
forms.
4.5.3 Reimbursement ‐ Employees will be reimbursed for authorized travel and related
expenses incurred while performing official WSA business.
4.5.3.1 All WSA staff must utilize the State Travel Management Program (STMP)
when traveling on WSA official business. The ____________________ will be the
point of contact when utilizing the STMP.
4.5.3.2 The STMP assists WSA by utilizing vendor contracts to provide discounted
travel services such as travel reservations, ticketing, and lodging and rental car
reservations.
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4.5.3.3 When using the STMP, each WSA employee must:
4.5.3.3.1
Obtain prior managerial approval when preparing to travel
outside the Alamo region;
4.5.3.3.2
After approval, the travel coordinator (Executive Secretary)
will compete the TSR (Travel Authorization, AWD FORMTA.10) and will
then schedule travel services through a designated contract travel agency
and confirm hotel accommodations;
4.5.3.3.3
WSA staff, when traveling to Washington D.C., must closely
coordinate with the WSA travel coordinator, who informs the Office of
State Federal Regulations (OSFR) regarding the time of the trip, the trips
purpose and the name of a contact person for additional information.
4.5.4 Annually, the reimbursement rate for mileage is determined and posted by the
Texas Comptroller of Public Accounts. The Fiscal Department will announce changes as
they are made.
4.5.5 When using a personal vehicle for travel, under no circumstances shall an
employee be reimbursed for normal travel between home and work or for personal travel
(e.g. personal errands, medical appointments, etc.).
4.5.6 The number of reimbursable miles may not exceed the number of miles of the
most cost‐effective, reasonably safe route between two duty points. In determining the
most cost‐effective, reasonably safe route, WSA may consider the route that provides the
shortest distance, the quickest drive time, or the safest road conditions.
4.5.7 The number of miles traveled by an employee on agency business may be
determined by point‐to‐point itemization, documented by the employee’s vehicle
odometer reading or by a readily available online mapping service.
4.5.7.1 An increase in the number of miles due to the employee’s receipt of
inadequate directions or being “lost” is not reimbursable.
4.5.8 Overnight travel ‐ Employees may claim actual expenses for meals up to a
maximum daily allowance as noted in the GSA table for eligible travel events (e.g.
training, conferences, meetings, etc.) outside the WSA area, without taxable
consequences. There is no maximum per meal allowance (i.e. breakfast, lunch, dinner).
For the first and last calendar days of travel, daily allowances are calculated at 75% of
a full day’s allowance. Employees should request the specific daily allowances from the
Fiscal Department prior to traveling outside the WSA area.
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4.5.9 Travel without an overnight stay – Employees may claim actual meals if they are
away/outside the WSA area at least six hours of the day; the meal reimbursement cannot
exceed $36.00 for the day and is taxable as wages, because travel must be away from
home overnight to be excludable.
4.5.10 Employees may claim actual travel related expenses, such as parking or cab fare
associated with eligible travel events. Such expenses must be documented (i.e. receipts
required). If a receipt cannot be obtained (e.g. unattended parking), the employee must
submit a signed statement attesting to the expenditure.
4.5.11 Lodging, transportation, and registration costs for eligible travel events shall be
arranged by WSA; check with your manager for details. Cancellations for lodging,
transportation, registration, etc. are the responsibility of the employee. Failure to make
appropriate cancellations may result in costs being billed to the employee.
4.5.12 When travel is completed, employees are to submit travel reports using
authorized forms within five (5) working days upon the completion of travel. Receipts,
as necessary, for individual expenses must accompany reports.
4.5.13 Employees should consult with their managers for guidance and assistance with
procedures related to travel authorization, arrangements, advances, expense reports,
reimbursement for specific expenses, or any other business travel issues.

4.6

Paid Time Off (PTO)

Formatted: Heading 2, Right: 0", Line spacing: single

WSA provides regular full‐time and regular part‐time employees Paid Time Off (PTO) that is
responsive to the needs of the employees and the staffing requirements of WSA. PTO, which is
time away from work with pay, may be used for vacation, appointments, personal time,
illness/injury or to care for dependents. WSA does not offer separate vacation or additional sick
leave
4.6.1 Time off, under this policy, does not account for scheduled WSA holidays, paid
administrative leave, military leave, time off for jury duty or bereavement leave.
4.6.2 Eligible employees will accrue PTO benefit hours from the date of hire and be
eligible to use PTO benefit hours after the successful completion of the 90‐day
introductory period. For personal illness only, or to care for a dependent family member,
(one who lives in the employee's home and is a dependent for income tax purposes),
employees may be permitted to use PTO time as it accrues during the first 90 days of
employment. For each occurrence of absence, documentation from a licensed medical
provider is required when using PTO to care for a family member. PTO must be scheduled
in advance and approved by your supervisor, except in cases of illness or emergency.
Questions about PTO earned and used should be referred to your supervisor or to HR.
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4.6.3 Definitions:
4.6.3.1 PTO Benefit Hours ‐ Benefit hours accrued by regular full and part‐time
employees to provide salary continuation during authorized absences on
scheduled work days. PTO accrual rates are determined by employee status,
paid/worked hours and length of service.
4.6.3.2 Planned Absence‐An absence from work that is requested and authorized
at least 24 hours in advance.
4.6.3.3 Unplanned Absence ‐An absence from work that was not requested at
least 24 hours in advance but is authorized due to a bona fide illness, injury or
other emergency that prevents the employee from working. In case of unplanned
absences employees are required to call their Directors at the earliest
opportunity and no later than one (1) hour after the employee's normal
reporting time. If supervisor is not available or unreachable, contact HR or the
Deputy CEO.
4.6.3.4 Unexcused Absence ‐ An absence from work that is not authorized.
Unexcused absences may be incurred if the employee: fails to report to work for
a scheduled shift, fails to report to work when time off has been requested but
not authorized or incurs an unplanned absence that is not a bona fide emergency.
PTO hours will not be granted for unexcused absences.
4.6.3.5 Dependent family member ‐ for employees who are in the first 180 days
of employment and desire to use accrued PTO hours for care of family members,
those family members are confined to dependents who live in the employee’s
home and are dependents for income tax purposes.
4.6.4 Eligibility and Accrual Rates
4.6.4.1 All regular fulltime employees (those authorized to work 40 hours per
week) will earn PTO hours each pay period based on years of service and the
number of paid hours for that pay‐period, excluding overtime.
Months of Service
0 – 24/(before 2nd anniv)
25 – 48/(before 4th anniv)

Days Accrued
Per Employment Year
18 days
24 days

Biweekly
Accrual Rate
5.54 hours
7.39 hours
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49 –108/(between 4th & 9th anniv)
109+(after 9th anniv)

28 days
31 days

8.62 hours
9.54 hours

Accrual example: 24 days x 8 hours = 192 divided by 26 pay periods = 7.39 hours

4.6.4.2 The PTO accrual year begins from October 1 to September 30. All regular
part‐time employees (those authorized to work 20 to 39 hours per week) will earn
PTO hours on a pro‐rated basis, based on the number of hours worked, excluding
overtime.
4.6.4.3 Employees will earn PTO for scheduled hours when absent from work in
connection with PTO, holidays, paid leave of absences, bereavement leave, and
jury duty. PTO hours will not accrue while an employee is away from work on any
type of unpaid status, or unpaid leave.
4.6.4.4 PTO carry over is limited to one years accrual into the next fiscal year. Prior
written approval from the CEO is required in order to carry over more than one‐
years accrual. Any PTO hours in excess of your year accrual as of June 30th will be
lost.
4.6.4.5 Overtime hours worked beyond a staff member’s regular schedule are not
subject to PTO accrual.
4.6.5 Using PTO Benefits
4.6.5.1 WSA has a responsibility to maintain adequate staffing levels in order to
provide expected services. Employees have a responsibility to their employer and
co‐workers to work scheduled shifts and plan absences in advance.
4.6.5.2 PTO must be requested and authorized in advance except in cases of bona
fide illness, injury or unanticipated emergencies.
4.6.5.3 PTO must be requested by the employee at least 24 hours in advance of
the absence. Department requirements for more than 24 hours advance notice
may be established, based on workload.
4.6.5.4 Employees will submit PTO requests. Employees may seek assistance from
their supervisors or from the Payroll Administrator.
4.6.5.5 Supervisors will respond to PTO requests promptly and on a fair and
equitable basis, when the staffing needs of the department permit. Employees
are not to assume PTO is approved until the supervisor has responded.
4.6.5.6 Supervisors may deny or cancel any PTO requests that would create a
staffing shortage or an inequitable distribution of time off.
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4.6.5.7 After completion of the 90‐day introductory period, employees use PTO
whenever they are authorized to be away from work at their request (except
for holidays, birthday, jury duty, military reserve duty, or bereavement
leave).
4.6.5.7.1
Non‐exempt (hourly) employees request PTO hours and
note the time away from work for each hour and fraction of an hour
taken.
4.6.5.7.2
Exempt employees request and note time away from work
for PTO in excess of two (2) hours in a work day. These requests should
be occasional, preapproved by your Director and not weekly or on a
regular basis.
4.6.5.7.2.1
If you are gone more than two hours you must
request PTO for all the hours you were gone that day as PTO.
Example if you are going to be gone three (3) hours request
three hours PTO. Exempt employees who abuse the policy by
frequent short periods away from work will be.
4.6.5.7.2.2
Deductions will not be made from salaries for Jury
Duty, attendance as a witness, temporary military duty (reserve
duty), absences caused by the employer (admin days), partial days
other than noted above.
4.6.5.7.2.3
Deduction from salary may be made for one or more
full days for illness/disability when the employee has exhausted
PTO but may not be made for partial days when PTO is exhausted.
4.6.5.8 PTO will accrue during the entry probation period, but may only be used
during the 90‐day introductory period with supervisor approval and for
documented personal illness or for the care of a dependent family member, as
defined in Section 4.6.3.5.
4.6.6 Planned and Unplanned Absences
4.6.6.1 Employees are responsible for anticipating the amount of PTO that may be
needed to cover future absences for vacation, sick time, and personal and family
matters. Employees are encouraged to use PTO for planned rest and recreation.
WSA believes that planned, regular breaks in the work routine promote wellness
and contribute to optimum performance on the job.

4.6.6.2 An occurrence of unplanned absence is a period of one or more
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consecutive days of absence, regardless of the total length of the absence.
4.6.6.3 Unplanned absences compromise the quality of WSA operations, services,
costs and morale. An excessive number of unplanned PTO days are cause for
progressive disciplinary action up to and including termination. Supervisors may
request medical provider documentation for any medical use of PTO when such
absences are frequent.
4.6.6.4 Employees who are absent for medical reasons, for a period in excess of
three (3) days must provide physician documentation of visit upon return to work.
4.6.6.5 A medical leave of absence is a period of greater than five (5) working days
in succession, as documented by a licensed healthcare provider. An employee
may remain on active employment status for up to six months while on such a
leave. However, the employee must make arrangements for the payment of all
required premiums, employee and WSA contributions, should PTO accrual be
exhausted during the medical leave.
4.6.6.6 In the event of illness or emergency, preventing the employee from
reporting to work for periods exceeding one day, the employee must contact their
supervisor, or HR, if the supervisor is not available, each subsequent day, no later
than an hour after the start of the scheduled shift. Staff who do not adhere to this
policy or who are directed to report to work and fail to do so will not be paid and
may be subject to disciplinary action up to and including termination.
4.6.6.7 Each day of unexcused absence is cause for progressive disciplinary action,
up to and including termination. PTO may not be used to cover unexcused
absences.
4.6.6.8 Regardless of the reason, should an employee's unscheduled absences
occur with such frequency so as to adversely affect operations and prevent the
employee from meeting their employment obligations, WSA may take disciplinary
action up to and including termination.
4.6.7 PTO Sell‐Back
4.6.7.1 Employees may elect to sell back a portion of their PTO balances one time
each fiscal year (October through September), after they have accumulated
enough hours to cover the hours they wish to sell and the number of hours that
must remain in the PTO bank. Sell‐back may not reduce the employee's PTO
balance below the hours that must remain at time of sellback (see schedule
below). Employees may convert between 72‐124 hours each fiscal year to cash,
less taxes and 401(k) contributions. These sell‐back hours will be cashed in at
100% of base pay rate. Sell‐back requests will be submitted to the Payroll
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Administrator on Form 4.6 #1, Request for PTO Sell Back for verification of hours
eligible, requests will be forwarded to HR and then the CEO for approval.

4.6.8 PTO Payout at Termination
4.6.8.1 Employees who separate from employment after successfully completing
their initial 90‐day introductory period and, who have retired or resigned in
good standing, after giving appropriate notice of at least two weeks' notice for
staff and four weeks for all levels of management, will be paid for unused PTO
time depending on the amount of years of service, according to the following
schedule.

4.7

Emergency Leave Pool
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WSA has established an Emergency Leave Pool to provide employees who have exhausted all
other accrued paid leave the ability to remain in paid status because they or their immediate family
member(s) have suffered a catastrophic illness or injury.

4.7.1 Definitions
4.7.1.1 Immediate Family Member is defined as those individuals who live in the
same household as the employee and are related by kinship,adoption, or
marriage; or are foster children certified by Applicable Law. If not in the same
household, an immediate family is strictly limited to the employee's spouse, child
or parent.
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4.7.1.2 Licensed Practitioner includes a licensed physician, nurse practitioner, or
other licensed health care professional as defined in Applicable Law, who is
practicing within the scope of his/her license.
4.7.1.3 Catastrophic Illness or Injury is a condition or combination of conditions
affecting the mental or physical health of the employee or member of the
employee's immediate family that requires the services of a licensed practitioner
for a prolonged period and that forces the employee to exhaust all leave time
earned and therefore results in a loss of compensation.
4.7.1.4 Condition or Combination of Conditions is an illness or injury that may
result in death if not treated; requires hospitalization for more than 72
consecutive hours; requires prolonged convalescence at home or a rehabilitation
facility; or causes a person to be legally declared a danger to him/herself or others.
For purposes of this policy, pregnancy and elective surgery are not considered
severe conditions, except when life‐threatening complications arise from them.
4.7.2 Eligibility
To be eligible to participate in the Emergency Leave Pool, an employee must meet the
following criteria:
a.

Completed at least one year of continuous, satisfactory employment.

b.

Is not on any type of disciplinary action at the time of application or at any
time during the preceding 12 months.

c.

Have a satisfactory performance rating.

d.

Has exhausted all available PTO time.

e.

The employee's condition is not an on‐the‐job injury covered by Workers'
Compensation Insurance.

f.

The employee is not on short‐term or long‐term disability.

g.

The employee or employee's immediate family member has a severe
condition or combination of conditions, as defined in this policy, that
require the services of a licensed practitioner. The employee must provide
certification of the condition by a licensed practitioner.

4.7.3 Application and Award Process
a.

The employee or the employee's personal representative can request an
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award of time from the Emergency Leave Pool by submitting a completed
application to the HR. The application should be submitted at least two (2)
weeks before the hours are needed, or as soon as possible after the need
arises. The application shall include a written statement from a licensed
practitioner that provides sufficient information to allow an appropriate
evaluation of the condition for which time is being requested.
b.

Employees who have exhausted all accrued paid leave will be place on
leave without pay status pending a decision of their application for
Emergency Leave Pool time.

c.

HR shall be the Emergency Leave Pool Administrator, who in conjunction
the CEO, shall review all applications. Decisions of the Pool Administrator
shall be final.

d.

If an employee has been placed on leave without pay status pending a
decision on their application, their status will be changed to on pay with
leave and emergency leave hours applied retroactively if their application
is approved.

e.

Award limit. The amount of time approved for an award cannot exceed
the maximum of 240 hours per calendar year. WSA reserves the right to
alter the maximum award based on circumstances at the discretion of the
CEO. The availability of time from the Emergency Leave Pool is subject to
the number of hours available in the Pool, number of competing
applications, and other factors as determined by WSA.

f.

A deceased employee's estate is not entitled to payment for any unused
Emergency Leave Pool time credited to the employee.

4.7.4 Use and Modification of Emergency leave Pool Award
a.

Emergency Leave Pool time may only be used for the reason requested.
Employees shall immediately notify the HR if there is any change in the
nature or severity of his/her condition that modifies the need for
Emergency Leave Pool time.

b.

Awarded Emergency Leave Pool hours that are no longer needed or
justified will be cancelled and returned to the Pool.

4.7.5 Return to Work Certification
Prior to returning to work, the employee must submit a written statement to the HR
from his/her licensed practitioner that the employee is able to return to work. The
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statement must also specify what, if any, limitations or restrictions exist to the
employee's ability to perform his/her job duties.
4.7.6 Contributions to the Emergency Leave Pool

4.8

a.

Employees are not required to contribute to the Emergency Leave Pool.

b.

Employees may make voluntary contributions of PTO hours to the
Emergency Leave Pool by submitted a Leave Pool Transfer form to the
HR Manager. Contributions may not be designated for a specific person
or for a particular illness/injury.

c.

Employees may contribute an unlimited number of hours, provided that
the contribution will not cause the donor's balance to drop below 80
hours

d.

Once a contribution is made to the Emergency Leave Pool, the donor
may not request a return of the hours donated.

Administrative Leave
4.8.1 WSA may allow employees administrative leave, with or without pay, granted by
the CEO, for situations such as:
4.8.1.1 Inclement weather or local emergencies;
4.8.1.2 Early dismissal;
4.8.1.3 Formal disciplinary investigations.
4.8.1.4 For celebrating an eligible employee’s birthday; and for
4.8.1.5 Other situations for which s/he feels appropriate in the conduct of agency
business.
4.8.2 If an external organization is conducting an investigation, such as after an
indictment, unpaid Administrative leave may be granted. The employee may elect to
use PTO during this period. After PTO is exhausted, if the issue has not been resolved
and the employee has not returned to work, he/she will be formally terminated from
employment.
4.8.3 Paid Administrative leave is not usually considered worked time and does not
enter into the overtime calculation for non‐exempt employees.
4.8.4 Paid time away from the workplace to participate in workshops, panels, staff
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development activities or conferences, or to provide testimony on behalf of the agency
is not considered Administrative Leave but worked time. It is considered in the overtime
calculation.
4.8.5 Regular full and part time employees, who are benefit eligible, will receive a day
of administrative leave with pay in celebration of his/her birthday. If the birthday falls
on a day other than on a normal work day, if the employee must work on his/her
birthday, or if the employee desires, he/she may request another day off. The alternate
day must be approved at least 24 hours in advance by entering the request into the
electronic time and attendance system. Birthday leave may be taken on or after the
employee’s actual birthday but not before.
4.9

Holiday Observances
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4.9.1 WSA provides additional paid time off to all regular employees (and designated
part‐time employees) on observed holidays. The holidays to be taken are designated
each year by the CEO. The dates will differ, but the following are the normally observed
holidays each year:
New Year's Day
Martin Luther King, Jr. Day
President's Day
Battle of Flowers ‐
Fiesta Memorial Day
Independence Day
Labor Day Veterans
Day Thanksgiving
Day Thanksgiving
Holiday Christmas
Day Christmas
Holiday
4.9.2 Holidays falling on a Saturday are normally observed on the preceding Friday.
Holidays falling on a Sunday are normally observed on the following Monday.
4.9.3 Time off to celebrate an employee’s birthday is considered administrative leave.
See policy 4.8 Administrative Leave for details.
4.9.4 If your religious beliefs require a variation from the above schedule such as the
observation of holidays other than those listed above, promptly notify HR so that WSA
can determine how it can reasonably accommodate your needs.
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4.10 Workers Compensation Insurance
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WSA provides Workers Compensation insurance coverage for all of its employees. The
coverage provides for the payment of medical expenses and benefits in accordance with state
law, in the event that an employee suffers a work‐related injury or occupational illness. Please
see the HR for assistance in submitting a claim.
4.10.1 Notice to the Employee ‐ You may elect to retain your common law of right of
action if, no later than five days after you begin your employment, you notify WSA in
writing that you wish to retain your common law right to recover damages for personal
injury. If you elect to retain your common law right of action, you cannot obtain workers'
compensation income or medical benefits if you are injured.
4.10.2 Additional information on workers' compensation coverage and applicable
procedures can be obtained from the notices posted on our agency bulletin board
in the break room and from HR.
4.10.3 It is extremely important that employees notify their supervisors and HR
immediately in the event of a work‐related accident. Failure to report these matters
immediately, within 24 hours, could result in the delay of benefits.
4.10.4 Funds from the Emergency Leave Pool, through special PTO, may be available to
employees, who must be away from work, on doctor’s orders, during the first week
following the injury, for whole and partial days to seek medical intervention for injuries
suffered at work.
4.11

Consolidated Omnibus Budget Reconciliation Act (COBRA)

WSA makes every attempt to assist employees in understanding their eligibility for COBRA
benefits. COBRA provides eligible employees and their dependents rights to continuation of
group health plan coverage after their employment ends with WSA as provided in that federal
law. The following is a very brief and generalized description of the rights under COBRA.
4.11.1 Employees, their spouses, dependent children, and other defined beneficiaries,
who are covered under a group health plan on the day before a qualifying event, may
extend their coverage under the health plan in accordance with the provisions of COBRA.
4.11.2 Qualifying for COBRA
A qualifying event includes:
4.11.2.1
Voluntary or involuntary termination of employment for reasons
other than gross misconduct;
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4.11.2.2
Reduction in the number of hours of employment below those
qualifying for coverage (e.g. hours reduced below 30 on a regular basis);
4.11.2.3

Loss of dependent status.

4.11.2.4

To continue receiving group health benefits under COBRA:

4.11.2.4.1
HR mails the COBRA Notification to the employee’s last
known address within 14 days of termination of employment or provides
the employee with the Notification when notified of a qualifying event.
4.11.2.4.2
Eligible employees must complete an election notice and
pay 100% of the full month premium for a specified time period. Eligible
employees may continue participation for various lengths of time,
depending on the circumstances as outlined in the Notification.
4.11.3 Continuation of COBRA coverage may be terminated for any of the following
reasons:
4.11.3.1
employees;

WSA no longer offers group health insurance to any of its

4.11.3.2

A recipient does not pay premiums on time;

4.11.3.3
A recipient is covered under another group health plan that does
not contain a limitation for preexisting conditions;
4.11.3.4

A recipient becomes entitled to Medicare.

Any questions about COBRA benefits should be directed to HR.

4.12 Education Assistance Program
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WSA encourages its regular full‐time employees, who have successfully completed the 90‐day
introductory period, to further their education and professional development. Education
expenses are not taxable as income to the employee if the courses taken maintain or improve
skills required for the employee’s present job (IRC §127
4.12.1 WSA will assist by providing employee, approved for inclusion in the program, a
maximum reimbursement benefit of $2,000 per calendar year. Employees may use this
reimbursement benefit to defray the cost of pre‐approved courses taken at accredited
colleges, universities or recognized technical schools, and related college fees. Textbooks
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and materials will not be covered under this policy.
4.12.1.1
Courses must be related to the employee's present job, a position
the employee could reasonably progress to, or those that are determined to
benefit WSA. This is a mutually beneficial investment in the employee and WSA,
because the increased knowledge and skills acquired by the employee, will
contribute to the success of WSA.
4.12.2 Conditions for participation are as follows:
4.12.2.1

Courses must be reviewed by HR and approved by the CEO.

4.12.2.2
Courses taken must not interfere with operational needs of WSA
and reimbursement is limited to a maximum of six (6) hours per semester or 18
hours per calendar year.
4.12.2.3
The education assistance program does not cover College Level
Examination Program (CLEP) examinations nor courses taken for audit.
4.12.2.4
Courses may be required as part of a course leading to a
certification or licensure related to the employees current job.
4.12.3 WSA will reimburse only to the cost of semester hour tuition and fees charged
by the University of Texas at San Antonio for the semester for which expenses are
incurred. Employees will be responsible for the remainder of the cost. WSA
educational assistance will be secondary to other sources of financial assistance such as
GI Bill, Scholarships, Pell grants, etc. Reimbursement may or may not be taxable
depending upon tax laws in effect.
4.12.4 WSA will reimburse costs as follows:
100%
75%
50%

=
=
=

Grade A
Grade B
Grade C

4.12.5 WSA employees may use this benefit to pay for fees that are mandatory for the
student such as exam, registration, lab, general, library use, insurance, graduation,
parking, etc.
4.12.6 Participating employees will incur a voluntary one‐year (12‐month) retention
commitment based on the last date of reimbursement payment. If the employee
voluntarily leaves WSA within 12 months of receiving reimbursement, a pro‐ration (by
month) of the cost will be deducted from final payment of salary, wages, and unused PTO.
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Example: If the employee is reimbursed in December and terminates employment during
following March, s/he will be responsible for reimbursing 9/12s of the total
reimbursement for the prior twelve months.
4.12.7 If the employee is involuntarily terminated due to department realignment or
organization, the WSA share of the cost for tuition reimbursement will not be deducted
from the final paycheck.
4.12.8 Educational institutions must be accredited and/or recognized by the American
Association of Colleges and Universities, Western Association of Schools and Colleges or
the Southern Association of Colleges and Universities. In the case or professional
certification, associations or governing bodies recognized as industry authorities will
satisfy this requirement.
4.12.9 Employees will obtain approval from the Director and submit the completed
application to HR. HR and the CEO will review the form and either approve or disapprove
the course study based on relevance to WSA need.
4.12.10
After completion of the course the employee will bring a verifiable copy
of course completion and grade(s) to HR, who will then send the complete education
assistance package to Fiscal for reimbursement.
4.12.11
Requests for reimbursement will not be honored after the course is
completed if an application had not been pre‐approved or if the employee terminates
employment prior to course completion.
4.12.12
Requests for graduate program consideration must be reviewed by the
CEO for approval and is subject to change, based on funding.
4.12.13
For courses that are not graded, (i.e. Pass/Fail) proof of course
completion, by certificate or license, must be provided in order for reimbursement to be
paid.
4.13

Employee Assistance Program
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WSA recognizes that certain issues may arise that could adversely affect an employee's health,
safety or job performance. Therefore, it provides an Employee Assistance Program (EAP) that
offers, at no cost, counseling and referral services to assist employees and their family members
in addressing a variety of personal problems. HR will provide you with the contact information
you will need to access the services.
4.13.1 Employees and members of their immediate households may voluntarily use this
program. Employees may also be referred to the program by their managers or
supervisors.
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4.13.2 EAP services can help you resolve a broad range of issues, such as:
Relationship and marriage problems
Family issues
Life changes
Legal and financial issues
Stress and emotional issues
Alcohol and drug dependency
Identity theft
Health and wellness concerns
4.13.2.1
EAP services are available to employees on the first of the month
following 90 days of employment, when they become eligible to receive long
term and short term insurance coverage, which is paid by WSA.
4.13.3 Any counseling, treatment or records that result from the voluntary use of the
EAP is confidential, and will be released only on a need‐to‐know basis.
4.13.4 The employee's decision to seek such assistance will not be used for disciplinary
action, nor will it be used against the employee in any disciplinary proceeding.
4.13.4.1 Participation in such programs will not protect the employee from
discipline for violation of WSA policies.
4.14

Direct Deposit

WSA offers its employees the option of having their paychecks directly deposited to their
checking or savings accounts.
4.14.1 Employees who take advantage of direct deposit, have the convenience of having
the funds immediately available on payday, whether in the office, away, or in a remote
location where mail delays may occur.
4.14.2 Employees wishing to take advantage of this program provide HR Authorization
for Automatic Payroll Deposits and a voided check to validate account and routing
information.
4.14.3 Final pay checks may be directly deposited if that has been the prior arrangement
for employee who voluntarily resign from employment.
4.15

Alternative Work Schedules
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WSA may provide regular (and designated part‐time employees) employees the option to choose
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an alternative work schedule, if that schedule is in the best interest of the workflow in the
department.
4.15.1 WSA is interested in alternative work schedules as a method of staff retention
through work/life balance. Alternative scheduling may be available to assist employees
in meeting their personal work performance goals and family needs.
4.15.2 All WSA employees will be considered for alternative work scheduling on a case‐
by‐case basis, where creative work schedules have been shown to accomplish both work
and personal goals, to provide coverage for individual department operations and to
serve WSA with increased productivity at no expense to quality output.
4.15.3 Various alternative work schedules may be considered. The options include:
4.15.3.1
Flex‐time ‐ a block of time at the start and end of traditional 8‐
hour shifts during which employees may report and complete their required hours
of work.
4.15.3.2
Ten‐hour day, four‐day workweek ‐ an employee works ten hours
per day, not including lunch, reducing the workweek to four days.
4.15.3.3
Customary work week hours: Monday through Friday, 8:00 a.m.
to 5 p.m. Other variations of the 8 hour day may be negotiated with the
department manager/director to assure department coverage.
4.15.4 The following guidelines apply to the WSA Alternative Work Schedule Policy:
4.15.4.1
Employees who are approved to work an alternative work
schedule, may opt out at any time but will not be allowed to re‐enter for six
months. Staff opting out will revert to a normal Monday through Friday, 8:00 a.m.
to 5:00 p.m .work weekMonday ‐ Friday workweek.
4.15.4.2
All schedule changes must be approved in writing by the Director,
CEO, Personnel Action Notice, found on the shared drive in the Forms section
of the HR folder, and filed in the employee’s personnel file in HR.
4.15.4.3

For employees approved to work a 4/10 schedule:

4.15.4.3.1
When a holiday falls within the pay period, those working
a 4/10 schedule will revert to a regular 8‐hour work schedule during the
week of the holiday but not for the entire pay period.
4.15.4.3.2
your PTO.

When using full days of PTO, 10 hours will be charged to
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4.15.4.3.3 The regularly scheduled day off cannot replace a PTO day
taken earlier/later in that week. (e.g. If you work 4/10 with Friday as your
scheduled day off and Monday you take a PTO day, you will not be
allowed to work Friday to make up for the PTO day on Monday).
4.15.4.3.4 The Department Director or CEO may terminate an employee's
alternative work schedule if the schedule is being abused, if the employee
is not productively accomplishing goals, or for any other reason not
benefiting WSA.
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SECTION V
SAFETY
5.1

Safety
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WSA complies with all applicable federal, state, and local health and safety regulations to
provide a work environment as free as possible from recognized hazards. Employees are
expected to comply with all safety and health requirements whether established by WSA or by
federal, state, or local law.
This policy is applicable at all times when employees are on the premises including, but not
limited to: before, during and after normal working hours, weekends, holidays and while visiting
the premises when not on duty. It is also applicable when employees are engaged in work or
conducting business on behalf of WSA and when participating in sanctioned events during
business hours.
WSA encourages its employees to bring any concerns or suggestions for improved safety in the
workplace to their supervisors or HR.
5.1.1 All employees must know and follow common sense safety precautions that
protect the employee and their fellow workers from harm and increase effectiveness on
the job. The following list covers some of the precautions employees are required to
take when performing their work:
5.1.1.1 Do not engage in horseplay;
5.1.1.2 Do not engage in any physical or verbal acts and/or threats of violence,
whether made in jest or seriously, by any person(s) while on the premises of or
while conducting business on behalf of WSA;
5.1.1.3 Never use equipment unless trained and authorized;
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5.1.1.4 Do not bring any concealed weapons, either licensed or unlicensed, on
company premises;
5.1.1.5 Keep passageways to fire extinguishers, aisles, and doorways clear;
5.1.1.6 Know where fire extinguishers are located;
5.1.1.7 Always use proper lifting techniques;
5.1.1.8 Store flammable and hazardous waste materials in proper containers;
5.1.1.9 Turn off equipment not in use;
5.1.1.10

Know first aid kit locations and how to use them;

5.1.1.11

Report unsafe conditions to your supervisor immediately; and

5.1.1.12

Know the most direct and safe exit route in case of fire.

5.1.2 The above list of precautions is not exhaustive; rather it is intended only to
highlight some of the practices which employees are expected to follow. Employees who
violate safety standards, who cause hazardous or dangerous situations, or who fail to
report or, where appropriate, remedy situations, may be subject to discipline, up to and
including termination.
5.1.3 All accidents, no matter how minor, which could have or actually do result in an
injury to anyone (employee, customer, visitor, vendor, etc.) should be reported to a
supervisor immediately.
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SECTION VI
LEAVES OF ABSENCE
6.1

Bereavement Leave
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WSA permits its employees to take up to three (3) consecutive paid days in event of a death in
the immediate family. For the purpose of this policy the immediate family shall be defined as:
spouse, children, parents, grandparents, grandchildren, and siblings. It also includes the
immediate family member of the employee's spouse.
6.1.1 When a death in an employee's immediate family occurs within a 100‐mile
radius of Bexar County, paid leave will not be charged to the employee's accrued leave
bank (PTO), for a period up to three (3) eight (8) hour days. Any additional time may be
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charged to the employee's accrued PTO.
6.1.2 When a death in an employee's immediate family occurs beyond the 100‐mile
radius of Bexar County, leave will not be charged to the employee’s accrued leave
bank (PTO), for up to five (5) eight (8) hour days. Any additional time may be charged to
the employee's accrued PTO.
6.1.3 Employees may qualify for one (1) eight (8) hour day paid day for the death of a
family member other than those defined as immediate family above.
6.1.4 While on approved bereavement leave, employees are paid at the regular base pay
rate.
6.1.5 Requests for bereavement leave should be submitted to the employee's Director.
6.2

Military Leave
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WSA provides employees (including those in their introductory period) paid and unpaid military
leaves of absence for service in a uniformed service, as provided for under the USERRA.
Examples of matters qualifying for such unpaid leave include service, attendance or
participation in a uniformed service's drills, training, or active duty.
6.2.1 In addition to the unpaid leave provided under USERRA, regular full time
employees will be granted paid Military Leave upon presentation of valid orders or
other appropriate verification. Regular fulltime employees are eligible to receive
supplemented pay during the first 120 hours or 15 days of paid Military Leave annually,
if the gross military pay is less than the gross wages paid by WSA. Non‐work days, falling
within a period of absence on military training duty, are included in the 15 days of allowed
Military Leave.
6.2.2 An employee, who has exhausted his/her Military Leave with Pay may continue
to use Military Leave Without Pay as provided in USERRA. Employees may use
accumulated PTO during their unpaid Military Leave but are not required to do so. Paid
military leave cannot be accumulated and will be lost at the end of each calendar year.
6.2.3 To be granted paid Military Leave, an employee must submit a copy of official
orders or other relevant military documents, no later than 30 days prior to the start of
training. This notice will allow the supervisor time to adjust the workload in the
department for the scheduled time off.
6.2.4 Eligibility for unpaid military leave, applicable conditions, and other matters
related to it and the provisions of USERRA and the State of Texas will govern
reinstatement rights.
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WSA complies with all of the applicable requirements of USERRA and the State of Texas and
prohibits discrimination and/or retaliation against any individual who has served in the
uniformed services or has engaged in any other actions protected by USERRA and the State of
Texas.
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6.3

Jury/Witness Duty
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WSA grants leave with pay for the entire period that an employee is summoned to/serves jury
duty. Paid leave, in this case, is defined as the authorized absence, without charge to leave or
compensation, for official Jury Duty or for attending court in a nonofficial capacity as a witness
on behalf of WSA or other agencies as approved by WSA.
6.3.1 Employees will notify their supervisors or managers as soon as possible after
they receive a summons so arrangements can be made to accommodate their absences.
The manager may ask to review the summons or subpoena to confirm the time away from
work.
6.3.2 Court appearances resulting from personal or off duty problems and not in an
official capacity, will be charged as PTO or leave without pay, if PTO is not available.
6.3.3 If an employee receives fees when called for Jury Duty, the employee is authorized
to retain such fees to help defray daily expenses.
6.3.4 Employees are expected to notify their supervisors of the end of the court
commitment, if it falls within the work day and return to work if reasonable.
6.3.5 Paid leave for Jury/Witness Duty is not considered work time for overtime
calculation for non‐exempt employees.
6.4

Leaves of Absence

WSA provides a Leave of Absence (LOA) program and has established procedures for
requesting this leave. The granting of LOA will be a matter of administrative discretion. The
agency is not subject to the Family and Medical Leave Act but chooses to offer similar, but not
exact, leave benefits to its employees.
LOA is an approved unpaid leave of absence available to eligible regular full‐time and part‐time
employees. Employees are eligible if they have been employed a total of 12‐months or more and
have provided at least 1,250 hours of service during the previous 12 months. A leave of absence
is a period greater than five work days in succession. The maximum amount of LOA is 12 weeks
in any 12‐month period. An eligible employee may take LOA for any of the following reasons:
6.4.1 Family Leave
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6.4.1.1 Birth of an employee’s child; and
6.4.1.2 Placement of a child with the employee for adoption or foster care.
6.4.2 Medical Leave
6.4.2.1 To care for the employee’s child, spouse, or parent who has a serious
health condition; and
6.4.2.2 When the employee is unable to perform the essential functions of their
position because of the employee’s serious health condition.
6.4.3 Personal Leave – Other reasons approved by the employee’s supervisor/manager
and the CEO.
6.4.4 An eligible employee may be granted leave up to 12 work weeks (480 hours)
during any 12‐month period, counted from the first day LOA is taken. The next 12‐ month
period and its 12 week (480 hour) eligibility begins with the first day of a subsequent LOA.
6.4.4.1 Employees may be eligible for additional leave as a reasonable
accommodation, if appropriate, and approved by the Manager.
6.4.4.2 WSA will engage in an individualized assessment to determine if the
employee can be reasonably accommodated.
6.4.5 General rules for the LOA program:
6.4.5.1 LOA leave is permitted to support special needs of the employee, spouse,
child and parent. Former spouses and in‐laws do not qualify as spouses or parents;
6.4.5.2 LOA is generally unpaid leave and offers job protection for qualifying family
or medical events. Workforce Solutions requires that PTO be exhausted before
continuing unpaid LOA, except for Military Leave, with orders. Upon the
exhaustion of paid leave, the balance of the leave will be without pay;
6.4.5.3 Each request for LOA will be examined closely to ensure that the needs of
WSA and the employee are met;
6.4.5.4 During the time an employee is on a LOA, the position will not be offered
to another person;
6.4.5.5 Employees on LOA, who exhaust their PTO accrual, will not accrue PTO
hours.
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6.4.6 Employee responsibilities for the LOA program:
6.4.6.1 Any request for LOA must be submitted seven days in advance to the
department manager, if practicable;
6.4.6.2 Employees are required to report every 30 calendar days to HR on their
leave status and intent to return to work;
6.4.6.3 Employees will be responsible for paying all benefit plan premiums
(employee and employer contributions) and will coordinate continuation of all
insurance coverage with HR and the Fiscal Department. Failure to pay premiums
will result in a loss of benefit coverage or repayment of amount due.
6.4.7 LOA procedures for both supervisors and employees are as follows:
6.4.7.1 The employee will first contact his/her supervisor regarding the potential
for LOA. Through discussions with the employee and HR, the supervisor will
determine employee’s eligibility for LOA;
6.4.7.2 Employees are required to provide documentation from a health care
provider ordering leave for a medical condition;
6.4.7.3 If the nature of the leave has been determined a LOA is appropriate, the
supervisor will refer the employee to HR;
6.4.7.4 HR will provide the employee with the appropriate form, review the

program and responsibilities and assist employee in filling out the form, if needed.
After the form is completed, it will be approved by the supervisor and forwarded
to HR for review and for approval by the CEO;
6.4.8 To be released to full duty after Medical LOA, the employee is required to bring
healthcare provider's release, certifying the employee's ability to perform the essential
functions of the job, with or without reasonable accommodation.

EMERGENCY LEAVE POOL
6.5
WSA has established an Emergency Leave Pool to provide employees who have exhausted all
other accrued paid leave the ability to remain in paid status because they or their immediate
family member(s) have suffered a catastrophic illness or injury.
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6.5.1 Definitions.
6.5.1.1. Immediate Family Member is defined as those individuals who live in the
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same household as the employee and are related by kinship, adoption, or
marriage; or are foster children certified by the Texas Department of Child
Protective and Regulatory Services. If not in the same household, an immediate
family is strictly limited to the employee's spouse, child or parent.
6.5.1.2. Licensed Practitioner includes a licensed physician, nurse practitioner, or
other licensed health care profession at as defined in the Texas Insurance Code,
who is practicing within the scope of his/her license.
6.5.1.3. Catastrophic Illness or Injury is a condition or combination of conditions
affecting the mental or physical health of the employee or member of the
employee's immediate family that requires the services of a licensed practitioner
for a prolonged period and that forces the employee to exhaust all leave time
earned and therefore results in a loss of compensation.
6.5.1.4. Condition or Combination of Conditions is an illness or injury that may
result in death if not treated; requires hospitalization for more than 72
consecutive hours; requires prolonged convalescence at home or a rehabilitation
facility; or causes a person to be legally declared a danger to him/herself or others.
For purposes of this policy, pregnancy and elective surgery are not considered
severe conditions, except when life‐threatening complications arise from them.
6.5.1.5 Eligibility. To be eligible to participate in the Emergency Leave Pool, an
employee must meet the following criteria:
a.
Completed at least one year of continuous, satisfactory
employment.
b.
Is not on any type of disciplinary action at the time of application
or at any time during the preceding 12 months.
c.

Have a satisfactory performance rating.

d.

Has exhausted all available PTO time.

e.
The employee's condition is not an on‐the‐job injury covered by
Workers' Compensation Insurance.
f.

The employee is not on short‐term or long‐term disability.

g.

The employee or employee's immediate family member has a
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severe condition or combination of conditions, as defined in this policy,
that require the services of a licensed practitioner. The employee must
provide certification of the condition by a licensed practitioner.
6.5.1.6 Application and Award Process.
a.
The employee or the employee's personal representative can
request an award of time from the Emergency Leave Pool by submitting a
completed application to the Human Resources Manager. The application
should be submitted at least two (2) weeks before the hours are needed,
or as soon as possible after the need arises. The application shall include a
written statement from a licensed practitioner that provides sufficient
information to allow an appropriate evaluation of the condition for which
time is being requested.
b.
Employees who have exhausted all accrued paid leave will be place
on leave without pay status pending a decision of their application for
Emergency Leave Pool time.
c.
The Human Resources Manager shall be the Emergency Leave Pool
Administrator, who in conjunction the CEO shall review all applications.
Decisions of the Pool Administrator shall be final.
d.
If an employee has been placed on leave without pay status
pending a decision on their application, their status will be changed to on
pay with leave and emergency leave hours applied retroactively if their
application is approved.
e.
Award limit. The amount of time approved for an award cannot
exceed the maximum of 240 hours per calendar year. WSA reserves the
right to alter the maximum award based on circumstances at the discretion
of the CEO. The availability of time from the Emergency Leave Pool is
subject to the number of hours available in the Pool, number of competing
applications, and other factors as determined by WSA.
f.
A deceased employee's estate is not entitled to payment for any
unused Emergency Leave Pool time credited to the employee.
6.5.1.7 Use and Modification of Emergency Leave Pool Award
a.

Emergency Leave Pool time may only be used for the reason
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requested. Employees shall immediately notify the Human Resources
Manager if there is any change in the nature or severity of his/her
condition that modifies the need for Emergency Leave Pool time.
b.
Awarded Emergency Leave Pool hours that are no longer needed
or justified will be cancelled and returned to the Pool.
6.5.1.8. Return to Work Certification
Prior to returning to work, the employee must submit a written statement to the
Human Resources Manager from his/her licensed practitioner that the employee
is able to return to work. The statement must also specify what, if any,
limitations or restrictions exist to the employee's ability to perform his/her job
duties.
6.5.1.9 Contributions to the Emergency Leave Pool
a.
Employees are not required to contribute to the Emergency Leave
Pool.
b.
Employees may make voluntary contributions of PTO hours to the
Emergency Leave Pool by submitted a Leave Pool Transfer form to the
Human Resources Manager. Contributions may not be designated for a
specific person or for a particular illness/injury.
c.
Employees may contribute an unlimited number of hours, provided
that the contribution will not cause the donor's balance to drop below 80
hours.
d.
Once a contribution is made to the Emergency Leave Pool, the
donor may not request a return of the hours donated.
6.6

Registration and Voting
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WSA encourages employees to fulfill civic responsibilities by participating in registration, voting,
and state/local political conventions.
6.6.1 Employees are encouraged to vote either before or after the regular work hours
during early or regular voting periods.
6.6.2 If an employee is unable to vote during non‐duty hours because of work schedule,
WSA will excuse employees for a reasonable period of time, up to 2 hours, to vote in any
election in the community of residence.
6.6.3 If sufficient time is available before or after normal work hours to meet the two
hour limit time off from work will not be granted.
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6.6.4 Employees will request time off to vote at least two working days before the
election. Advance notice will give the manager an opportunity to adjust the department
workload, if necessary, and schedule time off.
6.6.5 Employees may be absent from work to participate in a state or local political
convention. This is unpaid leave. However, use of PTO is required, if available.
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SECTION VII
GENERAL WORK RULES
7.1

Work Hours
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WSA determines employees' working hours as required by customer service, agency operations,
and available and efficient use of HR.
7.1.1 Official work hours at WSA are from 8:00a.m. to 5:00p.m.Monday through Friday.
Exceptions or variances may be approved in writing on a case by case basis.
7.1.2 A workweek is 40 hours. However, circumstances, department workload or
supervisor request may necessitate working more than 40 hours in a workweek.
7.1.3 Although every attempt will be made to adhere to the schedule assigned, the
nature of agency business may necessitate schedule changes. If schedules changes are
necessary, WSA will attempt to give as much notice as the circumstances permit.
Employee flexibility and adaptability with respect to changes in assigned work schedules
are deemed crucial requirements of every employee's job.
7.1.4 WSA official workweek begins at midnight each Friday, and ends exactly seven
consecutive, 24‐hour periods later.
7.1.5 Employees are not permitted to work overtime without the prior approval of their
supervisor.
7.1.6 For exempt employees, hours worked outside of the official business hours and/or
physical location cannot be used as a substitute for working the minimum required 40
hours per week, unless preapproved by the Director. The Director can approve time off
during a regular work week when non‐standard hours may be required for a job such as
working overnight to deploy software or on a Saturday for a WSA sanctioned event.
Telecommuting requests shall be for extraordinary circumstances and must receive prior
approval from the Director. The approval must be accompanied by a memo which defines
the reasons the telecommuting request was granted.
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7.2

Lunch Periods
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7.2.1 The lunch time schedule typically falls between 11:00 a.m. to 1:00 p.m.
7.2.2 A lunch period is typically one hour or a specified period in conjunction with an
approved flexible work schedule.
7.2.3 Lunch schedules are determined at the sole discretion of CEO.
7.2.4 Employees may not elect to use working during a lunch period as reason to leave
in advance of their normally scheduled workday unless directed or approved in advance
by their Director.

7.3

Attendance and Tardiness
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To maintain a safe and productive work environment, WSA expects employees to be reliable and
punctual in reporting for scheduled work. Absenteeism and tardiness places a burden on those
we serve, other employees, supervisors, and on the agency. In the rare instances when
employees cannot avoid being late to work or are unable to work as scheduled, they must notify
their supervisor or someone in a leadership positions as soon as possible in advance of the
anticipated absence. Leaving a voicemail or message is not sufficient notification.
7.3.1 Hours of Work.
7.3.1.1
Reporting to work on time, working all hours and schedules
assigned, and avoiding excessive absences and tardiness are all essential
responsibilities.
7.3.2 The following procedures apply to attendance and punctuality:
7.3.2.1
All WSA employees are expected to report to work as scheduled
(start and end time), and maintain a satisfactory record of attendance;
7.3.2.2
All employees are required to obtain necessary approval from
his/her supervisor prior to being away from the work area, except for pre‐
determined lunch breaks. If the Director is not available, the employee will notify
HR. All employees are expected to sign out at the front desk when leaving the
building on agency business;
7.3.2.3
Employees who are absent or leave the work area without proper
notification are subject to disciplinary procedures, up to and including
termination.
7.3.3 An employee, whether exempt or non‐exempt, is required to provide accurate
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information concerning hours worked and to notify his/her supervisor of any deviation
from scheduled hours.
7.3.4 Non‐exempt employees are required to use their accrued PTO for time away from
work, except for special leave, such as for administrative leave, bereavement, jury duty,
etc. It is the manager's responsibility to ensure that short absences do not become
repetitive in nature and disruptive to the work.
7.3.5

Department managers will utilize standardized attendance tracking metrics.

7.3.56 WSA does not havehas a a compensatory time policy. Directors may allow exempt
employees short periods of time off, up to two hours, with prior approval, for special
situations. This is allowed in recognition that exempt employees may devote more than
time to their responsibilities than the typical workweek allows, for which the exempt
employ does not earn compensatory lime or extra pay.
7.3.67 Employees who fail to return to work without notice for three (3) consecutive
workdays will be considered to have voluntarily resigned from employment. Employees
who fail to return to work from any approved leave of absence on the date specified by
the employer are considered to have resigned from employment.
7.3.78 Poor attendance and excessive tardiness are disruptive. Either may lead to
disciplinary action, up to and including termination of employment.
7.3.9 Deviations from this policy require approval by the CEO or their designee.
7.4
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Inclement Weather and Emergencies
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Because safety of our WSA employees is of the utmost importance, WSA has developed
contingencies in case of inclement weather or other emergencies.
7.4.1 In the event that inclement weather or workplace, city, or national emergency
arise during the workday creating safety concerns, an employee may request to be
released early and utilize PTO, at the discretion of the respective supervisor.
7.4.2 The CEO has the authority to officially close the office and grant paid
Administrative Leave due to impending inclement weather or workplace, city, or national
emergency.
7.4.2.1 In the event offices are closed before the start of the workday, efforts will
be made to reach employees by 7:30 a.m;
7.4.2.2 Employees are responsible for keeping their contact information up to
date with their supervisors and HR;
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7.4.2.3 The CEO will notify the Directors, who will initiate a pyramid recall;
7.4.2.4 The CEO will update the agency’s phone message as soon as she is notified.
Employees who have not heard from their managers and question whether they
should report to work are encouraged to call the office for the latest information;
7.4.2.5 Paid Administrative leave is not considered worked time and does not
enter into the overtime calculation for non‐exempt employees.
7.5

Dress Code

While traditional business attire is standard for situations when dealing face to face with the
public, WSA also allows employees to dress in business casual attire Monday through Friday,
when appropriate.
7.5.1 The well‐groomed appearance of its staff maximizes customer confidence in the
services provided by WSA and includes well‐fitting, conservative, clean, pressed attire.
7.5.2 Fridays (or the last workday proceeding a Friday holiday) will be a casual or blue
jean day, if desired. The jeans must be without holes, stains, tears and appear to be not
excessively worn. Clothing that would be worn at the gym, beach, picnic, or to clean the
garage or do yard work is not appropriate.
7.5.3 Supervisors and directors are responsible for ensuring that a professional
appearance is presented at all times by employees.
7.5.4 Employees may be charged PTO should they be required to leave the workplace
due to not being in the appropriate attire.

7.6

Security of Personal Property
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7.6.1 WSA will assign desks and work areas to its employee and maintains the right to
examine the contents of desks and offices at any time, without notice. Employees are
expected to maintain those areas in an orderly fashion.
7.6.2 For security reasons, personal effects should not be left unattended or stored in
WSA offices.
7.6.3 WSA assumes no responsibility or liability for the damage, loss or theft of personal
property.

7.7

Non-Smoking Policy
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Because WSA is committed to providing a safe, healthy and comfortable work environment for
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our visitors and employees, it maintains a smoke‐free work place. Smoking, including use of
smokeless tobacco products, is prohibited at all times in WSA facilities.
7.7.1 WSA's policy does not mandate that each employee be a non‐smoker. Employees
are asked not smoke in the workplace out of the concern for the health of all employees
and to decrease the risk of fire and costs of cleaning, painting and repairs.
7.7.2 Employees may smoke outside of the WSA facilities, in designated locations,
during designated break times. Be sure to dispose of cigarettes and matches in a proper
container.
7.7.3 Additionally, it is a policy of the Vistana building that employees found smoking
by Vistana personnel will be subject to fines administered by Vistana.
7.7.4 It will be the supervisor1s responsibility to ensure that employees do not abuse
this policy by taking an excess number of smoking breaks during the workday. Allowable
smoke breaks are a maximum of one break in the morning and one in the afternoon. If
you need extra breaks, you can use PTO. Failure to follow this policy will lead to
disciplinary action, up to and including termination.
7.8

Political Activities
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All employees have a constitutional right to engage in political activities. However, employees
may not:
7.8.1 Engage in partisan or non‐partisan political activities during work hours or in WSA
offices;
7.8.2 Engage in partisan or non‐partisan political activities in which he/she represents
him/herself as a spokesperson or representative of WSA;
7.8.3 Use or threaten to use the influence of his/her position to coerce or to persuade
any person to follow a course of political action, to contribute or lend anything of value
to a political organization or candidate for political office;
7.8.4 Use any equipment, tools, time, resources, assets or facilities of Workforce
Solutions Alamo for partisan political activities; or
7.8.5 Run for partisan political office while employed at WSA.
7.9

Social Media Policy
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Social media (including personal and professional websites, blogs, chat rooms and bulletin
boards; social networks, such as Facebook, LinkedIn, Twitter, Pinterest, and MySpace; video‐
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sharing sites such as YouTube; and e‐mail) are a common means of communication and self‐
expression. Social media can be a great way to connect with friends, business associates and
clients. Social media is also a great way to promote the mission and work of the Board. However,
it is important to keep in mind that anything written on social media is public and permanently
“out there.” Because the use of social media can at times conflict with the interests of the Board
and its clients, the Board has adopted the following policy. This policy is intended to provide
employees with guidelines for appropriate online activity but is not intended to address every
instance of inappropriate social media use. Breach of this policy may result in counseling and
disciplinary action, including termination of employment.
All of the Board’s employment policies in this manual apply to conduct that occurs online in the
same way that they apply to personal conduct offline. Whether speaking “on behalf of” the
Board or “about” the Board, the employee’s online conduct must comply with the Board’s Rules
of Conduct, Conflict of Interest, Confidentiality, and Electronic Communications policies as well
as the other policies provided in this manual.
Social media activity is not for work hours unless authorized. Time at work must be used for the
Board’s business only, except during authorized breaks. So long as the employee is on Board
time, the employee owes the Board his or her full and undivided attention. While the occasional
checking of social media may seem quick and easy, in reality it reduces productivity and
efficiency. Thus, employees are prohibited from accessing or viewing social media, whether on
Board equipment or personal devices such as cell phones and tablets, during work hours unless
given specific authorization to do so for work‐related reasons.
The employee is personally liable for all communications and information he or she publishes
online. The use of the Board’s assets, a Board e‐mail address or any e‐mail address that can be
traced back to the Board’s domain, which generally is any internet address affiliated with the
Board, to communicate via social media could have legal consequences for the employee or the
Board. Using the employee’s name or title or a Board e‐mail address may imply that the
employee is acting on the Board’s behalf. Because social media and networking activities are
public, the employee’s Board e‐mail address and the Board’s assets should be used only to
perform job‐related activities, which may include professional networking, but do not include
personal social networking. Remember that the Board has a right to monitor an employee’s
activities using the organization’s resources. An employee has no expectation of privacy when
using company resources.
Outside the workplace, the employee’s rights to privacy and free speech may protect online
activity conducted on the employee’s personal social networks with his or her personal email
address. However, information and communications that an employee publishes on personal
online sites should never be attributed to the Board or appear to be endorsed by, or to have
originated from, the Board. Because an employee’s online comments, postings of photos or
other images, and/or other online activities could negatively impact the Board, employees are
required to observe certain guidelines when participating in social networking sites and/or
engaging in other forms of Internet use, regardless of whether the employee is on duty or off
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duty. Employees are always to use appropriate business decorum when communicating with
others through social media. ABOVE ALL, USE COMMON SENSE WHEN COMMUNICATING ON
SOCIAL MEDIA AND ACT RESPONSIBLY.
Employees are never to identify a client or co‐worker in an online posting without his or her prior
written permission. Employees are to respect the privacy of their fellow employees and clients,
as well as the opinions of others. Before sharing a comment, post, picture or video about a co‐
worker or client through any type of social media or network, obtaining the co‐worker’s or
client’s consent is not only a courtesy; it is a requirement. Employees are to obey the law and
code of conduct rules. Employees are not post any information or engage in any online activity
that violates applicable local, state or federal laws, or professional rules of conduct. Employees
are to obey the terms and conditions of use that have been established by each venue used for
their social networking activities.
Employees should never be false or misleading in their online employment credentials.
Employees must maintain complete accuracy in all of the online biographies and ensure there
are no embellishments.
Employees who identify themselves online as being associated with the Board must comply with
the rules set forth in this section. Federal law requires that, when endorsing or promoting his or
her employer, an employee must disclose his or her affiliation with (i.e., employment by), the
Board. Thus, although the Board appreciates the loyalty and enthusiasm of its employees,
employees must disclose their employment if they endorse the Board online. If employees
disclose their affiliation or relationship with the Board, for example in their online profile,
employees must use an appropriate disclaimer to make clear that they are speaking only on
behalf of themselves and not on behalf of or as an agent of the Board. To ensure continuity of
the Board’s message, employees may not represent to be speaking on behalf of the organization
unless expressly authorized to do so.
The Board understands that, when engaging social media, employees may occasionally come
across positive or negative remarks about the Board. If an employee comes across a posting,
whether made by another employee or some other party, that the employee feels the firm
should know about, please consider sharing the information with the President/CEO as soon as
possible.
Nothing in this Policy is intended to or will be applied in a manner that limits employees’ legal
rights.
Social media has become a great marketing tool for organizations due to its ability to reach
millions of individuals and spread information quickly. It provides a way for an organization to
get its message out to the public, build its image in the community, and interact with the
community. For some employees, operating on social media sites on behalf of the Board may
be part of his or her job responsibilities. The employee’s job duties may entail creating social
media accounts for the Board or blogging on behalf of the Board among many other activities.
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The employee may also be in charge ofoversee monitoring and maintaining the Board’s social
media accounts. Any activity done on behalf of the Board is subject to the same restrictions and
guidance established in this manual, including the Electronic Systems Policy and Confidentiality
Policy. Additionally, any account (e.g., Facebook, Twitter, LinkedIn, Youtube), hashtag, profile,
or social media identity created by an employee at the request of the Board is the property of
the Board and not the employee who created the account or content. Employees engaging in
social media activity on behalf of the Board must provide the Board with all log‐in names and
passwords created by the employee to engage in such activity. At termination of employment,
the employee is no longer authorized to engage in social media activity on behalf of the Board
or attempt to access or alter the social media accounts or information owned by the Board.
7.10

Personal Behavior Expectations
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WSA’s employees are expected to perform only work related activities during work hours, unless
he/she is on break or lunch time.
7.10.1 During assigned work periods, avoid performing personal work, personal reading,
wasting time, visiting excessively, spreading gossip and rumors, using the telephone
excessively for personal reasons, or behaving in a manner that distracts other employees
or disrupts the work place.
7.10.2 Employees are expected to be courteous and helpful to fellow employees,
supervisors, subordinates, contractors, and members of the community.
7.10.2.1 Special Considerations for Employees working in open workspace areas
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When possible use headphone rather than Speakerphone
Meetings with visitors kept to a minimum & short duration
If meeting will last for a while with more than 2 attendees,
please meet in a conference room, team room, or a vacant
office
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7.10.3 Employees are expected to follow supervisor instructions in performing tasks,
following policies and procedures, and meeting WSA’s goals and objectives.
7.10.4 Violations of this policy will cause the employee to be subject to disciplinary
action, up to and including termination of employment. See Policy 8.1 for details.
7.11
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Use of Agency Equipment and Resources

WSA provides various resources for use in performing the agency’s work. These resources
include, but are not limited to: office furnishings and supplies, e‐mail, computer files, voicemail,
mail and printing services, and equipment such as telephones, fax machines, copiers, cell
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phones, and computers.
7.11.1 Unauthorized use of WSA’s records, supplies, equipment, computers or other
assets for personal use, without prior permission from the employee’s Director, is strictly
prohibited.
7.11.2 Employees must handle all WSA property with care. The agency’s records, files,
supplies, equipment or other assets may not be removed from the work place without
prior permission of the Director and proper check‐out procedures.
7.11.3 False or misleading entries and alterations to WSA’s records, computer system,
books, or documents is strictly prohibited.
7.11.4 Unless specifically authorized by Director, employees are not allowed to make
copies of agency documents, records, or files.
7.11.5 Employees will be held financially responsible for any WSA property or equipment
issued to them during the course of their employment. This includes, but not limited to,
building keys, laptops, credit cards, phones, calling cards, or any other property.
7.11.6 At termination of employment with WSA, employees are required to return any
and all property in their possession. If employees fail to return this property at the time
of termination, the employee will be required to reimburse WSA for the reasonable value
of the property.
7.12

Use of Computer Resources
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The computer resources and data used in performing job tasks are critical to the operation of
WSA. These resources and data include computer hardware and software, information about
customers and employees, and competitive, strategic data. All employees will handle these
resources and data with the same respect and care given to other valuable assets.
7.12.1 WSA follows all state and local agency policies governing the use of its computer
system and network. Employees are expected to read, understand, and follow all policies,
posted on the shared drive in the HR Folder, in the MIS sub‐folder. Those include but are
not limited to:
7.12.1.1
Policy;

ADM 32, C1, Fraud Policy, ADM 33, Remote Desktop Support

7.12.1.2
Policy;

ADM 37, Information Technology and Security Acceptable Usage

7.12.1.3

MIS 02 and MIS 02, Change 2, Access and Security in the Workforce
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Information System of Texas (TWIST), WorkInTexas, and other State and/or Local
Network Systems;
7.12.1.4

MR 306, Security of Personal Identity Data;

7.12.1.5
Memorandum of Record #334, Prevention and Detection of Fraud,
Waste, Theft, and Program Abuse; and
7.12.1.6

MIS 03, Monitoring the Use of Encrypting Documents

7.12.2 Upon hire and annually, managers will present and review the TWC Information
System Security Agreement for Board Users and Other Users; the employee will commit
to the provisions noted by signing the form; employees who do not sign the form in a
timely manner will be prevented from using the WSA and TWC information systems and
may be terminated from employment.
7.12.3 Each employee with access to computer resources and data is responsible for
protecting them. Employees must have knowledge of and carefully follow procedures
related to the proper use, including, but not limited to, the following:
7.12.3.1
No one is permitted to add any software, hardware, and computer
configurations or attempt to make any repair to computers or the computer
networking system without express permission of the Director and the Manager
of Information and Technical Services.
7.12.3.2
Computer resources and data entrusted to employees are used
only for their intended business purpose. Employees will not use them for
personal or non‐company purposes.
7.12.3.3
Employees must understand the classification(s) of information
you use in performing your job and take appropriate steps to safeguard that
information in all forms and at all times.
7.12.3.4
Employees must keep computer log on and password information
private and in a secure place. Do not share your logon or password with others.
Change your password immediately if others know it.
7.12.3.5
Employees should notify their Director or director, or HR upon
learning of violations of this policy. Employees who violate this policy will be
subject to disciplinary action, up to and including termination of employment.
7.12.3.6
Entering or maintaining personal information in the WSA computer
system is discouraged.
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7.12.3.7
USB devices are issued by the IT Department when needed; non‐
agency devices must be scanned and authorized by the IT Dept. before attaching
them to the WSA’s system.
7.12.3.8

Email Use

7.12.3.8.1
only;

Email is the WSA’s property and used for agency purposes

7.12.3.8.2
WSA expressly prohibits the use of email to transmit,
receive, or forward lewd, offensive, discriminatory, inappropriate or
harassing messages;
7.12.3.8.3
WSA reserves the right to monitor, review, and read any
email at any time.
7.12.3.8.3.1 Employees do not have personal privacy rights in
any manner created, received, or sent from the email system;
7.12.3.8.4
Nothing should be entered into the email system without
justifiable business‐related reason;
7.12.3.8.5
When establishing passwords, employees will provide that
information to their direct supervisors to all for access in the employee’s
absence;
7.12.3.8.6
Mass mailings are discouraged and may be conducted only
with prior permission of the Director;
7.12.3.8.7
For inter‐office communication, employees are encouraged
to use the shared drive as a means of sharing common documents, rather
than using the documents as email attachments;
7.12.3.8.8
Employees are discouraged from using the Reply to All
feature when answering emails.
7.12.3.9
Internet Use – if problems with use of the Internet arise, notify your
Director and/or the IT Department for assistance.
7.12.3.9.1
Internet access is granted to employees by WSA and should
be used to conduct agency business only;
7.12.3.9.2
Internet use will be limited to business‐related research,
client email, and sending and receiving documents via Internet email;
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7.12.3.9.3
Adjustments to the technical configuration of the Internet
workstation are strictly prohibited;
7.12.3.9.4
Employees are prohibited from accessing offensive,
inappropriate, obscene, sexually oriented, or discriminatory sites, images,
graphics, or other such materials.
7.12.3.10

Use of Microcomputer Software
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7.12.3.10.1 WSA does not own the copyright to the software on its
system or to its related documentation and, unless authorized by the
developer, does not have the right to reproduce it for use on more than
one computer; therefore,
7.12.3.10.1.1 Employees will use software only in accordance with
the license agreement; information is available from the IT
Department staff.
7.12.3.10.1.2 Employees, who become aware of software/product
misuse, must notify the Director.
7.13

Personal Telephone Calls
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WSA allows its employees the privilege of making and receiving necessary personal phone calls
while on agency time. When necessary for employees to make or receive personal phone calls
at work, the calls should be reasonable in length and of reasonable frequency.
7.13.1 Employees, who must make personal long distance calls while at work, should
make them on personal cell phones, charge the calls to their home number or personal
credit cards, or promptly reimburse WSA, when asked by the Fiscal Department.
7.13.2 Under no circumstances should WSA's phones be utilized to conduct any outside
business, self‐employment, or any activities that may create a conflict of interest with
WSA.

7.14 Access to Personnel Information
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HR maintains personnel files for each employee. These files contain documentation regarding all
aspects of the employee’s service with WSA.
7.14.1 Personnel files contain documents such as: application(s), performance
evaluations; insurance forms, counseling forms, accolades, etc.
7.14.1.1

Employees may review their files, on an as needed basis, by coming
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to HR and making the request;
7.14.1.2
Individuals may ask for copies of information contained in their
files, but may not take the file itself from HR. Personnel files will be delivered to
requestors only with a court‐ordered subpoena.
7.14.2 HR will protect the confidentiality of employee records by providing access only
to those with a business‐related need for the information and will follow agency policy by
encrypting sensitive information when exporting data.
7.14.3 To ensure that personnel files are kept current at all times, employees will provide
HR with any changes, in writing, regarding their name, home address, telephone number,
cell phone number, marital status, changes in beneficiaries, or individuals to notify in case
of emergency.
7.14.4 The procedures for revising personnel information (such as address, contact
information, dependents, W‐4’s, etc.) to your file are as follows:
7.14.4.1
Obtain Form 7.14 #1, Personnel Data Change/Update form from
the shared drive, in the Forms section of the HR folder; complete the form, and
send it to HR to update the file.
7.14.5 Unless HR has received a written request from the current or former employee,
information provided for references will be limited to dates of employment and
position(s) held while employed.
7.14.6 Supervisors and managers are expected to forward all requests for employee
information to HR for response.
7.14.7 Personnel files, including medical and insurance records, and 401(k) records are
maintained for seven (7) years after termination of employment.
7.15

Visitors in the Workplace
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For everyone’s security and to reduce unnecessary interruptions in the workplace, WSA strongly
discourages personal visits.
7.15.1 When it is appropriate to invite a family member, vendor, friend, or business
associate for a brief visit to your work area, seek prior approval from your supervisor and
avoid staff interruptions;
7.15.2 Do not allow visitors to wander freely around the department or workplace;
7.15.3 All visitors are subject to WSA’s no‐solicitation rules.
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7.15.4 Visits by children require pre‐approval by the appropriate director. They must be
monitored at all times to avoid workplace interruptions;
7.15.5 All visitors must sign‐in with the receptionist and wear a visitor badge when
visiting; and
7.15.6 Visitors must be accompanied by staff while in WSA offices.
7.16

Employees with Serious Diseases
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WSA supports its employees who have infectious, long‐term, life threatening, or other serious
disease(s), by allowing them to work as long as they are physically and mentally able to perform
their essential job duties without undue risk to their own health or that of other employees or
customers. Such serious diseases include, but are not limited to: cancer; heart disease; multiple
sclerosis; hepatitis; tuberculosis; human immunodeficiency virus (HIV); and acquired immune
deficiency syndrome (AIDS).
7.16.1 Employees afflicted with a serious disease are to be treated the same as any other
employees. In addition, if the serious disease affects their ability to perform the essential
functions of their job, these employees are to be treated like other employees with
disabilities that limit their job performance.
7.16.2 Employees who are diagnosed with a serious disease and wish to request WSA’s
assistance with employment related issues should contact HR. HR will review policy and
resources available.
7.16.3 Employees concerned about being infected with a serious disease by a co‐worker,
or customer, should convey this concern to HR in a confidential and professional manner.
All aspects of the existing or perceived situation and any possible remedies will be
reviewed thoroughly.
7.16.4 Employees who refuse to work with or perform services for a person known or
suspected of having a serious disease or condition will be subject to disciplinary action,
up to and including termination.
7.17

Solicitation and Distribution

All employees are entitled to perform their work without being interrupted with solicitations.
Therefore, WSA has adopted the following no‐solicitation and no‐ distribution rules:
7.17.1 Non‐employees are not permitted on WSA premises for the purpose of solicitation
of employees or distributing written materials or notices or consumer products to them.
WSA may, on occasion, make the exception to the foregoing rule for limited
communications that are both monitored by WSA and are strictly related to charitable
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purposes, sponsored by WSA.
7.17.2 Bulletin boards (both physical and electronic), E‐mail, and walls in common areas
are to be used only for posting or distributing material directly related to WSA’s business
purposes. Notices and postings of a personal, organizational, social, or other non‐
business nature are prohibited.
7.17.3 The solicitation of any employee by another employee during the working time of
either the employee being solicited or the working time of the employee doing the
soliciting is prohibited. Working time is defined as those time periods during which an
employee is engaged in the actual performance of his/her work and excludes breaks,
lunch, rest periods or other free time.
7.17.4 The distribution of non‐WSA sanctioned materials, printed or otherwise, in
working areas is prohibited, regardless of source or time.
7.17.5 All members of management should uniformly apply and enforce this policy and
take action if improper solicitation or distribution of written material or products occurs.
7.18

Agency-Issued Cellular Phone Usage
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WSA provides cellular phone equipment and service to employees to assist in the performance
of their jobs, on an as‐needed basis. Cell phones are intended for official use. The following
guidelines shall apply to the use of cell phones:
7.18.1 Phone plans are purchased for the benefit of the company. These plans are not
intended for regular personal use by the employee. Reasonable use of cell phones for
personal business is permitted, excessive personal use may result in disciplinary action or
reimbursement, if there are excess charges.
7.18.1.1
If the agency‐issued cell phone is utilized for personal use, the
employee is expected to reimburse WSA, as follows:
7.18.1.1.1
Minutes used in excess of the plan’s monthly recurring
charges, without justification, will be reimbursed at the plan’s overage
rate;
7.18.1.1.2
Charges that result in additional cost to the agency, (e.g.
roaming or texting), related to personal use, will be reimbursed at the
established or overage rate;
7.18.1.1.3
It is the responsibility of the user to identify personal calls
and promptly pay the amount due to the Fiscal Department on a monthly
basis.
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7.18.3 Phone records are subject to a monthly audit.
7.18.4 Use of company phones must occur only under safe operating conditions; hands‐
free operation when driving is allowed only when driving safety is not at issue. Texting
while driving is prohibited. Failure to comply may result in loss of cell phone privileges
and disciplinary action.
7.18.5 Regardless of whether the cell phone is agency‐issued or personal, employees
should never use any type of photographic feature on the phone to take pictures on
company premises, while conducting agency business, or at company‐ sponsored events
without the express consent of management.
7.18.6 Penalty for abuse or unauthorized use of a company phone may range from loss
of phone privileges to disciplinary action up to and including termination of employment.

7.19 Weapons Policy
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WSA isWSA is committed to providing a safe environment for its job applicants, team
members, and others performing work on or visiting the CompanyAgency. To further this goal,
the Company strictly prohibits possession, use and handling of a weapon or a handgun on its
premises (beyond the entrances to the Company’s facility). This prohibition applies to all team
members, including those who hold a Concealed Handgun License (CHL) or license to openly
carry a handgun, and applies equally to concealed handguns and open carry. Team members
are also prohibited from transporting and storing firearms or ammunition in Company vehicles.
The Company recognizes the right of its team members who have a license to carry a handgun
or who otherwise lawfully possess a firearm to transport and store a firearm or ammunition in
the team member’s locked personal vehicle parked in the Company parking lot (per Texas Labor
Code Section 52.061). However, a team member who wishes to exercise this right must:







Hold a license to carry a handgun or otherwise lawfully possess the firearm;
Store the firearm and/or ammunition in his/her locked, privately owned vehicle;
Ensure the firearm is unloaded before the team member enters Team Texas
Campus;
Ensure the firearm and/or ammunition are, and remain, out of plain sight before
the team member enters Team Texas Campus;
Ensure the firearm and/or ammunition are in a locked container or case before
the team member enters Team Texas Campus; and
Not handle (i.e., unload, stow, display, hold, etc.) the firearm or ammunition at
any time while on Team Texas Campus.

Violation of these rules will result in corrective action, up to and including termination, as well
as in being barred from the Company’s facility and the rest of Team Texas Campus.
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If you have any questions, please contact your Human Resources Representative.

7.20 Use of Agency Owned or Leased Vehicles and Driving for Company Business
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7.20.1 WSA provides a vehicle (owned or leased) for agency staff to use for company
business. Staff members who may drive the agency vehicle from time to time and those
who drive their own vehicles for company business are required to follow this policy.
7.20.1.1
All WSA employees will be designated as drivers when they present
their valid Texas drivers’ licenses and proof of liability insurance to the HR
Representative prior to driving the vehicle and have no problems with driver’s
license, driving record, or auto insurance.
7.20.1.1.1
The HR Department will use a third party to run the licenses
through the Department of Motor Vehicles for license restriction,
revocation, or suspension of the license at the time the license is first
received and annually thereafter.
7.20.1.2
The vehicle will be provided for agency related business only.
Personal use is forbidden. Such use will subject the employee to disciplinary
action up to and including termination.
7.20.1.3

Bona fide agency guests may be passengers in the agency vehicle.

7.20.1.4
The Fiscal Department will maintain comprehensive and liability
insurance for the vehicle. The proof of liability insurance will be maintained in the
vehicle at all times.
7.20.1.5
WSA will provide a credit card for payment of gas and emergency
services only. Use of the credit card for other purposes will result in disciplinary
action, up to and including termination.
7.20.2 Agency Vehicle scheduling and maintenance ‐ The Director of Procurement and
Contracting will have custodial responsibility for the vehicle and will take reasonable
precautions ensuring that the vehicle is properly maintained, accounted for, and
protected from damage, loss, and unreasonable deterioration, and theft
7.20.2.1
The Director of Procurement and Contracting, or designee, will
implement adequate maintenance procedures to keep the vehicle in good and safe
working condition, to include: securing maintenance warranties and following the
manufacturer’s recommended maintenance procedures and assure the vehicle is
inspected on a regular basis to determine its overall safety, including tire inflation and
inspection of lights, signals, and horn. A roadside assistance plan will be procured and
implemented to support WSA drivers.
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7.20.2.2
WSA will maintain a computerized schedule log on the agency’s
shared drive for driver access and scheduling.
7.20.2.2.1
Employees who drive for business related activities must
check the availability of the agency vehicle before planning travel, both
within and beyond the Alamo region, and are expected to use the vehicle
when it is available. Failure to use the available vehicle may result in non‐
reimbursement for business travel. Requests for exceptions to this policy
must be made in writing to the CEO/designee, prior to travel.
7.20.2.2.2
Scheduling priority will be given to the driver who must
travel outside Bexar County or when conducting investigations, such as for
the Fraud Investigator.
7.20.2.2.3
Employees will pick up the vehicle
gas/maintenance card when signing for the vehicle.

key
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7.20.2.3
The Procurement and Contracting Manager, or designee, will
maintain a vehicle mileage log to include the following information: name of
driver, date and time of vehicle sign out, reason for trip, odometer reading at end
of travel, gas tank reading, and garage parking location.
7.20.3 Driver’s responsibilities: When an employee drives a vehicle (personal, the
agency’s owned, or leased/rented), in conjunction with work, he/she is responsible for
complying with the following obligations and others, which may be applicable:
7.20.3.1
Drive in a safe, courteous, and defensive manner; hands‐free
operation of cell phones, when driving, is allowed only when driving safety is not at
issue; texting, tweeting, and accessing social media while driving is prohibited.
7.20.3.2
Will take reasonable precautions ensuring that the vehicle is
accounted for, and protected from damage, loss, and unreasonable deterioration,
and theft. Will walk around the vehicle before the trip and again at the end of the
trip to note any changes to the exterior appearance of the vehicle and to tire
condition or pressure. Will report warning lights that come on during the trip or
any changes in how the vehicle operates to WSA.
7.20.3.3
Use the seatbelts or other available restraints and require
occupants to do so, in accordance with Texas law, regardless of speed or distance
to be traveled. The number of passengers will never exceed the number of
seatbelts in the vehicle.
7.20.3.4

Smoking is never allowed in a WSA vehicle.
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7.20.3.5
Eating and drinking beverages, other than water, is not allowed in
the WSA vehicle. The driver is responsible for disposing of all accumulated trash
before returning the car.
7.20.3.6
Drive the vehicle at legal speeds, appropriate for traffic, weather,
road conditions.
7.20.3.7
Assume sole responsibility for all fines or traffic violations arising
from the use of the WSA vehicle, personal or rental vehicle while on agency
business.
7.20.3.8
Will take the most direct and practical route to and from the
intended destination while conducting company business.
7.20.3.7.1
Employees are expected to use discretion in selecting
restaurants and other businesses that are in reasonable proximity to the
meeting or hotel. Extended mileage will be questioned and may be denied
without reasonable justification.
7.20.3.9
Immediately or at most, within 24 hours, report any accident,
even if minor, which occurs while on WSA business or in a WSA vehicle to your
supervisor; call the police on all accidents and obtain a copy of the police report.
7.20.3.10
Illegal substances, alcohol, weapons and other contraband can
never be stored, transported, placed, or used in or on the vehicle.
7.20.3.11
Drivers will not permit unauthorized individuals to ride in or
operate the vehicle; in an emergency, may grant an exception to this policy, in
writing.
7.20.3.12
Drivers may use the vehicle to transport WSA equipment from site
to site provided the total value of equipment beings transported does not exceed
$10,000.00.
7.20.3.13
Semi‐annually, or at renewal, drivers provide HR with a copy of
proof of insurance for your vehicle; after having renewed the Texas Driver'
License, provide HR with the new expiration date.
7.20.3.14
Immediately report any problems with your driving record,
insurance or license to HR. Matters you must immediately report include, but are
not limited to:
7.20.3.14.1

Revocation or suspension of your driving license;
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7.20.3.14.2
insurance;

Termination, expiration or suspension of your auto

7.20.3.14.3 Any arrest or conviction (including deferred adjudication)
related to operating a vehicle while under the influence of alcohol, an
illegal substance, or controlled substance.
7.20.3.15
The driver is required to fill the tank, using the WSA fleet card, if
the reading is below a half a tank when returning the vehicle; if a car wash is
available and the car is in need of a car wash, the driver is authorized to use the
credit card for the car wash.
7.20.3.16

The driver will not take the vehicle home, overnight.

7.20.3.17
When returning the car to the garage, the driver will note the
garage level to which the car is being returned and whether the location is on the
ascending or descending level on the log form.
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ACKNOWLEDGMENT OF RECEIPT OF WSA POLICY, # 7.20
USE OF AGENCY OWNED OR LEASED VEHICLES AND DRIVING FOR COMPANY BUSINESS with
AUTHORIZATION FOR MVR REPORT

As a driver of an agency vehicle or my own vehicle on the agency’s behalf, I understand that it
is my responsibility to operate the vehicle in a safe manner and to drive defensively to prevent
injuries and property damage. I know that I must have a valid Texas Driver’s License with me
at all times when driving on company business. I will maintain liability insurance on my own
vehicles that I drive on company business. I will comply with agency, state and local regulations
regarding driving a motor vehicle.
I also understand that WSA will periodically review my Motor Vehicle Record (MVR) to
determine continued eligibility to drive an agency vehicle or operate my own/rental vehicle
on the agency’s behalf. In accordance with the Fair Credit Reporting Act, I have been informed
that a Motor Vehicle Record will be obtained periodically for me for continued driving purposes.
Inability to drive may result in disciplinary action, up to and including termination.
I acknowledge the receipt of this disclosure and authorize my employer or its designated agent
to obtain a Motor Vehicle Record Report. This authorization if valid as long as I am employed by
this agency or a candidate for employment and may only be rescinded in writing.

Employee Name (Print)
TDL number:
Expiration date:
Date of birth:
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Reviewer Signature
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SECTION VIII
RULES OF CONDUCT AND DISCIPLINARY PROCESS

8.1

Standards of Conduct and Disciplinary Process
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8.1.1 General Standards of Professional Work. Each employee must maintain the
highest standards of performance and conduct. When dealing with customers, business
contacts, other employees, contractors, vendors and suppliers, agency employees will
comply with the highest ethical, regulatory, and business standards. If there is any
doubt or question, employees will discuss the matter with an appropriate manager of
WSA.
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8.1.2 Compliance with Professional and Regulatory Standards. Employees are hired
with the expectations that they are not only qualified for their positions but, that they
will undertake the initiative and effort to maintain the necessary skills and qualifications
for the position. Accordingly, each employee has the following responsibilities:
8.1.2.1 Knowing and complying with the highest professional and ethical
standards applicable to the position;
8.2.1.2 Acquiring and maintaining licenses, continuing education or certifications
applicable to the services rendered by the employee;
8.2.1.3 Learning, understanding, and applying any current or new standards,
rules, regulations, or laws which may be applicable to the position;
8.1.2.4 Although WSA may from time to time conduct staff and informational
meetings, employees are still responsible for and will be held accountable for
knowing and complying with all applicable standards and requirements
applicable to their jobs.
8.1.2.5 Employees are responsible for completing training on documentation
and the disciplinary process using LMS.
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8.1.3 Guidelines for Employee Conduct
8.1.3.1 These standards are necessary to protect the health and safety of
employees, contractors, vendors, visitors, and clients we serve; to maintain
uninterrupted operational deficiency; and to protect WSA goodwill, reputation,
and property;
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8.1.3.2 No list of infractions can be exhaustive. However, the following list
includes examples of behavior that are disruptive to the workplace and are
grounds for disciplinary action. WSA reserves the right to interpret and apply
these rules and guidelines and to determine, at its sole discretion, the degree of
discipline to be issued to the employee for violating any rule or engaging in any
other misconduct. WSA may consider the circumstances involved, the
employee’s overall work record with the agency, and other pertinent factors;
8.1.3.3 WSA reserves the right, at its sole discretion, to determine the type or
nature of discipline to be issued in each instance, interpret the applicability of any
particular disciplinary step, and to initiate discipline at any level it deems
appropriate under the circumstances. Each disciplinary step shall be in writing and
delivered to the employee at the time the disciplinary action is administered. WSA
still reserves the right to terminate employees at‐will. Within a 12 month period,
from the prior disciplinary counseling/documentation, rules of conduct infractions
and unsatisfactory work performance expectations, will be handled progressively.
That is, each successive documented counseling will be conducted at the next
level. Occasionally, the infraction is so serious that a higher level of disciplinary
action is warranted, upon approval of the CEO;
8.1.3.4 Investigatory Administrative Leave – When the Executive DirectorCEO
deems it to be in the best interest of the agency to investigate a situation and to
have the employee away from the worksite during the investigation, the
employee will receive full pay for the days on Investigatory Administrative Leave.
Every attempt will be made to complete such investigations as quickly as possible.
On a rare occasion, when an external investigation is undertaken, such as one
resultant from an indictment, administrative leave will be unpaid, but the
employee may use accrued, unused PTO;
8.1.3.5 All terminations must be coordinated with HR and the CEO prior to
meeting with the employee.
8.1.4 Examples of misconduct that will lead to disciplinary action, up to and including
termination of employment:
8.1.4.1 Unauthorized removal, disclosure or use of employee information or
other information related to the WSA’s business;
8.1.4.2 Excessive tardiness or absences or absence or tardiness with or without
prior notification and with or without available accrued and unused PTO;
8.1.4.3 The unlawful manufacture, distribution, possession, sale or use of alcohol
or a controlled substance(s) during working hours, on the job, or on property
controlled, leased, or owned by the WSA;
102

8.1.4.4 Reporting to work under the influence of alcohol, Drugs, or controlled
substances without medical authorization;
8.1.4.5 Theft, abuse, neglect, waste, defacement or destruction of equipment,
supplies, goods or property belonging to the WSA, a fellow employee, or any
member of the public;
8.1.4.6 Leaving an assigned work area or the WSA premises during working hours
without permission of the supervisor;
8.1.4.7 Creating or contributing to unhealthy, unsanitary or hazardous conditions
which could cause harm to the employee, fellow employees, contractors,
customers, or to the public;
8.1.4.8 Possession of firearms, explosives, knives or other illegal weapons on any
property controlled, leased or owned by the WSA;
8.1.4.9 Gambling in any form, including lotteries and games of chance;
8.1.4.10

Violating safety rules or safety practices;

8.1.4.11
Rude, discourteous, or abusive conduct or language to fellow
employees, supervisors, customers, or members of the public;
8.1.4.12
Fighting, threatening, intimidating, or endangering a fellow
employee, supervisor, or member of the public;
8.1.4.13

Insubordination or refusal to follow lawful instructions;

8.1.4.14
standards;

Theft, dishonesty or violation of business ethical or professional

8.1.4.15
Inability or unwillingness to perform essential duties of the job,
with or without reasonable accommodation, as appropriate, as outlined in the job
description;
8.1.4.16
Carelessness, negligence, or other conduct which creates the risk
of or which causes injury to persons or to the property of the WSA, its customers,
fellow employees, or members of the public;
8.1.4.17
Making false, vicious or malicious statements concerning a fellow
employee, supervisor, customer, the WSA or its services;
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8.1.4.18
behavior;

Engaging in any form of harassment or intimidating conduct or

8.1.4.19
Falsifying or altering any WSA record or report, including but not
limited to: application for employment, time worked records, expense reports,
or providing misleading or fraudulent information to management orally or in
written form.
8.1.4.20

Illegal or unauthorized entrance into the WSA property;

8.1.4.21 Behavior, regardless of whether on the premises or elsewhere which,
in the judgment of the WSA, is:
8.1.4.21.1 Indecent or immoral; or
8.1.4.21.2 Inconsistent with the image of the WSA; or
8.1.4.21.3 Casts the WSA in a bad light; or is
8.1.4.21.4 Harmful to the WSA or its image.
8.1.4.22

Sleeping on the job or not using work time productively;

8.1.4.23

Abuse of lunch and other authorized breaks;

8.1.4.24
Utilization of any of the WSA’s supplies, facilities, copiers, faxes,
equipment, books, computers or other assets for personal use without
permission;
8.1.4.25
Adding or introducing any software, information, or other
materials into the WSA’s programs, computers, software, and information
systems without prior express permission from CEO;
8.1.4.26
Altering or making changes in or to the WSA’s software,
hardware, computer configurations or attempting to make any repairs to
computers or the computer networking system without the express prior
permission of the administrator;
8.1.4.27
Making false or misleading entries into any of the WSA’s
computers, records, books, files, employment documents, time records, payroll
records, reimbursement forms or other business related papers;
8.1.4.28

Making or receiving excessive personal telephone calls;
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8.1.4.29
Engaging in any activity or business which creates an actual or
potential conflict of interest with the WSA;
8.1.4.30
Failure to maintain a professional appearance or improper
workplace attire;
8.1.4.31
Failure to report to appropriate management any suspicious,
unethical, or illegal conduct by fellow employees, contractors, customers,
suppliers, or visitors;
8.1.4.32
Breach of confidentiality policies, including encryption of sensitive
information;
8.1.4.33
Failure to maintain required licenses, certifications, and other
qualifications to perform his/her work; and/or
8.1.4.34
Failure to attend mandatory staff development sessions, staff
meetings, and other meetings;
8.1.4.35

Smoking in unauthorized locations.

8.1.5 Disciplinary action for infractions may proceed as follows unless WSA determines,
at its sole discretion, that a variation, acceleration of discipline, or exception is
appropriate and are defined as follows:
8.1.5.1 Documented Oral Warning (Counseling) ‐To be used when the supervisor
identifies a negative issue and discusses it with the employee. The purpose of this
step is to resolve problems quickly so further action is not necessary;
8.1.5.2 Written warning ‐ To be used when an employee has committed an act
or a series of acts that ultimately may lead to further disciplinary action. This is
often the second step of progressive discipline. Supervisors, when issuing a
written warning will have a third party witness, either HR or another supervisor,
witness the disciplinary session.
8.1.5.3 First and/or final warning or suspension without pay ‐ Used when an
employee has committed a major act or a series of acts subject to disciplinary
action. The final warning may be given instead of a suspension. A suspension
without pay may be set for a period of time ranging from one (1) day to one
work week. During a suspension, an employee shall not be eligible to use or
accrue PTO.
8.1.5.4 Demotion ‐ Used when an employee has committed a major disciplinary
infraction or cannot perform the essential job duties, as outlined in the job
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description, with reasonable accommodation if appropriate, to the satisfaction
of management.
8.1.5.5 Termination ‐ Used when an employee has committed a major act,
repeated acts for which prior disciplinary action has been taken, or for inability
to perform essential job duties, as outlined in the job description, with
reasonable accommodation if appropriate, to the satisfaction of management.
8.1.6 Disciplinary action may begin at any of the four levels indicated above depending
on the circumstances and will follow progressive guidelines, as noted in 8.1.4.3, above.
Among the factors which WSA may consider in the application of disciplinary are:
8.2

Grievance Procedures
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WSA provides a procedure to settle grievances between the supervisory personnel and
employees as quickly and, at as low administrative level as possible, to assure efficient work
operations and maintain employee morale.
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8.2.1 As part of WSA’s commitment to open communication, employees are
encouraged to ask questions and to inform their managers of work‐related problems.
Most problems can be and are resolved informally, but if attempts at informal resolution
are not satisfactory, a formal Grievance process is available.
8.2.2 A Grievance may not be filed relative to the content of any job description or
matters related to wage, salary and benefits. The only exception is if it pertains to the
equal application of related policies and procedures.
8.2.3 Coverage: Regular full‐time employees have full access to the grievance
procedures. Temporary employees have limited access to the grievance procedures.
They may go to the supervisor one step above their own supervisor using the informal
grievance procedures for the resolution of employment problems, but do not have access
to the grievance procedure relative to dismissal action. Terminated employees are not
covered by this grievance policy. Employees terminated during the probationary period, or
as a result of the formal evaluation made at the end of the probationary period, do not have
access to the grievance procedures relative to their termination nor are the employees
terminated during their probationary period.
8.2.4 If the Grievance does not alleges a violation of any federal or state statute,
the grievance should be filed with HR for review. If the grievance is not resolved within
five (5) days to the satisfaction of the employee, the matter will be forwarded to the CEO
for review, whose decision shall be final (with exception of WIAWIOA employees).
8.2.5 Time to Report: Issues should be dealt with as soon as possible to avoid an escalation
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of the problem and provide management with the opportunity to resolve the matter.

8.2.56 All grievances will be written, submitted within 10 days of the incident, and
include the following items:
8.2.56.1

Name, position, date of hire, date of grievance;

8.2.56.2

The date the incident occurred;

8.2.56.3
A brief summary of the incident, including the reason why the
grievance is being filed; people directly involved in the incident; witnesses;
8.2.56.4

Resolution requested.

8.2.57 Grievances that allege discrimination on the basis of age, sex, race, color, national
origin, disability, religion, political affiliation or belief, and for citizenship or participation
in programs funded under the Workforce Investment Act (WIAWIOA) shall be
processed in accordance with the WIAWIOA rules, Subchapter F, Nondiscrimination and
Equal Employment Act, 20 USC, 667.600‐667.650.
8.2.68 In addition to the Grievance procedures set forth in 20 USC Part 660, and in
accordance with the grievance procedures in 29 CFR, Part 37.70 et seq., 40 TAC 841.208
etc. establishes state procedures for resolving allegations of violations of the Federal Act
in the operation of WIAWIOA programs and activities. These procedures cover
complaints alleging a non‐criminal violation of the Federal Act and do not apply to
complaints of discrimination. The State may waive specific provisions of this state
grievance procedure upon the agreement of all parties. Complaints alleging a WIAWIOA
non‐criminal violation shall be processed in accordance with WIAWIOA rules.
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SECTION IX
TERMINATION OF EMPLOYMENT
9.1

Employment Termination
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Termination of employment is an inevitable part of personnel activity within any organization.
Below are examples of some of the most common circumstances under which employment is
terminated:
9.1.1 Resignation – is a voluntary employment termination initiated by an employee.
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9.1.1.1 An employee who desires to leave the agency in good standing will submit
his/her resignation to his supervisor or to HR in writing, and give at least a two
week notice of intention to leave the organization. Failure of staff members to
give a two week notice and managers of all levels to give four weeks’ notice
will make the employee ineligible for re‐hire. Exceptions are at the discretion of
the CEO;
9.1.1.2 Final paychecks will be directly deposited on the next scheduled pay day,
can be picked up at WSA, or mailed to a specified address. It is the terminating
employee’s responsibility to keep WSA advised of his/her current mailing address
for post‐termination mailings;
9.1.1.3 Generally, an exit interview is scheduled with HR during the final few
days of employment, to seek input about general working conditions and
suggestions for improvement. See Policy 9.3 for details;
9.1.1.4 An exit checklist will be completed and all equipment, keys, or other
items provided by WSA will be returned and any financial settlement for
equipment or special expenditures on the employee’s behalf will be discussed and
arranged.
9.1.2 Discharge – is an involuntary employment termination initiated by the
organization. In accordance with the Texas Payday Law, final pay is due to the employee
within six (6) days of termination.
9.1.3 Layoff or Reduction‐In‐Force – is an involuntary employment termination,
initiated by the organization, not for disciplinary reasons. WSA has the right to lay off
employees at‐will, with or without cause, and at any time. See Policy 9.2 for details. In
accordance with the Texas Payday Law, final pay is due to the employee within six (6)
days of termination.
9.1.4 Retirement ‐ is voluntary employment termination, initiated by the employee,
who meets age, length of service, and other criteria for retirement from the
organization.
9.2

Reduction in Force

WSA may, as a business necessity, decrease the number of workers employed. The agency has
the right to reduce its workforce at any time and will determine the functions and the most
effective mix of job classifications and/or skills necessary for reduced operation. The CEO will
notify the Board of any reduction‐in‐force.
9.2.1 A reduction in force is a decrease in the number of authorized employees or a
decrease in the number of employees in a specific classification, resulting from
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discontinuing a service, organizational changes, functional reassignments of tasks, a
reduction in funds authorized, or other factors deemed appropriate by WSA, at its sole
and exclusive discretion, and is not considered a disciplinary action.
9.2.2 Whenever appropriate, employees in positions to be deleted may be considered
for assignment to other open positions in the agency, for which they are qualified, in the
same or another departments. This action, if it occurs, will be coordinated through the
CEO, HR and the applicable directors.
9.2.3 When a reduction in force occurs, after determining the functions most necessary
to retain, WSA will utilize the following criteria, in descending order, to determine which
employees will be affected, when more than one employee in the same position is
considered.
9.2.3.1 Employees in the introductory period, during the first 90 days of
employment or on performance probation while on an active Work Performance
Improvement Plan;
9.2.3.2 If additional employees in the same position must be eliminated, the
following criteria are considered:
9.2.3.2.1
Overall performance within the past 12 months, according
to the most recent performance evaluation;
9.2.3.2.2

Written disciplinary record within the past 12 months;

9.2.3.2.3
and

Attendance/tardiness record within the past 12 months;

9.2.3.2.4
Length of service according to the most recent period of
continuous employment.
9.2.4 In the case of a reduction in force, no recall plan will be implemented.
9.3

Exit Interviews
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WSA will generally schedule exit interviews for all employees who voluntarily terminate their
employment. Departing employee feedback is important.
9.3.1 The exit interview will afford an exiting employee the opportunity to discuss
such issues as employee benefits, conversion privileges, repayment of outstanding debts
to WSA, or return of WSA owned property. Suggestions, complaints, and questions will
be solicited.
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9.3.2 Exit interviews are also utilized to identify positive and negative trends and to
pinpoint areas for improvement and change within the organization.
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EMPLOYEE HANDBOOK REVISIONS
HUMAN RESOURCESCOMMITTEE SUMMARY
June11,2020

CURRENT POLICIES CHANGED
JOB POSTING AND APPLICATION- (Page 27)
ISSUES
o
Job posted is not job performed; Posted without an approved, accurate job
descriptions; job descriptions not developed in collaboration with HR
o
Interview process allegedly bias; Perception of pre-selection
ANALYSIS
o
Best practice is to post all positions.
o
Independent panels provide defense against allegations of favoritism and/or
preselection.
o
Consistent with TWC
o
Consistent with SHRM
o
Consistent with other Large Boards’ policies.
RECOMMENDATION
o
All Positions will be posted and must be competed for.
o
Approval Process to fill vacancies better defined and adhered to.
o
New Staff jobs are created through the following procedure: Supervisors who
require the creation of a new job are to discuss the need for the job and its
related duties and responsibilities with their immediate supervisor. The request
for approval of new jobs is to proceed up through increasingly higher levels of
supervision until it reaches a supervisory level that reports directly to the CEO
o
The Human Resources Department is to be a clearing house for all applicants.

TRAINING AND DEVELOPMENT- (Page 51)
ISSUES
o
Decentralized and ad hoc
o
Allegations of favoritism
o
No clearinghouse to bring knowledge back to agency.
o
Agency training budget unknown at department level.

o
o

Career pathways not tied to training plan.
No consistent process for maintaining record of training in HR

ANALYSIS
o
Quarterly mandatory Human Resources training for all staff is a best practice
o
Training is a main area scrutinized for claims of discrimination and retaliation by
EEOC
o
Consistent with TWC
o
Consistent with SHRM
o
Consistent with other large boards
RECOMMENDATION
o
Implement LMS Software (SWBCU+)
o
Departmental training programs written annually
o
Cross departmental concurrent learning paths
o
Training repository on share drive
o
Leadership take same SWBCU Courses Concurrently
Excelling as a Manager or Supervisor (9 Part SERIES):
Strategic Planning (4 Part SERIES)

Personal Behavior Expectations- (Page 86)
ISSUES
o
Interdepartmental conflict in cubicle area
o
Lack of courtesy and respect for rights of other staff working in shared spaces.
(ex. Speakerphone use, visitors, music, uncovered coughs and sneezing)
o
Cross departmental tension
o
Interdepartmental tension
o
Lack of virus contamination protocol
o
Productivity impacted
ANALYSIS
o
Spread of contagious illness requires preventative behaviors as defined by CDC
o
Office Environment Policy reduces tensions
o
Communicates agency expectations for standards of behavior
o
Consistent with TWC
o
Consistent with SHRM
o
Consistent with other Large Boards

RECOMMENDATION
o
Conflict resolution training for all staff
o
When possible use headphone rather than Speakerphone
o
Meetings with visitors kept to a minimum & short duration
o
If meeting will last for a while with more than 2 attendees, please meet in a
conference room, team room, or a vacant office

GRIEVANCE PROCEDURES- (Page 106)
o
o
o
o
o

ISSUES
Grievances and conflicts exasperated by misapplication of grievance process
Confusion regarding classes of employees covered by the grievance process
Policy published before Anonymous Hotline was implemented at WSA
Informal Resolution not emphasized enough.
Staff and HR weaponized.

ANALYSIS
o
Issues dealt with as soon as possible avoid an escalation of the problem and
o
provides management with the opportunity to resolve the matter
o
Consistent with TWC
o
Consistent with SHRM
o
Consistent with other boards
RECOMMENDATION
o
Addition of Supervisory policy
o
Clarify who is covered by grievance policy
o
Does not apply to terminated employees
o
Does not apply if term’ d during probationary period
o
Additional Time to Report guidance
o
Emphasize Hotline Availability.

STANDARDS OF CONDUCT AND DISCIPLINARY PROCESS- (Page
101)
ISSUES
o
Documentation of progressive discipline administered at the department level
without set standards.
o
Copies are not routed to Human Resources.
o
Diminishes HR’s ability to defend against allegations
o
Verbal counseling not documented
ANALYSIS
o
Universal HR concept - if you don’t write it down it did not happen
o
Turnovers in leadership combined with lack of documentation has resulted in the
defensible becoming indefensible
o
Need for documentation emphasized by SHRM
o
Need for documentation emphasized by TWC
RECOMMENDATION
o
Assign training on documentation and the disciplinary process using LMS.
o
Compliance with training part of performance evaluation.

PAID TIME OFF- (Page 54)
ISSUES
o
Inability to take earned PTO
o
PTO payout at termination.
o
Carryover amount allowed to remain in balance
o
Exempt staff PTO decremented for pay periods
when actual hours work exceeds the minimum weekly threshold
ANALYSIS
o
Per TWC guidance requiring deductions from a leave balance is allowable under
FLSA. However, extreme caution should be used when requiring deductions from
leave balance in a week where actual hours work exceed the minimum threshold
o
Greater Dallas has compensatory time policy
o
SHRM recommends addressing attendance issues Via attendance policies not
partial day deductions for exempts.

o
o
o

Agency has a history of claims being filed as a result of inconsistent application
of policies to capture and record hours worked by exempt staff
Workload and reporting deadlines require some departments to request
exception memos to avoid leave forfeiture.
Universal best practice is to require staff to take leave.

RECOMMENDATION
o
Implement WSA comp time policy that provides a policy of application by default
thereby reducing complaints about inconsistent applications between
departments.

ATTENDANCE AND TARDINESS – (Page 80)
ISSUES
o
Lax enforcement of tardiness
o
Requirement to sign out in book loosely complied with
o
Decentralized criteria for granting discretionary time.
ANALYSIS
o
Supervisors have decentralized unwritten tracking systems
RECOMMENDATION
o
Department managers utilize standardized attendance tracking metric.
o
Deviations from this policy require approval by the CEO or their designee.

ALTERNATIVE WORK SCHEDULES- (Page 68)
ISSUES
o
Misnomer it is actually
o
Adequate department coverage required
ANALYSIS
o
Best practice is to include as part of total reward strategy
o
WSA’s departments are covered during critical times
o
Majority of staff are using it to improve work life balance

RECOMMENDATION
o
Remove 4 10-hour days option
o
Record Alternate Schedules in WSA’s timekeeping system

WAGE AND SALARY ADMINISTRATION-(Page 35)
ISSUES
o
Capture exempt hours worked.
o
Ad hoc Merit increases without performance evaluation.
ANALYSIS
o
Inconsistent application of policy leads to increased litigation and expenses.
o
Exempts should be paid their full weekly salary, regardless of hours worked
unless absent for full day with no work performed.
RECOMMENDATION
•
All time worked, and leave taken is to be recorded by the employee on
biweekly timesheets and approved by the employee's supervisor.
o

Implement chosen option from the MAGI final report and communicate to
employees

NEW POLICIES
SUPERVISORY POLICY- (Page 32)
ISSUES
o
Lack of structured training for supervisors and managers
o
Variation in interpretation of policies and expectations of have led to allegations
of discrimination
ANALYSIS
o
Standardized guidelines best practice to protect agency and staff.
o
Better trained supervisors and managers improve staff retention.

o
o
o

Per numerous studies employees don’t quit jobs they quit what they perceive to
be toxic managers.
Consistent with other Large Boards
Per TWC managers and supervisors are front line defense for the agency

RECOMMENDATION
o
Adopt Dallas Boards Supervision policy
o
Deviations require executive level written approval.

WEAPONS – (Page 94)
ISSUES
o
Texas is an open carry state need to have written policy to opt out
o
Need a policy that does not infringe on the rights of licensed concealed carry
permit holders.
ANALYSIS
o
Favoring one side over the other in the gun debate tends to lower morale and
impact retention.
o
Safety of staff is primary concern.
RECOMMENDATION
o
Adopt weapons policy copied from TTNA

EMERGENCY LEAVE POOL-( Page 59)
ISSUES
o
Staff has expressed desire to help colleagues going through catastrophic
circumstances.
o
Staff experiencing unexpected catastrophic events face financial hardship if they
go into a LWOP scenario
ANALYSIS
o
HR studies confirm policies such as this fosters better morale and improved
relations among employees

RECOMMENDATION
o
Reinstate Emergency Sick Leave Pool

WSA COMPENSATORY TIME POLICY-(Page 38)
ISSUES
o
Exempt staff are regularly working well over the 40-hour work week and often
must take PTO in weeks where they have already exceeded the minimum
threshold.
o
Staff are sacrificing home-life balance to meet deadlines and get assignments
done
ANALYSIS
o
Working excessive hours are a leading cause of burnout in today’s workforce
o
Flexible work arrangements, such as telecommuting, compressed work weeks,
and flexible working hours/flextime, may increase employee job satisfaction and
retention.
o
Incentivizing exempt staff to meet business objectives is a critical factor in
designing Total Rewards plans.
o
SHRM recommends that organizations should focus on what they can do to
counter workers’ perceptions of being underpaid.
RECOMMENDATION
•
Adopt Comp time policy based on information contained in the Greater Dallas
Boards Employee Handbook

WSA TELECOMMUTE POLICY (Page 40)
ISSUES
o
While out on paid absences, staff attends meeting remotely, responds to emails
and works on taskings.
o
Some jobs do not require being in the office to complete
o
Some staff choose to take a full day off and use PTO when their home
obligations on a day are compatible with working from home.
ANALYSIS
o
Families and Work Institute (FWI) CEO and President Ellen Galinsky says
“Telecommuting Cuts Across Gender, Generations”

o

o
o

o
o
o
o
o
o
o
o
o
o
o

Linda Batiste, J.D., a principal consultant at the Job Accommodation Network
(JAN), said “Offering flexibility”—telecommuting, alternate schedules, job
sharing— “is helpful to everybody instead of having a very rigid policy,”
“Having people ask for accommodations tends not to be as worker friendly.”
According to the Bureau of Labor Statistics, in 2015, 38 percent of individuals in
management, business and financial operations, and 35 percent of individuals in
professional and related occupations did some or all their work from home.
Survey data indicate that employees who telecommute benefit by having:
Greater productivity
Increased job satisfaction
Less stress and better health
Lower commuting costs
More flexibility to balance and manage work and home responsibilities
Survey data show that companies benefit by having:
Increased productivity
Reduced absenteeism
Increased job satisfaction, leading to increased employee retention and lower
recruitment costs.
Reduced office space needs and corresponding expenses

RECOMMENDATION
o
Managers identify which if any of their positions are suitable to telecommuting
o
Adopt a version of Telecommuting policy that will acknowledge work done by
staff when not physically in the office.

SOCIAL MEDIA POLICY- (Page 83)
ISSUES
o Harassment. Employees may engage in harassing behaviors toward co-workers on
a social network, and HR will need to act if it becomes aware of such behaviors.
o Negative exposure. Postings from former or current employees, or even clients
casting the employer in a negative light, may damage the employer's reputation.
o Legal violations. Employers become more susceptible to charges of discrimination,
privacy violations and interference with employees' rights under Section 7 of the
National Labor Relations Act, among other violations, when social media is used in
the workplace.
o Potential loss of productivity. Some employees may spend an inordinate amount
of time on social media for personal reasons while at work. Enforcing a clear policy
on terms of use while working can help to mitigate this risk.

o Wage and hour issues. Nonexempt employees restricted to certain working hours
may incur additional compensable hours, including overtime, more easily through
social media use.

ANALYSIS
o
o

o

o

o

o

Aid in recruitment. Social media platforms can be used to publicize job
openings, source candidates and verify background information.
Market the employer brand. Sharing media about employee events and
company values can help establish an employer brand to attract applicants and
customers.
Deliver internal communications. HR communications on policies, benefits,
company news, social events, professional development and more can be made
available to employees at any time.
Engage employees. Internal social networking platforms can be more engaging
and inspire greater participation than regular e-mail communications. Employees
may feel they have more of a voice when their postings and comments are
actively encouraged.
Promote social learning and knowledge sharing. Providing employees with a
way to connect with co-workers to solve problems promotes social learning and
can increase knowledge sharing globally.
Communicate during a disaster. Displaced employees can see emergency
information from their devices to stay in touch with the employer and receive
direction.

o Professional networking. HR professionals can network with peers, keep pace
with competitors, and help attract clients whose values align with the employer
brand.

RECOMMENDATION
o Adopt a Social Media Plan that will allow us to act swiftly regarding inappropriate
posts
o Have a policy in place that will make staff feel more comfortable about using social
media to WSA’S advantage

MEMORANDUM
To:

Human Resources Committee

From:

Adrian Lopez, WSA CEO

Presented by:

Adrian Lopez, WSA CEO

Date:

June 11 ,2020

Subject:

Organization Review by Management Advisory Group
International (MAG)

Summary: This item is to provide an update on the organization review by MAG. The final report
has been received and 3 different options were presented. Dr. Donald Long, President of MAG,
is in attendance today to provide an overview of the final report.
Analysis: MAG was procured to conduct an organizational review of WSA. They conducted an
organizational review and classification and compensation study. The scope of the study included
all fulltime employees. They compared salaries to the market and identified needed market
adjustments to the current plan. They ensured that all jobs are properly classified and Identified
optimal structure. They also developed a classification and compensation system.
Alternatives: None considered
Fiscal Impact: $74,000 consultant fee plus an additional estimated annualized payroll increase
of $12,061, $66,630, or $174,154 depending on which of the three implementation options are
selected.
Recommendation: None
Next Steps: The HR Committee will vote on which implementation strategy should be selected
at their June 11, 2020 meeting. Next, the HR Committee’s recommendation will be taken to
Board for approval. Then CEO, CFO and HR will develop a detailed plan to put the changes in
effect and communicate the changes to all staff.

MEMORANDUM
To:

Human Resources Committee

From:

Adrian Lopez, WSA CEO

Presented by:

LaVonia Horne-Williams, Procurement & Contracting Director

Date:

June 11, 2020

Subject:

Human Resources Consulting Services RFP

Summary: Workforce Solutions Alamo (WSA) issues Request for Qualifications (RFQ),
Request for Proposals (RFP), and Request for Quotes (RFQ) to acquire services and
goods. Procurements are conducted in a manner which provides for full, open and free
competition. The procurement of all goods and services for WSA is governed by the
requirements and specifications outlined in the Texas Workforce Commission (TWC)
Financial Manual for Grants and Contracts, Chapter 14, Office of Management and
Budget’s “Uniform Administrative Requirements, Cost Principles, and Audit
Requirements for Federal Awards” (Uniform Guidance (UG)) which is codified at Title 2,
Part 200 of the Code of Federal Regulations (2 CFR part 200) and the Uniform Grant
Management Standards (UGMS), Part III, Chapter 783 Texas Government Code.
Analysis: As an entity supported by public funds, WSA has a legal obligation to spend
public funds wisely and prudently, to act in the public interest, to be transparent in its
actions, and be accountable to the public. As the Director of Procurement and
Contracting, the goal of my team is to ensure our department reviews all requests for
purchases of goods, services, equipment, software, hardware, and subscriptions for best
value.
The Request for Proposal (RFP) was issued to obtain Human Resources consulting
services to review and make recommendations on current WSA Human Resources
management practices, Policy and Procedures Manual, and other human resources
functions, programs and procedures. The RFP was issued on April 15, 2020 and
responses were due May 15, 2020. WSA received three proposals from Historically
Underutilized Businesses (HUB). The proposals were evaluated and scored. After the
evaluation process, a firm was recommended for award.

Alternatives: N/A

Fiscal Impact: $15,000.00 and the project is fully funded and by cost allocated funding
source
Recommendation: Staff is recommending contract award to KAS Consulting Group,
Inc.
Next Steps: If approved, contract negotiation and execution.

Next Steps

Execute Contract
Work begins June 15, 2020

Next Steps
Milestones•

Review of existing HR infrastructure; provide recommendations and strategies for development
and/or new processes, programs and practices of HR matters. Complete by July 31, 2020.

•

Design recruiting, selection and orientation programs and processes. Provide support to managers
in implementation. Complete by August 28, 2020.

•

Develop performance appraisal process and train Directors/Managers on goal setting, leadership
and communication as they relate to WSA operational values. Complete by September 11, 2020.

•

Determine appropriate training for Directors/Managers and provide administrative support to deliver
training. Recommend, facilitate and/or provide training classes. Complete by September 18, 2020.

•

Provide final recommendations to HR Manager. Complete by September 25, 2020.

Questions?

