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Work forceSolutions

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) 581-
1093.

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 1-800-
735-2988 (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 1-800-
735-2988 (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.

Il. Declarations of Conflict of Interest
Presenter: Chair Cantu
There was no conflict of interests declared.

I1l. 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

o0 Organizational Review and Classification and Compensation Study.

Scope includes all full-time employees.
Identify optimal structure.
Review of major processes, programs and procedures.
Classification and compensation system and competitive benefits program for
fulltime positions
- Departments in Scope of Project:
Executive
Facility and Property Management
Procurement
Quality Assurance
Finance
Human Resources
Program Services
IT Services
Conduct departmental and employee interviews;
Compare salaries to the market and identify needed market adjustments to
the current plan;
Ensure that all jobs are properly classified;
Recommend an optimal structure;
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.
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Employees and Supervisors are the Subject Matter Experts.

Data is Used for Job Analysis.

Supervisors Review and May Comment.

Supervisors May NOT Change Employee Answers.

Supervisors May NOT Delete Employee Answers.

Job Profile Questionnaires

Next Steps

Confirm Market Targets and Benchmarks

Conduct Employee Orientation Sessions - January

Employees Complete Job Profile Questionnaires

Job Analysis and Classification Review

Organizational Review and Structural Analysis
0 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:
0 2 Y2months process

Adrian requested MAG/Donald Long to return and provide recommendation to HR

Committee.

Mr. Long asked HR Committee:
0 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, | 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. | have a
sense that some of the positions are a little rich. But | 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
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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, | have
been reluctant to make any kind of move on any of the re-
organization until we have the results of this because the we hang
our hat on as a third party who came in an evaluated that. | 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 | know | 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.

V. 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:

[0}

O o0 oo

The reason for our handbook is so that staff are aware the rules are, and | 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.
The last complete overhaul /review was seven years ago
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.
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.
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
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?
Lisa replied: Yes, we do see it consistently.
Adrian: it is a combination of all that. That is why the organizational review is so
important.
Committee member: We don’t want employees working that late, we need to have a
work/life balance
Adrian: I’'m very anxious to see what the results will be from the org review
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.
Leslie asked: what is the target date to have handbook completed?
Lisa: by the end of this month (Jan 2020)
Leslie: You are confident you will meet that deadline?
Adrian: | 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.
Committee Member: Will it be printed or electronic?
Lisa: It will be electronic and will be in our shared drive.
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.

VIIl. Adjournment Presenter: Chair Leslie Cantu at 10:07AM
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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.

100 N.Santa Rosa, Suite 120 » San Antonio, Texas 78207 ¢ [P] 210.272.3260 ¢ [F] 210.272.3290 « TDD/TTY 1.800.735.2989
www.workforcesolutionsalamo.org
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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

100 N.Santa Rosa, Suite 120 » San Antonio, Texas 78207 ¢ [P] 210.272.3260 ¢ [F] 210.272.3290 « TDD/TTY 1.800.735.2989
www.workforcesolutionsalamo.org
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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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EMPLOYEE POLICY HANDBOOK

, 2020




R
N O

tion-Process
t L

o
[U§]

w g
(U2 N




o}

N ¢ g1

in
3

I N NN
b~
[0l

b Go

@

g b b b
© O PR

iract Nanacit [
HEeEeto€ St

Schedules oo
thes

51 Safaty g7
et

s
e

@ ¢ O P
H N H
@ ¢ ¢ gn
O© O o w

(2N
N ¢







Table of Contents

INTRODUCTORY STATEMENT L..utiiiiiiiie ittt ittt s st se e sttt e st e st e e e 54
ADOUL US: o 54
EMPLOYEE ACKNOWLEDGMENT FORM ...ouiuiiiiiiiiiiiiiiiiiii e 76
SECTION Ittt ettt 8%
GENERAL PROVISIONS ..ttt 8%
DefiNItiONS ... 8%
SECTION Tttt ettt ettt ettt ettt 2423
EMPLOYMENT .ttt ettt sttt 2423
SECTION Ittt 3534
COMPENSATION L.ttt ettt ettt sttt 3534
3.4 TraVel TiME .ttt e 3938
3.6 TElECOMMUEING c.tteieiiee ettt st e et et e enia e 4039
SECTION IVttt ettt ettt 4847
EMPLOYEE BENEFITS ..ottt 4847
4.1 Medical and Health INSUFANCE .......ccciiiiiiiiiiiiiiicic 4847
4.3 Retirement — Defined Contribution Plan ...........cccueiiiiiiiiiiiiiiiiiiiiiicciiicccs 5049
4.4 Training aNd DeVe O DM BNt . .u ittt ii it ettt et eeeeteeistaebeeeeeeeesaesbsbeesseeeseeesaansssseasennes 5150
4.6 Paid Time Off (PTO).....cuiiiiiiiiiiiiiiiiiiii e 5453
4.8 AdMINISTrative LEAVE.....iiuiiiiiiiiiitiitiieiei e 6261
4.10  Workers Compensation INSUIMENCE ... uiiii it iiiiiitiiiteietieeieeseieiiustereseeesseesisssesseresseeesaisbssereasaes 6462
4.12 Education Assistance Program .......c.oiouiiiiiiiiiiiiiiiiiiiiicict s 6564
SECTION V ittt ettt ettt 7069
SAFETY ettt 7069
SECTION Vit et 7179
LEAVES OF ABSENCE ...ttt 7170
6.1 Bereavement LeaVe .....coiiiiuiiiiiiii i 7170
6.3 JUPY /WENESS DULY ...ttt ittt sttt e st e eastesteeneees shseesneesnessaesssntesanessneesnnsesbeeenbeesnaeas 7372
SECTION VIl ettt ettt ettt s 7978
GENERAL WORK RULES ...ttt 7978
7.1 WOIK HOUIS o 7978
7.2 LUNCH PGS .ttt 8048




7.3 Attendance and Tardiness ........ccouiuiiiiiiiiii i 8079 | Formatted: Default Paragraph Font, Check spelling and

7.6 SECUNITY Of PeISONAl PrOP eIty Luuueiiiiiiiiiii ittt ittt ieeeeieeiistteeeeeeseesseissssseeseeseeieeassnssreereeaeaasaas 8281  grammar

Formatted

|

.1

7.7 Non-Smoking Policy

7.14  Access to Personnel INformation .......eueeeeseeniiii i 9089 grammar

Formatted: Default Paragraph Font, Check spelling and

7.19  Weapons Policy

| Formatted: Default Paragraph Font, Check spelling and

grammar
7.20  Use of Agency Owned or Leased Vehicles and Driving for Company Business ...................... 9593 Formatted m
SECTION V. .ttt ettt et ettt et et e st e et e e st e e st et e st e et et e eneeneeenes 10199 Formatted: Default Paragraph Font, Check spelling and
RULES OF CONDUCT AND DISCIPLINARY PROCESS ..............oiiicioceeeeeeeeesseeeeees s 10199 grammar
Formatted .. [3]
8.1 Standards of Conduct and DisCiplinary ProCESS ........ciiiuueeeiiiiueeeiiieeeiiiseeeiiiseeeeiiseeeeissneeesssnees 10199 -
Formatted: Default Paragraph Font, Check spelling and
8.1.3 Guidelines for EMpPloyee CONAUCT ...iiiuiiiiittii it it ie s it eseeteessseeeessseeesaneeessnseeessanes 10199 grammar
8.2 GrieVanCe ProCEAUIES .....oiivececeeeeteeisesieeet ettt st ens e e 106104 Formatted

SECTION IX

| ,//’ [ Formatted
|

s/l s

iy, !

9.1 Employment Termination ... 107405 ' Formatted 8]
INTRODBUGTFORY. S TATEMENT corrrrreeererereresseeeseseeerrr s e e e e e S 2 /[ Formatted [—j 9]
1 [ j
KA‘,b’:I“f £’§ [ S S S S S S ';",":',2, Formatted [1 O]
EMPLOYEE ACKNOWIEDGMENTEORM e 4 ,{ Formatted (1) j
EMPLOYE i o
e N N R d A S I—_—————N—. Formatted - [12]
f
i /{ Formatted .. [13]
B Formatted .. [14]
Formatted ...[15]
e T —— 21 [// /]| Formatted (.re]
EMIPLOYIMIENT e 21 {Formatted .. [17]
{ Formatted ..[18]
.. 119]

~
2

13733

~
e

O T T ed-Contributiop Pl /
% Formatted
/
44 Training and-Development e 48
Fyv " D EVETOPMES _ ‘| Formatted
.
A4; Li _ ,Bajd,-!::rr'i T';'F iP,TC‘),, T I e T e e e ey 'L","',:,l —_Z // . { Formatted

2



.. [30]
.. [31]
. [32]
.. [33]
.. [34]
..[35]
.. [36]

[37]

{ Formatted
{ Formatted
{ Formatted

/

!

fy

by
!
/

1y !

Formatted
{ Formatted

/

Administrative-legve

4-8

A &)

HE

Workers Compbeaensationlasurance

Al

10
o)

VOFKEFS-COMPERSHORTSHIAS

Education Assistance Program

Y SAcei\

12

4
o

Formatted

/
/
7/

67

v

R-ASSIStaH

YN\

.. [38]
..[39]
.. [40]

[41]
.. [42]
.. [43]
.. [44]
.. [45]
.. [46]
.. [47]
.. [48]
.. [49]
.. [50]
.. [51]

{ Formatted
{ Formatted

o

P { Formatted

-

68

DTN

Formatted

68
0%

FVeMmEeRtteave—=
NN

‘{ Formatted

I

55+
N

Baraavamant | aava

AT

N

@

3

77\

AN

SAFETY
SECTION\A
LEAVES OFEABSENCE

>t

&

61
A=

lury /AMitnace Dy

63
ST TR

Formatted

\{ Formatted

NV

GENERAIL \WORK RLILES

Formatted

SENERAE VY OIS

Lunch-Pariaods

Work Hours

y\Ad

71
72

Formatted

Attendance-and-Tardiness
tHeraaheeaRetaFreess——

ra

73
=

A

Formatted

FSORaTT+OP

T T e e e e e v

(°"'u'."§t‘y’ of Personal Property

76

7~

A <

A

Y

ROKHE+oH

Non-SmokingPoliey EOEEEE T )

&

77

Formatted

b A A I I Ao S R A i

A

. [52]
..[53]
.. [54]
.. [55]
.. [56]
.. [57]
.. [58]
..[59]
.. [60]
.. [61]
.. [62]
.. [63]
.. [64]
.. [65]
.. [66]
.. [67]
.. [68]
.. [69]
.. [70]
.. [71]
..[72]
.. [73]
.. [74]
.. [75]
.. [76]
.. [77]
..[78]
.. [79]
.. [80]

ersoRhRe o rMaton—

Accassto-Rersonnellnformation
€es5+t

714
4

+

{ Formatted
{ Formatted
{ Formatted
{ Formatted
{ Formatted
{ Formatted
{ Formatted

W
“)\\\\\\\
[N
i
s

i
‘\\\

95 |

e

GuidelinesforEmployee Conduct EO e

Z _ _ a4

Weanons-PRolicw

ra

NV
4=

719

Pad

A

GrievanceProcaedures

{ Formatted
{ Formatted
{ Formatted

SHEVIRE

AR VA

<

SECTION X

>t

e

{ Formatted
{ Formatted

\

\

TN

FERMUNATION OF EMPLOYMENT EO

Iy

=APeYRER T E MO e

Emplovment Fermination

&

91
A

Formatted

{ Formatted
[ Formatted
[ Formatted
[ Formatted
{ Formatted
[ Formatted

On behalf of your colleagues, | welcome you to Workforce Solutions Alamo (“WSA”) and

Welcome New Employees!

Formatted

{ Formatted

| Formatted

Formatted

‘ Formatted



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

MISSION
WORKING TO STRENGTHEN THE ALAMO REGIONAL ECONOMY BY GROWING AND
CONNECTING TALENT PIPELINES TO EMPLOYERS
VISION

WORKFORCE SOLUTIONS ALAMO STRIVES TO LEAD THE MOST INTEGRATED COMMUNITY
WORKFORCE NETWORK IN THE NATION

and adhere to poli ol
‘e will use values based decision making in all situations.
INTEGRITY = we will be knowledgeable and comply with rules, laws and policies

.

‘wie will tell the truth no matter what * we will work together as a team
* wie will salve problems intermally first * e will be proactive in seeking out opportunities to work with others
* e will do what we say weare gaing to do coLapomanion | e will share information, talents and resources with others

\wie will UpPOrt our partner agencies
* W will be 3 resource and leader
® W will strive to be a valuable partner

‘we will encourage input from everyone
‘e will work together; united not divided

EEMETE e will exceed our customers expectations

wie will be responsive to intenal and external customers Ve wil alce ke (nitiakive o sbep Upand owen IE
* Wi will be consistently on time and accurate * e will not blame others, we will focus on solving the problem
* e will find e weays b do things accounTapiTy © DU ntine team is respansible for WS success
= we will try new idess * e will not ‘pass the buck; we will own our own part n It
* e will encourage creativity *  we will work together to solve problems and issues until they are
INNCVATION  * Non-compliance will not be allowed to stifle new ideas 1 ateed

* we will be creative and compliant
= wie will leam when we miss the mark. Better totry and fail than to not
try at all

Workforce Solutions
| siano]




INTRODUCTORY S STATEMENT <= -~ 7| Formatted: Heading 1, Left, Indent: Left: 0", Right: 0",
- Space Before: 0 pt

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).

About Us: - { Formatted: Heading 1, Right: 0", Space Before: 0 pt J

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

ha m on——o AISA | by

nvestments-thatsupportecenomicgrowthWorking to Strengthen the Alamo Regional Economy

by growing and connecting talent pipeline to Employees.

VISION

ha \WSA’ on o-be-the partnereo hoice—for-emplove and-peoplesee

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 partrering.



SERVICE AREA
WSA serves the counties of Atascosa, Bandera, Bexar, Comal, Frio, Gillespie, Guadalupe,
Karnes, Kendall, Kerr, McMullen, Medina and Wilson counties.



EMPLOYEE ACKNOWLEDGMENT FORM

The Handbook describes important information about WSA, and | understand that | 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, | 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. | understand that revised information may
supersede, modify, or eliminate existing policies, programs, rules and benefits.

Furthermore, | 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.

| have received the Handbook or have been given access to an electronic copy, and | 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

<=~ 7| Formatted: Heading 1, Indent: Left: 0", Right: 0",
Space Before: 0 pt
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GENERAL PROVISIONS -

Words in the Handbook have the following meanings:

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.

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.
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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1.2

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.

Non-Exempt: an employee who, because of his/her position duties, is covered under the
overtime provisions of Applicable Law and, therefore, must receive eempensatery-time
eff-erovertime 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.

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.

1.2.1 All employees, with-the-exeeption-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 yeurDirector, HR-orthe- the CEO or their designee for any exceptions‘.

- | Formatted: Heading 2 Char, Font: (Default) +Body
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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,

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 Law 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

10
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arassment and/or, Discrimination

,,,,,, f il iy Ny

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:

14.14.1 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.
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The following are examples of misconduct, which are strictly prohibited.

14.14.2 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:

14.14.21 Submission to such conduct is either an expressed
or implied term or condition of employment; or

1.4.14.2.2 Submissionto or rejection of such conduct is used
as the basis for an employment decision affecting the harassed
person; or

1.4.14.23 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.

14143 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.

1.4.14.4 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



1.4.2

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.

14.14.6 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 ether
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.

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.

14.2.2 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.

14.23 Exercising rights under this policy, does not in any way preclude
your right as an employee to seekrelief 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.

1431 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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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 1-800-

735-2988 (Voice).



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 1-800-

735-2988 (Voice).



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 1-800-

735-2988 (Voice).



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 1-800-

735-2988 (Voice).



	I. CALL TO ORDER AND QUORUM DETERMINATION
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