
 
 

HR Handbook 
Volume I: Board Staff 

 
As of January 18, 2023 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

EQUAL OPPORTUNITY EMPLOYER/PROGRAM. AUXILIARY AIDS AND SERVICES ARE AVAILABLE UPON REQUEST TO 

INDIVIDUALS WITH DISABILITIES. RELAY TEXAS: 711 (VOICE) OR 1-800- 735-2989 (TTY) IGUALDAD DE 

OPORTUNIDADES DE EMPLEO/PROGRAMAS. EQUIPO AUXILIAR Y SERVICIOS DE APOYO ESTÁN DISPONIBLES 

PARA PERSONAS CON DISCAPACIDAD AL SER REQUERIDOS. RELAY TEXAS: 711 (VOZ) O 1-800-735-2989 (TTY) 



2  

Table of Contents 

Article I. ABOUT THE WORKFORCE DEVELOPMENT BOARD/“WSB” 6 

Section 1.01 Nature of Operations 6 

Section 1.02 General Structure 6 

Section 1.03 Service Area Map 7 

Section 1.04 Organizational Chart 7 

Article II. EMPLOYMENT POLICIES 
8
 

Section 2.01 Management Rights 8 

Section 2.02 Employment Application Process 
8
 

Section 2.03 Background Investigations 9 

Section 2.04 Selection of Candidate 9 

Section 2.05 At-Will Employment Relationship 10 

Section 2.06 Nepotism 10 

Section 2.07 New Employee Orientation 10 

Section 2.08 Orientation Period 
11

 

Section 2.09 Employment Status 
11

 

Section 2.10 Job Classification 12 

Section 2.11 Compensation 12 

Section 2.12 Employee Information 12 

Section 2.13 Maintenance and Protection of Personnel Records 13 

Section 2.14 Reference Inquiries 13 

Section 2.15 Documentation of Employee’s File 13 

Section 2.16 Salary Adjustments 13 

Section 2.17 Remote Working/Telecommuting Policy 14 

Section 2.18 Remote Working/Telecommuting Stipend 17 

Section 2.19 Employee Advancement 18 

Section 2.20 Transfers 18 

Section 2.21 Demotion 18 

Section 2.22 Layoffs and Recalls 19 

Section 2.23 Furloughs 20 

Section 2.24 Resignation or Termination 20 

Section 2.25 Exit Interview 20 

Section 2.26 Hours of Work 21 

Section 2.27 Lunch and Rest Breaks 21 

Section 2.28 Paydays and Pay Statements 21 

Section 2.29 Overtime Compensation 22 



3  

Section 2.30 Holidays 22 

Section 2.31 Paid Leave Policy 22 

Section 2.32 Sick Leave 23 

Section 2.33 Vacation Leave 24 

Section 2.34 Administrative Leave 25 

Section 2.35 Time Off for Voting 25 

Section 2.36 Military Leave 25 

Section 2.37 Bereavement Leave 25 

Section 2.38 Jury Duty and Witness Leave 25 

Article III. LAWS & REGULATIONS 26 

Section 3.01 Equal Employment Opportunity 26 

(a) Equal Opportunity Is the Law 27 

Section 3.02 What To Do If You Believe You Have Experienced Discrimination 27 

Section 3.03 Americans with Disabilities Act (ADA) and Reasonable Accommodation 27 

Section 3.04 Family and Medical Leave Policy 28 

(a) Maximum Leave of Absence 31 

(b) Life-Threatening Illness 32 

(c) Disclosure of Medical Information 32 

Article IV. EMPLOYEE BENEFITS 32 

Section 4.01 Tuition Assistance Program (TAP) 32 

Section 4.02 Group Insurance and Retirement Benefits 34 

Section 4.03 Insurance Continuation (COBRA & State Continuation) 35 

(a) COBRA 36 

(b) State Continuation 36 

Section 4.04 Workers’ Compensation Insurance 36 

Section 4.05 Employee Assistance Program 37 

Article V. EMPLOYEE CONDUCT 37 

Section 5.01 Employee Rules of Conduct 37 

Section 5.02 Attendance and Punctuality 38 

Section 5.03 Work Standards 39 

Section 5.04 Confidentiality and Workplace Privacy 39 

Section 5.05 Media Coverage 39 

Section 5.06 Use of WSB Property and Facilities 40 

Section 5.07 Professional Appearance Standards 40 

Section 5.08 Housekeeping 41 

Section 5.09 Personal Cell Phone Use 41 

Section 5.10 Social Relationships and Dating Between Employees 41 



4  

Section 5.11 Code of Ethics and Conduct and Conflict of Interest Policy 41 

Section 5.12 Acceptance of Gifts 41 

Section 5.13 Interest in Property, Contractors, or Vendors 42 

Section 5.14 Procurement and Contracting 42 

Section 5.15 Outside Employment / Activities 42 

Section 5.16 Personal Work for Other Employees, Supervisors, Contractors, and/or Board 

Members 
43

 

Section 5.17 Personal Loans 43 

Section 5.18 Political Activities During Working Time or on Work Premises 43 

Section 5.19 Solicitation 44 

Section 5.20 Grounds for Discipline 45 

Section 5.21 Types of Disciplinary Action 45 

Article VI. WORKPLACE SAFETY AND SECURITY 45 

Section 6.01 General Safety and Security Policy 45 

Section 6.02 Concealed Handguns and Deadly Weapons in the Workplace 46 

Section 6.03 Workplace Violence 46 

Section 6.04 Smoke-Free Workplace 46 

Section 6.05 Electronic Information and Communications Policy 47 

Section 6.06 Use of WSB’s Electronic, Computer, and Network Systems 47 

Section 6.07 Emergency Planning 48 

Section 6.08 Drug-Free and Alcohol-Free Workplace 48 

(a) Definitions 48 

Section 6.09 Prohibited Conduct 50 

Section 6.10 Drug Testing 50 

Article VII. CONFLICT RESOLUTION 51 

Section 7.01 Anti-Harassment 51 

Section 7.02 Sexual Harassment 51 

Section 7.03 Other Forms of Unlawful Harassment 52 

Section 7.04 Investigation and Resolution of Harassment Complaints 52 

Section 7.05 Complaints Regarding Unlawful Conduct 53 

Section 7.06 Internal Grievance Process 53 

(a) Tier 1 53 

(b) Tier 2 54 

Section 7.07 Arbitration of Employment Disputes 54 

Article VIII. DRIVING STANDARDS 54 

Section 8.01 Driving Policy 54 

Section 8.02 Reporting Driving Related Accidents 56 

Section 8.03 Break Down of Company Vehicles 56 

Section 8.04 Take-Home Vehicles 56 



5  

List of Abbreviations 57 



6  

This handbook is designed to acquaint you with our organization, Workforce Solutions Borderplex, Inc. 

(herein referred to as “WSB”). It explains organizational employment philosophies and beliefs and 

describes in general terms many of our important employment guidelines. We hope it will serve as a useful 

reference document throughout your employment at WSB. Please understand that the handbook is not 

intended to be comprehensive or address all the possible applications of, or exceptions to, the policies and 

procedures described. For that reason, if you have any questions concerning eligibility for a particular 

benefit or the applicability of a policy or practice to you, you should address your specific questions to any 

Human Resources team member. 

 
Every effort has been made to provide complete and accurate information; however, the handbook is not 

intended to be a comprehensive summary of the rights and responsibilities of WSB employees, nor does it 

establish the terms and conditions for employment or create a contract between WSB and its employees. 

Nothing contained in this handbook constitutes a promise or guarantee of continuing employment or that 

benefits or policies contained herein will not be modified in the future. This handbook simply describes 

many of our current programs, benefits, and policies, subject to change through the appropriate processes. 

Wherever discrepancies exist between this handbook and policies or other contracts or agreements, the 

policy, agreement, or contract will prevail. 

 
We will strive to keep you apprised of any relevant modifications, and as a result, the need may arise to 

update the information provided in this handbook. WSB reserves the right to amend or revoke any 

information, policies, or portion(s) of the handbook at any time. Finally, some of the subjects described 

here are covered in detail in official policy documents. You should refer to these documents for specific 

information. 

 
Article I. ABOUT THE WORKFORCE DEVELOPMENT BOARD/“WSB” 

 
Section 1.01 Nature of Operations 

WSB is a non-profit corporation organized under the Texas Non-Profit Corporation Act to promote 

employment and educational opportunities by providing services to disadvantaged, displaced, untrained 

and undertrained workers within the Workforce Solutions Borderplex Area (the “Area”), which 

encompasses the counties of Brewster, Culberson, El Paso, Hudspeth, Jeff Davis and Presidio, Texas. 

WSB’s mission is to provide skilled workers for employers by advancing education, employment, 

entrepreneurship, and economic development opportunities to support global competitiveness and regional 

prosperity. WSB is also charged with developing and overseeing certain federal and/or state grants which 

provide job training programs in the Area. 

 
Section 1.02 General Structure 

WSB is governed by a Board of Directors (the “Board”). Elected officials appoint the Board members 

throughout the Area to serve for specified periods. The Board has the power to conduct all lawful business 

on behalf of and set policy for WSB. In addition, the Board appoints and oversees a Chief Executive 

Officer who is responsible to the Board, WSB, and the community for the proper and efficient daily 

administration of WSB’s operations. 
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Section 1.03 Service Area Map 
 
 

Section 1.04 Organizational Chart 

 



8  

Article II. EMPLOYMENT POLICIES 

 
Section 2.01 Management Rights 

From time to time, WSB, just as any other employer, must make decisions without prior consultation with 

its employees. WSB must, therefore, maintain exclusive discretion to exercise the customary functions of 

management including, but not limited to: the discretion to dismiss and discipline employees; to determine 

the size of and composition of the workforce; to establish, change and abolish policies, procedures, rules, 

and regulations; and to assign duties to employees in accordance with the needs and requirements as 

determined by WSB. 

WSB specifically reserves the right to change any of its policies and procedures, including those covered 

in this handbook, or to deviate from these policies and procedures, at any time, at WSB’s discretion. 

 
Finally, nothing in this handbook will be construed to create a property interest in employment with WSB. 

 
Section 2.02 Employment Application Process 

The Human Resources Department will establish a filing period with a specific closing date for vacant job 

postings. All positions will be posted on WorkInTexas.com, on WSB’s website, and other job posting 

websites or agencies. WSB may limit positions to internal promotions only. Each job posting will specify 

the title, hiring range, typical duties, required minimum qualifications, skills and competencies, deadline 

to submit an application and the “Equal Employment Opportunity” statement. 

 
WSB may, at its discretion, at any time, extend or renew any job announcement that has not resulted in a 

satisfactory selection of qualified applicants. A current listing of announced vacancies will be maintained 

by the Human Resources Department for internal and/or public inspection. WSB reserves the right to 

withdraw or close a job posting without hiring for that position. 

 
All new job seekers must submit a resume and electronic application for any position they apply for no 

later than the announced closing date for the opening. The applicant’s responsibility is to ensure that their 

application contains all information necessary to demonstrate that their qualifications meet the position's 

minimum requirements. Resumes alone will not be considered and will not replace the required application. 

 
Current WSB employees interested in applying for a vacant position are not required to complete an online 

application but instead submit to the Human Resources Department an updated resume and their interest 

in being considered for the vacant job. However, employees are responsible for ensuring the original 

application's information remains current, such as mailing address, emergency contact information, etc. 

 
The Human Resources Department will review applications and/or resumes and identify candidates based 

solely on qualifications. Qualified candidates may be asked to complete and submit a supplemental 

questionnaire to evaluate qualifications further. If an applicant makes intentional misrepresentations or 

material omissions in their employment application or during the hiring process, they will not be hired by 

WSB. Furthermore, if WSB discovers intentional misrepresentation or material omission after the applicant 

is hired, the individual will be terminated. Information submitted in connection with an application is 

subject to verification during the hiring process. 
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The Human Resources Department may disqualify applicants for any of the following reasons, in each case 

to be fully documented: 

 
1) Lacks Minimum Qualifications – the applicant lacks the minimum qualifications established in the 

classification for the position. 

2) Felony Convictions – The applicant has been convicted of a felony or a misdemeanor within seven (7) 

years from the date of conviction, end of parole, or release from prison, which is determined to be job-

related to the position sought; or 

3) Dismissed from Prior Employment – The applicant has been dismissed from prior employment with 

WSB for delinquency or misconduct, which is determined to be job related to the position sought. 

4) False Statement on Application – Any false statement knowingly made by an applicant in an application 

will cause the Human Resources Department to exclude the applicant from such examination, remove 

the applicant permanently from the position if the applicant has secured an appointment, and/or 

exclude the applicant from consideration for any WSB 

position for a period of two (2) years from the date the falsified application was submitted or 

discovered, whichever is later. 

 
The Human Resources Department will coordinate a panel interview process and maintain records of the 

evaluation process. The interview panel will recommend their preferred candidate to the Human Resources 

Department or hiring manager. WSB will observe equal opportunity principles at all stages of the selection 

process. In certain circumstances, WSB will try to fill vacancies with qualified current employees to the 

extent that such a preference does not conflict with equal opportunity principles. 

 
Section 2.03 Background Investigations 

WSB believes that it has an affirmative obligation to ensure that individuals hired with WSB positions do 

not have a history of criminal behavior or inappropriate behavior relevant to their desired employment and, 

thus, conduct criminal and background investigations on all new job applicants. The criminal and 

background investigation policy is used to protect the community and organization. Although it is not a 

guarantee against criminal acts, it does reduce the likelihood of a crime and may reduce the organization's 

liability in the event a crime occurs. 

 
WSB recognizes the need to investigate potential employees’ criminal histories and backgrounds must be 

balanced with the need to protect employee privacy. Therefore, it is prohibited for WSB employees and 

agents of WSB to seek, use, or disclose background information except within the scope of their assigned 

duties. 

 
All applicants for employment must voluntarily consent to the release of information, including conviction 

and non-conviction data and investigative consumer reports, also known as reference checks, which may 

include information about character, general reputation, personal characteristics, and mode of living. Any 

personal history that may affect the reputation of WSB should be disclosed. Additionally, applicants agree 

to release WSB and or its agents from any and all liability and/or damages that may result from these 

processes. 

 
Section 2.04 Selection of Candidate 

The wage rate for newly hired employees will be based upon qualifications and experience for that position 

and contingent on budget availability. A starting salary above the entry rate may be approved by 
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the Chief Executive Officer when the following criteria have been satisfied: 

 
1) The position to be filled requires specialized training, experience, or scarce knowledge or in high 

demand; 

2) The selected applicant has the education, experience, or training directly related to the position, which 

substantially exceeds the minimum qualifications for the position, or which are at a level comparable 

to the position sought; 

3) The position is challenging to fill, as evidenced by the failure to fill the entry rate position. 

 
The Human Resources Department will extend a formal, written job offer to the selected candidate to 

include the salary, benefits, and timeline to respond, either accepting or declining the offer. Failure to 

respond to the job offer within the specified time frame will result in WSB rescinding the job offer and 

proceeding with selecting another candidate. Every applicant interviewed will be notified of the selection 

decision and provided the opportunity to understand the reasons for not being selected. 

 
2.05 At-Will Employment Relationship 

Employment with WSB is “at-will” and can be terminated at any time by the employee or WSB for any 

reason not prohibited by law. As an at-will employee who has voluntarily joined WSB, an employee is free 

to resign at any time. However, two-week advance notice of resignation or retirement is requested. 

Similarly, since an employee is an at-will employee, WSB is free to terminate an employee’s employment 

at any time, with or without advance notice, for any reason not prohibited by law. 

 
No one other than the Chief Executive Officer or an authorized member of the Board has any authority to 

alter an employee’s at-will relationship with WSB, and any alteration must be in writing and signed by the 

Chief Executive Officer or an authorized member of the Board, or it is not binding upon WSB. 

 
An at-will employee mustn't mistake the policies and procedures in this handbook for a contract or a 

guarantee of employment. Nothing in this handbook is intended to create or imply a contract between WSB 

and its employees. 

 
Section 2.06 Nepotism 

To avoid actual or perceived conflicts that may arise when members of the same family work together, no 

employee may directly or indirectly supervise or be supervised by a member of the employee’s immediate 

family. For purposes of this policy, the term “immediate family” includes spouse, parent, step-parent, 

parent-in-law, child, step-child, brother, sister, step 

brother, step-sister, half-brother, half-sister, cousin, son-in-law, daughter-in-law, grandparents, 

grandparents-in-law or any relative or other person living in the same household as the employee. 

 
The Chief Executive Officer may apply this policy in the case of other organizational and/or personal 

relationships when the presence of two or more closely-connected employees would create an actual or 

perceived conflict or otherwise be detrimental to WSB. 

 
Section 2.07 New Employee Orientation 

Newly hired employees will be scheduled to attend an orientation session, which they must complete 

within the first month of their start date. The orientation is designed to acquaint the newly hired employee 

with WSB’s operations and complete applicable employment-related documents. 
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Section 2.08 Orientation Period 

The first 120 days of employment for new employees are considered the Orientation Period. This period is 

intended to provide new employees the opportunity to determine whether the position meets their 

expectations and demonstrates their ability to achieve a satisfactory performance level. Either the employee 

or WSB may end the employment relationship at any time during the orientation period with or without 

notice. 

 
The orientation period applies to new hires or re-hires. Incumbents who are transferred, promoted, 

demoted, or selected for a new position are required to complete a 60-day orientation period. 

 
During the orientation period, the employee’s immediate supervisor will meet with the employee in 

30-day intervals to discuss the employee’s acclimation into the role. These interim reviews will focus on 

areas where the employee is succeeding and where improvement is needed to complete the orientation 

period successfully. The review will be documented for the employee’s file. A supervisor has the option 

to reduce the 120-day orientation period for an incumbent if they believe the individual has sufficiently 

demonstrated capacity to fulfill the demands of the new position at the time of the interim review. This 

declaration needs to be documented as part of the interim review and approved by the Chief Executive 

Officer or designee. 

 
Employees must complete the orientation period before utilizing any accrued leave unless otherwise 

approved by their department head. The successful completion of the orientation period does not guarantee 

employment for any specific duration, nor does it change the at-will status of regular employment. 

 
Section 2.09 Employment Status 

Federal law divides employees into two categories, Exempt and Non-Exempt, for overtime calculation 

purposes. WSB follows regulations set forth by the U.S. Department of Labor and the Fair Labor Standards 

Act (FLSA). 

 
Exempt employees, aka “salaried employees,” are those who are not required to be paid overtime by 

applicable law for hours worked beyond 40 in a workweek. Exempt/salaried employees are paid a base 

salary, not an hourly rate. 

 
Non-exempt employees are required to be paid overtime at the rate of one and one-half their regular rate 

of pay for hours worked beyond 40 hours in a workweek. 

 
WSB further designates employees into the following classifications: 

 
Regular Full-Time Employees - Employees hired to work for WSB on a full-time, 30-hour workweek 

regularly. Such employees may be “exempt” or “non-exempt” as defined above. 

 
Regular Part-Time Employees - Employees hired to work fewer than 30 hours per week regularly. Such 

employees may be “exempt” or “non-exempt” as defined above. 

 
Interns - Employees hired to work full or part-time for a specified time, for a specific assignment, special 

project, or grant. Such employees may be “exempt” or “non-exempt” as defined above. Intern job 

assignments may consist of full or part-time positions requiring continuous, seasonal, or intermittent 
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performance. Interns are typically part-time employees and are not eligible for fringe benefits. They are 

eligible for prorated holiday pay. Interns may be eligible for WSB’s Tuition Assistance Program on a case-

by-case basis with the Chief Executive Officer's approval. 

 
Temporary Employees - Employees hired to work full or part-time for a specified time, for a specific 

assignment, special project, or grant. Such employees may be “exempt” or “non exempt” as defined above. 

Temporary job assignments may consist of full or part-time positions requiring continuous, seasonal, or 

intermittent performance. Temporary employees are not eligible for fringe benefits or holiday pay, except 

as required by law or designated by the Chief Executive Officer. 

 
Leased Workers - Workers who are assigned to work at WSB through a staff leasing agency. Leased 

workers are employees of the staff leasing agency and not of WSB. Accordingly, leased workers may be 

subject to different policies and procedures and receive different benefits than WSB employees. 

 
Independent Contractors – Individuals contracted to perform services for WSB and are not employees of 

WSB. 

 
Employees who are assigned to a regular or temporary assignment are still employed on an at will basis. 

Thus, they can quit or be terminated at any time, with or without notice, for any reason not prohibited by 

law. 

 
Section 2.10 Job Classification 

WSB will endeavor to make all job assignments based on each individual’s qualifications determined 

through fair, objective, and practical selection methods. WSB reserves the right to assign or reclassify 

employees into positions or classifications due to significant operational changes or other operational 

needs. 

 
Section 2.11 Compensation 

The Human Resources Department will create and maintain a compensation schedule listing the salary 

ranges for all positions established by WSB. All positions within the organization have been made 

comparable to those of the State (Texas Workforce Commission) compensation plan. 

 
The compensation schedule will provide pay ranges according to varying responsibilities and duties that 

enable WSB to recruit and retain an effective workforce. It will establish the value of jobs to the 

organization and identify compensation levels, including the minimums and maximums of the pay structure 

as needed. Analyses of available wage and survey data will be used to determine the competitiveness of 

WSB in the labor market. Based on these analyses, 

the Human Resources Department will recommend pay schedule adjustments to the Chief Executive 

Officer for review and approval. 

 
Standard benefits made available to eligible employees include health care coverage, dental insurance, life 

insurance, vision care coverage, short-term disability insurance, vacation, and sick leave. Employees who 

office out of the downtown administration offices will benefit from a subsidized amount towards monthly 

parking. Eligible employees may also enroll in WSB’s established retirement plan. 

 
Section 2.12 Employee Information 

To ensure that personnel files are current at all times, employees are required to notify the Human 
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Resources Department of any changes in an employee’s name, telephone number, home address, marital 

status, number of dependents, beneficiary designations, scholastic achievements, and emergency contact 

information. Any such changes must be reported to the Human Resources Department within ten business 

days of the occurrence. 

 
Section 2.13 Maintenance and Protection of Personnel Records 

The Human Resources Department maintains the official personnel records for all WSB employees in a 

secure, locked place. All personnel records are the sole property of WSB. Unless otherwise provided by 

law, personnel records and related information will be treated as confidential. They may not be used or 

divulged for purposes not connected with WSB personnel management except with the permission of the 

employee involved. Nothing herein will prevent the accumulation of impersonal statistical information. 

 
Employees may inspect their personnel records under the procedures below. Under these procedures, 

employees who want to review their personnel file's contents may schedule an appointment with the Human 

Resources Department to review the records. Employees will only have access to their records and must 

review the records in the Human Resources Department's presence. Employees may not remove or alter 

any document contained within their personnel file. To request copies of any personnel documents, 

employees must make a written request listing the requested document(s). 

 
Personnel information and records belonging to WSB may be subject to disclosure under federal or state 

open records laws or as part of an official local, state, or federal audit or review. Employees should not 

have any expectation of privacy of personnel records except HIPPA laws and regulations. 

 
Section 2.14 Reference Inquiries 

From time to time, WSB may receive inquiries from third parties regarding employees, such as loan 

references, employment verifications, etc. All requests for reference information must be directed to the 

Human Resources Department. The only information provided may include verification of current or past 

employment, start and end employment dates. Employees who respond to reference requests without 

approval will be subject to disciplinary action, up to and including termination. 

 
Section 2.15 Documentation of Employee’s File 

Memorandums, formal counseling, or other documentation of an employee’s performance are part of the 

employee’s personnel file. Such documentation should be received by the Human Resources Department 

no later than three (3) business days following the issuance of such documentation. Failure to timely 

forward the documentation to the Human Resources Department may result in the supervisor or department 

head discipline, as appropriate, unless good cause for the delay is shown. 

 
Section 2.16 Salary Adjustments 

Employees are generally considered for pay increases on an annual basis at or near the time of the 

employee’s annual performance evaluation, at the end of the fiscal year, or at a time determined by the 

Chief Executive Officer. 

 
Under no circumstances are employees eligible for pay increases before completing the 120-day orientation 

period or while on a Performance Improvement Plan (PIP). 

 
Employees who are promoted or reassigned for operational reasons will be placed in the new position at 

the entry-level for the new position or at the compensation level as determined by the Chief Executive 

Officer. 
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Pay adjustments may be in the form of a percentage increase to base salary or a one-time lump sum merit 

increase (or some combination) depending on individual and organization performance and funding 

availability. When an employee is at the top of their pay range, they will not be eligible for a percentage 

increase to base salary until the range is adjusted upward for market conditions. The CFO will verify that 

a sufficient budget is available for any annual or special pay adjustment. 

 

Workforce Solutions Borderplex prides itself on being an employer of choice and paying its employees a 

fair and equitable wage. When feasible, a cost-of-living (COL) adjustment will be issued in January, 

comparable to the most recent Consumer Price Index. Employees eligible for the COL adjustment must 

have been with the organization consecutively for 12 months and not be in a Performance Improvement 

Plan when we issue the COL adjustment. If an employee receives a promotion or salary adjustment during 

the year, and the anticipated COL adjustment is included in that adjustment, it will be stated in writing. 

Employees who have been with the organization for less than 12 months are not eligible for the COL 

adjustment. COL adjustments are not guaranteed on an annual basis and will be reviewed on an annual 

basis at the discretion of the CEO. 

 

 
Section 2.17 Remote Working/Telecommuting Policy 

The concept of a ‘remote work arrangement,’ or ‘telecommuting,’ allows employees to work at home, on 

the road during business travel, or in a satellite location instead of at the Workforce Solutions Borderplex 

(WSB) Administration Office by using the Internet and electronic communication systems. An example of 

telecommuting is when an employee is permitted to work on a short-term project on their home computer 

or check emails away from the office. 

 
WSB permits employees to work on a remote basis (i.e., ‘telecommute’) in limited situations if, at the 

discretion of the CEO, the employee’s job duties, position, and workload are appropriately suited for 

‘telecommuting,’ and the arrangement is in the best interests of WSB and its operations. In some instances, 

a temporary remote assignment may be considered for an employee who can work but cannot attend work 

at the office (i.e., due to an illness or temporary impairment). 

 
In other instances, such as during inclement weather events (snowstorms, excessive rains) or epidemics 

(bad flu season, a pandemic), or another similar type of business disruption event (fire, natural disaster, 

terrorist event), WSB may require certain employees to continue working at home or on a remote basis to 

ensure the critical functions of WSB’s services – workforce services for workers, businesses and other 

populations – is not disrupted or threatened. 

 
This procedure sets forth the guidelines when remote work and telecommuting is allowed or required at 

WSB. First and foremost, as a workforce development board serving workers, adults, youths, businesses, 

and the public, the majority of job functions at WSB do not lend themselves to a remote work or 

telecommuting arrangement. For instance, an employee who needs to visit a training provider or workforce 

center site cannot be performed remotely from home because the work to be performed must occur on-site 

at a particular location. Another example of a position that is not appropriate for telecommuting is a position 

that involves reception/secretarial duties or close supervision. However, some management, 

administrative, clerical, information technology systems, data entry, accounting, human resources, or 

office related/special project functions can be performed on a temporary and limited basis, away from the 

office. 
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Before entering into any telecommuting agreement, the manager will evaluate the suitability focusing first 

on the organization's business needs with the human resource department's assistance. 

 
1. Employee Voluntary Requests to Perform Remote Work: The process for an employee to request a 

remote or telecommuting assignment is as follows: 

 
a. Request in Writing - Any request to work remotely or telecommute must be made in 

writing to the CEO. 

b. Decision on Case-by-Case by CEO - No employee has the right to work remotely or 

telecommuting. Instead, the decision whether to approve a telecommuting arrangement 
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will be made on a case-by-case basis by the CEO, at their sole discretion, based on the 

nature of the employee’s job duties and responsibilities, the technical feasibility of the 

remote work arrangement, and the interests of the organization as a whole. 

c. Approval in Writing - Only the CEO can approve a telecommuting arrangement, and the 

approval must also be in writing (i.e., signed memorandum or email). Suppose the CEO 

approves an employee to work remotely or telecommute. In that case, the manager will set 

out the telecommuting assignment's length and notify the employee of any restrictions on 

the type of work that can be performed away from the office. 

d. Limitations/Restrictions on Remote Assignment - If an employee is permitted to work a 

routine telecommuting assignment, the manager will set forth the number of days/hours of 

telecommuting allowed each week, the work schedule the employee will customarily 

maintain, and the manner and frequency of communication/reporting in. 

e. Employee Must Supply and Is Responsible for Equipment and Costs of Remote Work. 

Suppose an employee is telecommuting or working remotely based on the employee’s 

voluntary request. In that case, they must supply their equipment (i.e., computer, printer, 

communication connection) and will not be reimbursed by WSB for any telecommuting-

related expense. Stated otherwise, WSB will not be responsible for any costs associated 

with the employee's home office's initial or continued setup, such as acquiring a computer 

or for items such as remodeling, furniture, electricity, internet, or lighting home office 

space. The employee further agrees and understands that WSB is not responsible or liable 

for any damage to the employee’s computer, printer, fax, or other home office equipment. 

If any damage (such as a hardware failure) occurs, the employee will be solely responsible 

for the cost of repairs or replacement. Compliance with any tax or other legal implications 

for the business use of the employee’s home based on Internal Revenue Service (IRS) 

and/or state and local government restrictions is the employee's sole responsibility. 

f. Telecommuting While on Leave/As Reasonable Accommodation - Telecommuting 

arrangements may be possible for employees on family, medical, or personal leave, to the 

extent feasible for the employee (considering their position, duties, and workload) of the 

organization. If an employee is off work on medical leave, an employee may only 

telecommute or work remotely with the employee’s healthcare provider and the CEO's 

consent. Telecommuting is not designed to be a replacement for appropriate childcare. 

Although an individual employee’s schedule may be modified to accommodate childcare 

needs, the arrangement's focus must remain on job performance and meeting business and 

operational demands. 

 
2. Mandatory Remote/Off-Site Assignments – Business Disruption Events - There are potential 

business disruption events where employees may be required to work on a remote or off-site basis. 

While WSB cannot predict when or how such a business disruption event may occur. This type of 

scenario is most likely to arise in an emergency such as extremely bad weather, pandemic, 

temporary shut down due to fire or natural disaster, or other events beyond WSB’s control. If such 

a business disruption event arises, WSB still has an obligation to continue its services, operations, 

and business. Specifically, WSB will need to continue to operate for the benefit of the people and 

businesses it serves (and to monitor its contractors) and to preserve and protect the health, safety, 

and security of the people and businesses it serves and our staff. In the unlikely event of a business 

disruption event, the CEO has the authority to direct employees to continue working, but from an 

off-site, remote location. 
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If employees are required to work remotely, WSB will either (1) provide them with the computers 

or devices they need to work remotely or (2) provide reasonable and appropriate reimbursements 

to employees for actual costs incurred by working from home or a remote location. Employees 

will be required to provide receipts for any reimbursements sought according to this section. 

 
3. Policy and Expectations Applicable to All Remote Assignments 

a. Communication/Availability During Work Hours - The employee working remotely or 

telecommuting must remain in contact with their manager and work team. Furthermore, 

the employee who is telecommuting agrees to be accessible by phone and email within a 

reasonable period during the agreed-on remote work schedule. 

b. Privacy, Confidentiality, and Security of Information - Consistent with the organization’s 

expectations (and applicable legal requirements) of information security for employees 

working at the office, telecommuting employees will be expected to ensure proprietary 

protection of organizational and program participant information accessible from their 

home office or remote workstation. Steps include the use of locked file cabinets and desks, 

regular password maintenance, and any other steps appropriate for the job and the 

environment. The employee working on a remote basis must maintain their equipment in 

such a fashion to ensure the privacy, confidentiality, and security of WSB’s records. The 

telecommuting employee must ensure that all federal or state laws that protect program 

participant privacy must be observed. If the employee lacks appropriate equipment to 

permit them to work remotely safely and securely, WSB will not allow the employee to 

work remotely. 

c. Hourly Employees - Hourly employees are defined as employees who, based on duties 

performed and the manner of compensation, are subject to all Fair Labor Standards Act 

(FLSA) provisions. If an hourly-paid employee is allowed to telecommute, all time spent 

working remotely is considered paid time that must be noted on the employee’s time 

worked records. Consistent with WSB’s personnel policies, if an hourly-paid employee 

exceeds 40 hours in a week and incur overtime, the employee must request permission in 

advance and receive approval to work overtime before overtime is incurred. If an employee 

incurs overtime without permission, they will be paid for the overtime. Still, it is subject to 

disciplinary action, up to and including termination of employment, for working 

unapproved overtime. 

d. Exempt Employees - Exempt employees are defined as employees who, based on duties 

performed and the manner of compensation, are exempt from the FLSA, minimum wage, 

and overtime provisions. Exempt employees are expected to fulfill the responsibilities of 

their position(s) regardless of hours worked. Telecommuting time is not considered work 

in excess of the standard workweek. Exempt employees will work without the expectation 

of additional paid time off. 

e. Performance Expectations- Employees working remotely or telecommuting will be held to 

the same or higher performance standards than employees who are present at the office or 

working on-site at the properties. Please understand that working from home is a privilege, 

not a right. If an employee fails to perform while telecommuting, the employee is subject 

to counseling, negative implications in their performance evaluation, and/or disciplinary 

action. 

f. Termination of Telecommuting Arrangement at Will - An employee’s remote work or 

telecommuting status is not guaranteed for any duration and may be terminated at will 
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by WSB. Employees have no property right in a telecommuting or remote work 

assignment. Therefore, the availability of telecommuting as a flexible work arrangement 

for employees of WSB can be discontinued at any time, for any reason, with or without 

notice, at the discretion of the CEO. 

 
Section 2.18 Remote Working/Telecommuting Stipend 

In accordance with the Remote Working Telecommuting Policy, employees will receive a remote-

working stipend to cover office-related costs (e.g., electricity, internet service, cell phone, and vehicle 

allowance). The designated stipend will be paid monthly and will be included in their taxable income. 

 
By acceptance of the telecommuting stipend, employees agree to the following: 

 
1. They agree to make their cell number available for work-related calls. Information, data, and records 

such as text messages, instant/chat messages, voice mails, call history. Emails that are work-related (or 

reasonably considered work-related) and stored on a personal device for which they receive a stipend may 

be subject to disclosure under federal or state open records laws or as part of an official local, state, or 

federal audit or review. 

 
2. As a driver of a WSB vehicle or their vehicle on the company’s behalf, employees understand that it is 

their responsibility to operate the vehicle safely and drive defensively to prevent injuries and property 

damage. They know that they must always have a valid Texas Driver’s License with them when driving 

on company business. They will maintain liability insurance on their vehicles that they drive on company 

business. They will comply with company, state, and local regulations regarding driving a motor vehicle. 

 
3. Transportation Allowance 

 
Tier 1 Rate (Constant User): When it is determined that the use of a personal vehicle is the most 

advantageous form of travel on behalf of WSB and the use of the employee’s vehicle is constant, the 

employee will be compensated for a designated transportation allowance, as determined by the Chief 

Executive Officer, that will be paid monthly and will be included in the employee’s taxable income. 

 
Tier 2 Rate (Occasional User): When it is determined that the use of a personal vehicle is the most 

advantageous form of travel on behalf of WSB and the use of the employee’s vehicle is occasional, the 

employee will be compensated for a designated transportation allowance, as determined by the Chief 

Executive Officer, that will be paid monthly and will be included in the employee’s taxable income. 

 
Managerial Differential: Managers who conduct WSB business will have a differential added to their 

transportation allowance, as determined by the Chief Executive Officer, paid monthly and will be 

included in the employee’s taxable income. 

 
Department heads must recommend the most appropriate tier of transportation allowances and 

reimbursement to compensate their employees for the use of private vehicles in conducting WSB 

business. Once these tier allowances are established and implemented, Human Resources will annually 

review and approve all employees' tiers. 
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Employees also understand that WSB will periodically review their Motor Vehicle Record to determine 

continued eligibility to drive a company vehicle or operate their vehicle on the company’s behalf. In 

accordance with the Fair Credit Reporting Act, they have been informed that a Motor Vehicle Record will 

be periodically obtained on them for continued employment purposes. Inability to drive may result in 

disciplinary action, up to and including termination. 

 
Section 2.19 Employee Advancement 

WSB is committed to providing opportunities within our organization for employees to be promoted from 

one job to another to gain experience and develop their careers. Promotion is generally defined as an 

employee's assignment from a current assignment to a new assignment having a higher maximum salary 

and additional responsibility. WSB’s policy is to promote from within the organization whenever possible 

by encouraging employees to apply for vacant positions. Employees promoted to a position in another 

workgroup must continue to work in their current position for up to two weeks before the promotion 

becomes effective. Employees who receive an overall unsatisfactory evaluation on their most recent 

performance evaluation are not eligible for the promotion. 

 
The Chief Executive Officer may authorize a temporary promotion to ensure the proper performance of 

WSB functions if a position is vacant or its regular incumbent is absent. Generally, temporary promotions 

may be for up to 180 days but may be extended up to a year due to extenuating circumstances. 

 
Temporary promotions will not be used to circumvent standard selection or promotion procedures. An 

employee who is temporarily promoted will not acquire any status or rights in the assignment to which 

they are temporarily promoted. Additional compensation will be paid only in cases of formal temporary 

promotion effective in accordance with these policies. 

 
Section 2.20 Transfers 

A transfer is an employee assignment from one position to another, not involving promotion or demotion. 

A transferred employee will retain their current wage rate unless otherwise authorized by the Chief 

Executive Officer. A transfer may be for administrative convenience or in conjunction with an announced 

selection process. When transfers are used in conjunction with an announced selection process, all WSB 

applicants of the same class as the vacant position will normally be considered before the job is publicly 

announced. 

 
The Chief Executive Officer must approve all transfers. Employees transferred to a position in another 

unit or workgroup will generally be required to work in their current position for up to two weeks before 

the transfer becomes effective. 

 
Section 2.21 Demotion 

A demotion is an employee's assignment from a position to another position having a lower salary and 

fewer responsibilities. Demotions can be voluntary or involuntary. With the Chief Executive Officer's 

approval, an employee, given qualifications, may be demoted at their request. Demotions of this nature are 

generally not considered disciplinary nor disqualify the employee involved from consideration for later 

advancement. WSB is not required or obligated to permit a voluntary demotion. Employees of WSB do not 

have any “bumping rights,” the right to displace a lower-level employee. 
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WSB may demote an employee at its discretion whenever they cannot perform their essential job functions 

with or without reasonable accommodation. An employee who is demoted will be paid in the pay range for 

their new position. 

 
Section 2.22 Layoffs and Recalls 

The personnel needs of WSB may fluctuate from time to time based upon market conditions, budgetary 

constraints, and other factors. At such time as necessary, a Staff Reduction Plan will be developed that 

meets and serves the needs and requirements of WSB at that time. Although employees may be made 

aware of the proposed Staff Reduction Plan, no action may be taken towards an employee until the 

Executive Committee and/or General Board of Directors formally approves the SRP. 

 
The layoff and recall procedure will provide an orderly system for reductions-in-force and recalls while 

permitting WSB to efficiently retain the necessary workers to meet its operational and service demands. 

 
During the period of reducing the workforce, interns, temporary, newly-hired, and/or part-time employees 

within the 120-day orientation period will be laid off before regular, full-time employees. 

 
Suppose WSB is required to reduce its workforce further permanently. In that case, the following factors 

will be considered in deciding which employees will be retained: (i) demonstrated skill, ability, and 

efficiency in performing the particular work available; (ii) overall performance record; and (iii) whether 

the employee has recently had any work-related disciplinary problems. 

 
Where skill, ability, efficiency, and performance are relatively equal between two or more employees, the 

most senior employees will be retained. WSB will be the sole judge of an employee’s skill, ability, 

efficiency, and performance for this policy's purposes. WSB will not discriminate against employees in 

any manner prohibited by law in deciding which employees will be retained. 

 
To avoid layoffs, WSB will attempt to place employees into available positions where qualifications are 

met whenever possible. WSB will try to provide at least a 10-day advanced notice of layoff or alternate job 

placement. Absent the ability to give a 10-day notice, WSB will give the laid-off employee two-week pay 

in lieu of notice. 

 
WSB will not maintain benefits for any laid-off employee(s) during the layoff duration except as otherwise 

required by applicable law, such as COBRA. 

 
Regular employees will have recall privileges for 180 days from the date of their layoff. If the employee is 

recalled within that period, the employee will maintain their seniority. The employee will also be eligible 

to resume their benefits, subject to benefit program eligibility and waiting requirements for new employees. 

Suppose the employee is not recalled within 180 days of their layoff. In that case, the employee will be 

automatically terminated and lose all of their seniority with the employer at that time without further action 

on WSB. At that time, the employee will be paid any accrued vacation held at the time of their layoff. 

 
If WSB determines it needs to increase its workforce following a layoff, it will recall employees according 

to the following factors: (i) employees who have demonstrated a high level of skill, ability, and efficiency 

and/or who have an excellent performance record will be recalled on a priority basis; (ii) 
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employees will generally only be recalled to positions which they have previously held at WSB; and (iii) 

where skill, ability, efficiency and performance are relatively equal between two or more employees, the 

most senior employees will be recalled first. WSB 

will be the sole judge of an employee’s skill, ability, efficiency, and performance for this policy. 

 
Temporary employees, interns, and new-hires (within the 120-day orientation period) are not eligible for 

recall under this policy if they were laid off due to a reduction-of-force. 

 
WSB will notify an employee by phone, email, or certified mail at the employee’s last known address if 

the employee has been recalled to work. An employee’s recall rights will terminate if the employee does 

not return to work (or send an acceptable written response explaining why the employee is delayed from 

returning to work) within seven days after the recall notice is mailed. 

 
Section 2.23 Furloughs 

A furlough is placing an employee in a temporary non-duty, non-pay status because of a lack of work or 

funds or other non-disciplinary reasons. WSB may institute mandatory furloughs as a positive alternative 

to layoffs. In such instances, both essential and non-essential staff may be required to be on leave without 

pay for a specified period of time. 

 
An employee may not substitute paid leave or other forms of paid time off for any hours or days designated 

as furlough time off during an administrative furlough. 

WSB will retain any of the furloughed employee’s benefits for the duration of the furlough. Vacation or 

sick leave accrual is not affected by any furlough that is in place. 

 
Section 2.24 Resignation or Termination 

Employees who wish to cease working for WSB are asked to submit a written resignation at least two 

weeks before the resignation becomes effective. If an employee resigns without providing a two-week 

notice, a memo will be placed in the employee’s file. It may be referred to as part of a reference check or 

future application by the employee for a vacant position, and unused vacation will not be paid out. The 

Chief Executive Officer may waive any portion of the two-weeks advance notice requirement. 

 
Employees who have resigned and are scheduled to conduct business travel, training or other business-

related events must cancel and make every attempt to recoup expenses. 

 
A supervisor must submit to the Human Resources Department a written recommendation of termination 

along with relevant backup documentation or justification. The Human Resources Department will ensure 

compliance with internal policies and employment laws. In coordination and communication with the 

supervisor, and the Chief Executive Officer, the Human Resources Department will evaluate the 

termination request and submit a final recommendation for action. 

 
Some examples of conduct that could result in disciplinary action up to and including termination are poor 

attendance, insubordination, the threat of violence or harm, physical violence, harassment, misuse of 

property or funds, poor performance, or public disparagement of WSB employees or policies. 

 
Section 2.25 Exit Interview 

The WSB is committed to providing a positive work environment for employees and, to that end, offers an 

opportunity for resigning employees to participate in an exit interview to share their opinions and 
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express any concerns related to their employment with the WSB. The resigning employee will have several 

options for participation in the exit interview process: an exit interview questionnaire in writing or 

participation in a person-to-person interview with a Human Resources team member. The Human 

Resources Department will coordinate the exit interview process with the resigning employee. During the 

Exit Interview, the Human Resources Department will ensure the return of all keys, equipment, 

identification badges, parking tags, and any other items which are the property of WSB. 

 
Section 2.26 Hours of Work 

WSB operates on a standard 40 hours per week/10 hours per day (4/10) schedule for full-time employees. 

Individual work schedules may vary depending on staffing requirements. Employees are expected to work 

all reasonable hours the organization may require. Non-exempt employees will receive overtime for any 

time worked over 40 hours in the same week, subject to their supervisor's prior approval. 

 
Employees are responsible for maintaining an accurate record of their hours worked and required to comply 

with all time and attendance reporting procedures. 

 
A flexible work schedule may be authorized based on operational needs and considered on a 

case-by-case basis. WSB may make reasonable accommodations to an employees’ request for a flexible 

work schedule; however, it is not guaranteed to be granted. A flextime arrangement may be suspended or 

canceled at any time. Non-exempt employees may be asked to work overtime regardless of a flextime 

schedule. 

 
Section 2.27 Lunch and Rest Breaks 

Supervisors must maintain work schedules that ensure employees are scheduled for a daily, unpaid 

one-hour lunch break. Employees may not work instead of taking lunch to make up or accumulate time to 

reach their required weekly hours without prior supervisor approval, as this could disrupt the workflow. 

 
Employees may be permitted up to two 15-minute paid rest breaks each workday for rest and refreshment 

to sustain a high level of job productivity. Rest breaks must be taken in or near the employee’s work location 

at times prescribed by the supervisor and will not be taken in conjunction with the lunch period or the start 

or end of the workday. When a rest break is not permitted due to an exceptional workload, WSB accrues 

no liability for overtime pay or compensatory time off due to the missed rest break. 

 
Section 2.28 Paydays and Pay Statements 

Paychecks for employees are issued on a biweekly basis and so that the amount, method, and timing of 

wage payments comply with any applicable wage and hour laws or regulations. If the regularly scheduled 

payday falls on a holiday, employees will be paid on the last workday preceding the holiday. WSB is 

responsible for processing all deductions required by law. The employee is responsible for notifying WSB 

of any voluntary deductions in writing. 

 
WSB does not guarantee the date on which direct deposit funds are posted to account(s) by bank(s) and 

does not accept any responsibility for deposits posted to account(s) after payday. Therefore, employees 

who use direct deposit should be prepared for deposits to be posted to their account later than specified 

paydays. 
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Employees who believe an error was made in their paycheck or have any questions regarding their 

paycheck must notify the Human Resources Department immediately. In the case of a mistake, the error 

will be remedied promptly. WSB will attempt to stop payment on the check and reissue a new paycheck in 

the case of loss or theft. The employee is solely responsible for the monetary loss, and WSB is not 

responsible for the loss or theft of a check if it cannot stop payment on the check. 

Employees who resign or retire will be paid their final paycheck on the next regularly scheduled payday. 

Employees who are terminated or laid off will be paid their final paycheck on the next regularly scheduled 

payday or within six days of their last day of work, whichever occurs first. 

 
Section 2.29 Overtime Compensation 

Overtime compensation is paid to all non-exempt hourly employees in accordance with applicable federal 

and state wage and hour regulations. As required by law, overtime pay is based on actual hours worked 

over 40 in a week. WSB will make every effort to pay overtime in the next payroll period but later than 

the second payroll period after hours are worked. Supervisors must approve all overtime requests in 

advance of the time being worked for hours to be deemed compensable. 

 
For purposes of this policy, time spent by employees at continuing education workshops approved by WSB 

will count as hours worked for overtime purposes. Time spent on jury duty, holidays, vacation or sick 

leave, or any leave without pay will not count as hours worked for overtime purposes. 

 
For purposes of determining overtime, WSB’s work week begins on Monday at midnight and ends on 

Sunday at 11:59 p.m. 

 
Section 2.30 Holidays 

WSB publishes a list of Board-designated paid holidays as part of the annual operating budget. Regular 

full-time/part-time employees are eligible for designated holiday pay beginning on the date of employment. 

Temporary, leased, or seasonal employees are not entitled to holiday pay. 

 
Holiday pay for regular part-time employees will be calculated on a pro-rated basis, i.e., the number of 

weekly work hours per their signed employment acceptance letter divided by the number of business days 

in a week. Employees on unpaid leave for disciplinary reasons are not entitled to holiday pay for the 

holidays that fall during the unpaid leave. 

 
WSB will attempt to schedule as many employees as possible with time off on holidays. Some 

employees may be scheduled to work holidays to maintain essential WSB functions. An exempt employee 

scheduled to work on a paid holiday will be provided with an alternate day to utilize as holiday leave. A 

non-exempt employee who works a paid holiday will be paid double hours. 

 
To be eligible for holiday pay, an employee must work the full regularly scheduled workday preceding and 

following the holiday or on holiday itself. Only the Chief Executive Officer may grant payment of holiday 

when a full-time/part-time employee is absent from the business day before or after the holiday, or on 

holiday itself if so scheduled, due to extenuating circumstances. Holidays that fall on a Saturday or Sunday 

are not observed on another day and are not observed for that year. 

 
Section 2.31 Paid Leave Policy 

WSB provides paid sick, vacation, and personal leave to allow employees to be paid for an absence from 
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a scheduled day of work, a portion of scheduled work due to illness or injury, or to attend to personal 

business. This policy applies to regular full-time and part-time employees working more than 30 hours per 

week. 

 
Section 2.32 Sick Leave 

Regular full-time employees working more than 30 hours per week will begin to accrue sick leave 

immediately upon hire, at a rate of 5.34 hours per month (equivalent to 64 hours per year). 

 
Regular part-time employees will be eligible for sick leave on a calculated, pro-rated basis, i.e., the number 

of weekly work hours per their fixed schedule. 

 
Employees may not utilize sick leave if they are within their 6-month orientation period. Department heads 

have the discretion to allow for the use of sick leave due to extenuating circumstances. 

 
Employees may roll over up to 200 hours of unused sick leave next year following their hire anniversary 

date. Any unused sick leave balance more than the maximum will be reverted to the maximum allowable 

amount without compensation to the employee. 

 
Sick leave will be paid at the employee's current, regular pay rate. 

 
Unused sick leave balance will not be paid to the employee upon termination or resignation. 

 
Any negative sick time balance remaining at the time of separation will be deducted from the final 

paycheck, including regular pay and/or vacation balance. 

 
Sick leave must be reported within the first hour of the scheduled workday missed or scheduled in advance 

if possible. Calls by relatives or persons other than the employee will not be accepted unless they are 

physically unable to call. Management may consider special circumstances in emergencies that prevent 

notification. 

 
Supervisors may not allow employees to use vacation leave instead of sick leave, nor may sick leave be 

used to excuse tardiness. Exception: Vacation instead of sick leave will only be permitted for employees 

on a protected leave status such as the Family and Medical Leave Act (FMLA) or while absent due to a 

compensable claim under the Texas Workforce Commission Act. 

 
Managers have the discretion to send an employee home sick at any time to avoid a spread of illness, 

regardless of the employee’s availability of accrued sick time. 

 
Sick leave may be taken in a minimum of 1 full-hour increment. 

 
Sick leave of three days or more consecutive days requires a doctor’s note for the leave to be approved. 

Sick leave due to illness, injury, or disability for more than three days may qualify as leave under the 

Family Medical Leave Act. 

 
Management reserves the right to approve or deny sick leave requests due to business needs. 
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Section 2.33 Vacation Leave 

Regular full-time employees will begin to accrue vacation leave immediately upon hire, at a rate of 6.67 

hours per month (equivalent to 80 hours per year). Regular part-time employees will be eligible for vacation 

leave on a calculated, pro-rated basis, i.e., the number of weekly work hours per their fixed schedule. 

 
Employees may not utilize vacation leave if they are within their 6-month orientation period unless prior 

arrangements are made at the time of hire or appointment. 

 
Employees with 0 - 15 continuous years of service may roll over up to 80 hours of unused vacation leave 

into the new calendar year. Any unused vacation leave balance more than the maximum will be reverted 

to the maximum allowable amount without compensation to the employee on January 1. 

 
Employees with 16 – 21+ continuous years of service may roll over up to 100 hours of unused vacation 

leave into the new calendar year. Any unused vacation leave balance more than the maximum will be 

reverted to the maximum allowable amount without compensation to the employee on January 1. 

 
Vacation leave will be paid at the employee’s current, regular pay rate. Upon resignation with a 

two-week notice or termination, accrued vacation time up to 100 hours will be paid to the employee at the 

current, regular pay rate. 

 
Vacation time accrual will increase based on continuous service according to the schedule below: 

a: 0-5 years: 80 hours 

b: 6-15 years: 120 hours 

c: 16-20 years: 160 hours 

d: 21+years: 200 hours 

 
Credit for the higher rate of vacation accrual begins on the first calendar day of the month of the employee’s 

anniversary date falls on the first calendar day of the month; otherwise, the increase occurs on the first 

calendar day of the following month. 

 
Employees may not utilize more vacation time than what is accrued, nor is vacation time advanced. If an 

employee utilizes more vacation time than what is accrued, the employee will be considered on leave 

without pay for the time taken more than accrued leave. 

 
Vacation leave may be taken in no less than half-day increments (5 hours). Vacation leave may not be 

taken in hourly increments. 

 
Vacation time may be used instead of a medical leave of absence. Human Resources must be notified to 

coordinate vacation time instead of medical leave to ensure the employee’s eligibility for medical leave 

benefits following absence covered by vacation. These arrangements must be made in advance or as soon 

as possible to avoid the medical plan's loss of benefits. 

 
Vacation must be requested and approved by the immediate supervisor to allow for adequate coordination 

of staffing. Management reserves the right to approve or deny vacation time based on business needs. 
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Section 2.34 Administrative Leave 

Exempt employees will be eligible to utilize up to three (3) days of administrative leave per year from the 

date of hire or anniversary. Leave is not accrued and will not roll over to the year following their hire 

anniversary date. Administrative leave is defined as paid leave not associated with sick or vacation leave. 

 
Employees must obtain approval and schedule administrative leave at least one day in advance. 

Administrative leave must be taken in a minimum of 1 full-hour increment. 

Administrative leave may be used in conjunction with sick or vacation time. Administrative leave pay 

will be paid at the employee’s current, regular pay rate. 

Unused administrative leave balances will not be paid to the employee upon termination or resignation. 

 
Section 2.35 Time Off for Voting 

WSB recognizes that voting is a right and privilege of being a citizen of the United States and encourages 

employees to exercise their right to vote. All employees will be allowed 1 hour of paid administrative leave 

to vote in local, state, and/or national elections. Any extended time off for this purpose will not be 

compensated under sick, vacation, or administrative leave, and the employee would need to request unpaid 

leave. 

 
Section 2.36 Military Leave 

WSB supports all employees' military obligations and grants leave for uniformed service in accordance 

with applicable federal and state laws. Any employee who needs time off for uniformed service should 

immediately notify the Human Resources Department and their supervisor, who will provide details 

regarding the leave. If an employee cannot provide notice before leaving for uniformed service, a family 

member should notify the supervisor as soon as possible. 

 
Section 2.37 Bereavement Leave 

In the unfortunate case of a death in an employee’s family, the employee may receive three workdays of 

paid bereavement leave. 

 
For purposes of this bereavement leave policy, family member means an individual with any of the 

following relationships to the employee: (1) spouse and their parents; (2) sons and daughters, and their 

spouses; (3) parents, and their spouses; (4) brothers and sisters, and their spouses; (5) grandparents and 

grandchildren, and their spouses; (6) domestic partner and their parents, including domestic partners of any 

individual in numbers one through five of this section; (7) any individual related by blood or affinity whose 

close association with the employee is the equivalent of a family relationship. 

 
WSB may require verification of the need for the leave upon the employee’s return to work. 

 
Section 2.38 Jury Duty and Witness Leave 

WSB grants employees summoned to serve on jury duty paid time off for the full extent of such duty. 

Employees may keep any fee or compensation received for the jury service. The employee must submit 

summons documentation in advance of the leave to their supervisor and produce proof of jury service for 
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any time served upon completion to be excused from work. 

 
Employees are allowed unpaid time off if summoned to appear as a witness in court or an administrative 

proceeding that is not related to official WSB business. Employees are entitled to use any available leave 

during this period or take time off without pay. Employees will be paid the normal salary for time spent 

testifying in connection with WSB business. 

 
Article III. LAWS & REGULATIONS 

 
Section 3.01 Equal Employment Opportunity 

WSB maintains a policy of nondiscrimination with all employees and applicants for employment. All 

aspects of employment with WSB, including recruiting, hiring, and promotions for all job classifications, 

compensation, benefits, transfers, terminations, reductions in force, recall, training, education, and 

social/recreation programs, will be not be influenced in any manner based on race, color, religion, sex 

(including pregnancy, childbirth, and related medical conditions, sex stereotyping, transgender status, and 

gender identity), national origin (including limited English proficiency), age, disability, or political 

affiliation or belief. WSB also maintains a policy of nondiscrimination in its delivery of services and 

dealings with the community and various contractors. Accordingly, all aspects of services provided by 

WSB and all business decisions will be free from any form of discrimination based on race, color, religion, 

sex (including pregnancy, childbirth, and related medical conditions, sex stereotyping, transgender status, 

and gender identity), national origin (including limited English proficiency), age, disability, or political 

affiliation or belief, or, against any beneficiary of, the applicant to, or participant in programs financially 

assisted under Title I of the Workforce Innovation and Opportunity Act, based on the individual’s 

citizenship status or participation in any WIOA Title I–financially assisted program or activity. 

 
Any employees with questions or concerns about equal employment opportunities in the workplace are 

encouraged to bring these issues to the HR Manager's attention. WSB will not allow any form of retaliation 

against individuals who raise issues of equal employment opportunity. If an employee feels they have been 

subjected to any such retaliation, they should bring it to the HR Manager's attention. 

 
Retaliation means adverse conduct taken because an individual reported an actual or perceived violation 

of this policy, opposed practices prohibited by this policy or participated in the reporting and investigation 

process described below. “Adverse conduct” includes but is not limited to: 

 
(1) shunning and avoiding an individual who reports harassment, discrimination, or retaliation; 

(2) express or implied threats or intimidation intended to prevent an individual from reporting 

harassment, discrimination, or retaliation; or 

(3) denying employment benefits because an applicant or employee reported harassment, 

discrimination, or retaliation or participated in the reporting and investigation process. 

 
Complaints of discrimination should be filed according to the procedures described in the Harassment and 

Complaint Procedure. 

 
The following is the EO Notice as it is written in 29 Code of Federal Regulation §38.30: 
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(a) Equal Opportunity Is the Law 

It is against the law for this recipient of federal financial assistance to discriminate on the following bases: 

against any individual in the United States, on the basis of race, color, religion, sex (including pregnancy, 

childbirth, and related medical conditions, sex stereotyping, transgender status, and gender identity), 

national origin (including limited English proficiency), age, disability, or political affiliation or belief, or, 

against any beneficiary of, applicant to, or participant in programs financially assisted under Title I of the 

Workforce Innovation and Opportunity Act, on the basis of the individual’s citizenship status or 

participation in any WIOA Title I–financially assisted program or activity. The recipient must not 

discriminate in any of the following areas: deciding who will be admitted, or have access, to any WIOA 

Title I– financially assisted program or activity; providing opportunities in, or treating any person with 

regard to, such a program or activity; or making employment decisions in the administration of, or in 

connection with, such a program or activity. Recipients of federal financial assistance must take reasonable 

steps to ensure that communications with individuals with disabilities are as effective as communications 

with others. This means that, upon request and at no cost to the individual, recipients are required to provide 

appropriate auxiliary aids and services to qualified individuals with disabilities. 

 
Section 3.02 What To Do If You Believe You Have Experienced Discrimination 

If you think that you have been subjected to discrimination under a WIOA Title I–financially assisted 

program or activity, you may file a complaint within 180 days from the date of the alleged violation with 

either: the recipient’s Equal Opportunity Officer (or the person whom the recipient has designated for this 

purpose); or 

 
Director / Civil Rights Center (CRC) 

U.S. Department of Labor 

200 Constitution Avenue NW, Room N-4123 

Washington, DC 20210 

 
Or electronically as directed on the CRC website at www.dol.gov/crc. 

 
Suppose you file your complaint with the recipient. In that case, you must wait either until the recipient 

issues a written Notice of Final Action or until 90 days have passed (whichever is sooner) before filing 

with the CRC (see address above). If the recipient does not give you a written Notice of Final Action within 

90 days of the day you filed your complaint, you may file a complaint with CRC before receiving that 

notice. However, you must file your CRC complaint within 30 days of the 90-day deadline (in other words, 

within 120 days after the day on which you filed your complaint with the recipient). If the recipient does 

give you a written Notice of Final Action on your complaint, but you are dissatisfied with the decision or 

resolution, you may file a CRC complaint. You must file your CRC complaint within 30 days of the date 

you received the Notice of Final Action. Reference under 29 CFR Part 38.35 

 
Section 3.03 Americans with Disabilities Act (ADA) and Reasonable Accommodation 

In compliance with federal and state disability discrimination laws, including Section 504 of the 

Rehabilitation Act (the “Rehabilitation Act”), the Americans with Disabilities Act (the “ADA”) and the 

Texas Commission on Human Rights Act (“TCHRA”) (collectively, the “disabilities laws”), WSB does 

not discriminate on the basis of disability in (i) the admission or access to programs, properties or activities 

covered by the disabilities laws; (ii) the treatment of individuals who are in any program, on any property 

or involved in any activity covered by the  disabilities laws; or (iii) any ultimate 

http://www.dol.gov/crc
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employment decision, such as hiring, granting leave, compensating and discharging any programs or 

employment covered by the disabilities laws. For purposes of this policy, whether an individual is disabled 

will be determined in view of the disabilities laws’ definition of the term “disability.” 

 
In keeping with the requirement of disability laws, WSB provides reasonable accommodation to known 

physical or mental disabilities of qualified applicants or employees where an accommodation is required 

for the performance of essential job functions, unless the accommodation would cause undue hardship. 

 
Any employee who believes they have been discriminated against because of a covered disability should 

report the discrimination immediately to their supervisor or the Human Resources Manager. 

 
Section 3.04 Family and Medical Leave Policy 

WSB complies with the federal Family and Medical Leave Act (FMLA), which requires employers to 

grant unpaid leaves of absence to qualified workers for certain medical and family related reasons. 

 
WSB provides eligible employees up to 12 weeks of unpaid, job-protected leave in any 12- month period 

for certain family and medical reasons. The 12-month period is a rolling period measured backward from 

the date an employee uses any FMLA leave, except for leaves to care for a covered servicemember with 

a serious illness or injury. For those leaves, the leave entitlement is 26 weeks in a single 12-month period, 

measured forward from the date an employee first takes that type of leave. 

 
Basic Leave Entitlement. The FMLA requires covered employers to provide up to 12 weeks of unpaid, 

job-protected leave to eligible employees for the following reasons: (1) for incapacity due to pregnancy, 

prenatal medical care, or childbirth; (2) to care for the employee’s child after birth or placement for 

adoption or foster care; (3) to care for the employee’s spouse, son or daughter, or parent who has a serious 

health condition; or (4) for a serious health condition that makes the employee unable to work. 

 
Military Family Leave Entitlements. Eligible employees with a spouse, son, daughter, or parent on active 

duty or called to active duty status in the National Guard or Reserves in support of a contingency operation 

may use their 12-week leave entitlement to address certain qualifying exigencies. Qualifying exigencies 

may include addressing issues that arise from (1) short notice of deployment (limited to up to seven days 

of leave); (2) attending certain military events and related activity; (3) arranging childcare and school 

activities; (4) addressing certain financial and legal arrangements; (5) attending certain counseling 

sessions; (6) spending time with covered military family members on short-term temporary rest and 

recuperation leave (limited to up to five days of leave); (7) attending post-deployment reintegration 

briefings; (8) arranging care for or providing care to a parent who is incapable of self-care; and (9) any 

additional activities agreed upon by the employer and employee that arise out of the military member’s 

active duty or call to active duty. 

 
The FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks 

of leave to care for a covered servicemember during a single 12-month period. A covered servicemember 

is a current member of the Armed Forces, including a member of the National Guard or Reserves, who has 

a serious injury or illness incurred in the line of duty on active duty that may render the servicemember 

medically unfit to perform their duties and for which the servicemember is undergoing medical treatment, 

recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired list. 
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Benefits and Protections During FMLA Leave. For the duration of the employee’s FMLA leave, WSB will 

continue to contribute to the employee’s health coverage under WSB’s group health plan. However, the 

employee is still responsible for their portion of the premium payments, if any. This means that if the 

employee pays for dependent coverage (since WSB currently pays for the employee’s individual medical 

insurance coverage only), the employee will need to make arrangements with WSB as soon as possible to 

make their share of the payments. Failure to pay their portion of the premiums will result in termination of 

health insurance coverage for those individuals whose premiums are not paid. If the employee’s FMLA 

leave of absence exceeds 12 weeks, they will be responsible for paying the entire premium payments. 

Furthermore, if the employee fails to pay their dependent coverage while on leave and WSB covers that 

cost, the employee may be required, as permitted by FMLA, to repay that amount to WSB. 

 
Upon return from FMLA leave, most employees will be restored to their original or equivalent positions 

with equivalent pay, benefits, and other employment terms. However, an employee on FMLA leave does 

not have any greater right to reinstatement or to other benefits and conditions of employment than if the 

employee had been continuously employed during the FMLA leave period. 

 
Certain highly compensated key employees also may be denied reinstatement when necessary to prevent 

“substantial and grievous economic injury” to WSB’s operations. A “key” employee is an eligible salaried 

employee who is among the highest-paid ten percent of WSB’s employees within 75 miles of the worksite. 

Employees will be notified of their status as a key employee, when applicable after requiring FMLA leave. 

 
Use of FMLA leave cannot result in the loss of any employment benefit that accrued before the start of an 

employee’s leave. 

 
Employee Eligibility. The FMLA defines eligible employees as employees who: (1) have worked for WSB 

for at least 12 months; (2) have worked for WSB for at least 1,250 hours in the previous 12 months; 

and (3) work at or report to a worksite which has 50 or more employees or is within 75 miles of WSB’s 

worksites that taken together has a total of 50 or more employees. 

 
Definition of Serious Health Condition. A serious health condition is an illness, injury, impairment, or 

physical or mental condition that involves either an overnight stay in a medical care facility or continuing 

treatment by a health care provider for a condition that either prevents the employee from performing the 

functions of the employee’s job or prevents the qualified family member from participating in school, 

work, or other daily activities. 

 
Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity 

of more than three consecutive calendar days combined with at least two visits to a health care provider or 

one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a 

chronic condition. Other conditions may meet the definition of continuing treatment. 

 
Use of Leave. An employee does not need to use this leave entitlement in one block. Leave can be taken 

intermittently or on a reduced work schedule when medically necessary. Employees must make reasonable 

efforts to schedule leave for planned medical treatment to not unduly disrupt the employer’s operations. 

Leave due to qualifying exigencies also may be taken on an intermittent or reduced work schedule basis. 
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Substitution of Paid Leave for Unpaid Leave. All FMLA leaves of absence, unless otherwise indicated, 

are without pay. Employees taking leave under FMLA may utilize accrued leave during the leave of 

absence, provided that it is not used to receive more compensation than the employee would receive if they 

were working. Employees may also utilize, to the maximum  extent allowed, any other WSB-

sponsored benefits (such as disability or wage benefits) while the employee is on FMLA leave, provided 

that any such benefits are not used to receive more compensation than the employee would receive if they 

were working. 

 
You have a right under the FMLA to request that your accrued paid leave be substituted for your FMLA 

leave. This means that you can request that your accrued paid leave run concurrently with some or all of 

your unpaid FMLA leave, provided you meet any applicable requirements of our leave policy. Concurrent 

leave use means the absence will count against both the designated paid leave and unpaid FMLA leave at 

the same time. If you do not meet the requirements for taking paid leave, you remain entitled to take 

available unpaid FMLA leave in the applicable 12-month period. Even if you do not request it, the FMLA 

allows us to require you to use your available sick, vacation, or other paid leave during your FMLA 

absence. 

 
Short term disability benefits are provided through Lincoln National Life. For an eligible disability, these 

benefits will provide short-term income protection once the applicable waiting period is met. A brief 

description is below, and additional information can be found in your benefits handbook. 

 
Employer Paid Short Term Disability (STD) 

Benefit Percentage 60 % of weekly salary 

Benefit Maximum $1,385 

Waiting Period Accident Accident: 8 days / Sickness: 8 days 

Benefit Period 13 weeks 

 
Employees will be required to reserve (any combination) of a total of forty hours of sick, vacation, or 

administration leave to use upon return from STD leave. 

 
Employees on leave of absence are not entitled to holiday pay for those holidays during the leave. 

Additionally, benefits such as vacation and sick leave do not accrue during a FMLA leave of absence. 

 
Employee Responsibilities. Employees must provide 30 days advance notice of the need to take FMLA 

leave when the need is foreseeable. When 30 days’ notice is not possible, the employee must provide notice 

as soon as practicable and generally must comply with WSB’s normal call-in procedures. WSB may delay 

leave to employees who do not provide proper advance notice of the foreseeable need for leave, absent 

unusual circumstances preventing the notice. 

 
Employees must provide sufficient information for WSB to determine if the leave may qualify for FMLA 

protection and the anticipated timing and duration of the leave. Sufficient information may include that the 

employee is unable to perform job functions, the family member is unable to perform daily activities, the 

need for hospitalization or continuing treatment by a health care provider, or circumstances supporting the 

need for military family leave. Employees also must inform WSB if the requested leave is for a reason for 

which FMLA leave was previously taken or certified. Employees also are required to provide a certification 

and periodic recertification supporting the need for leave. WSB also may require a second, and if 

necessary, a third opinion (at WSB’s expense) and, when the leave is a 
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result of the employee’s own serious health condition, a fitness for duty report to return to work. WSB also 

may delay or deny approval of leave for lack of proper medical certification. 

 
WSB Responsibilities. WSB will inform employees requesting leave whether they are eligible under the 

FMLA. If they are, the notice will specify any additional information required and the employees’ rights 

and responsibilities. If employees are not eligible, WSB will provide a reason for the ineligibility. 

 
WSB will inform employees if leave is designated as FMLA-protected and the amount of leave counted 

against the employee’s FMLA leave entitlement. If WSB determines that the leave is  not 

FMLA-protected, WSB will notify the employee. 

 
Other Provisions. Under an exception to the Fair Labor Standards Act (FLSA) in the FMLA regulations, 

hourly amounts may be deducted for unpaid leave from the salary of executive, administrative, and 

professional employees; outside sales representatives; certain highly-skilled computer professionals; and 

certain highly compensated employees who are exempt from the minimum wage and overtime 

requirements of the FLSA, without affecting the employee’s exempt status. This special exception to the 

“salary basis” requirements for the FLSA’s exemptions extends only to eligible employees’ use of FMLA 

leave. 

 
Employees may not perform work for self-employment or any other employer during an approved leave 

of absence, except when the leave is for military or public service or when WSB has approved the 

employment under its Outside Employment policy, and the employee’s reason for FMLA leave does not 

preclude the outside employment. 

 
Unlawful Acts by Employers. The FMLA makes it unlawful for any employer (1) to interfere with, restrain, 

or deny the exercise of any right provided under the FMLA; or (2) to discharge or discriminate against any 

person for opposing any practice made unlawful by the FMLA or for involvement in any proceeding under 

or relating to the FMLA. 

 
Enforcement. An employee may file a complaint with the U.S. Department of Labor or may bring a private 

lawsuit against an employer. 

 
The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or 

local law or collective bargaining agreement that provides greater family or medical leave rights. 

 
(a) Maximum Leave of Absence 

 
A leave of absence for any reason (whether job-related or not), may be granted for a maximum period of 

up to one year. If an employee is unable or chooses not to return to their duties after an absence of 12 

consecutive months, with the exception of a federal, state, or city ordinance protected leave, the employee 

will be automatically terminated, with or without written notice. This one-year maximum leave of absence 

policy applies to and supersedes all WSB leave policies. 

 
This policy does not guarantee an employee will be returned to work in their former position. Employees 

returning from a leave of absence within 12 months (and who do not have any FMLA restoration rights) 

will be offered a vacant budgeted position for which they are qualified and will be paid at the appropriate 

level of the salary range for that position. 
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An employee automatically terminated under this policy who later wishes to return or is subsequently 

released to work may reapply for employment with WSB for any vacant budgeted position for which they 

are qualified and will be considered along with all other qualified applicants at that time. 

 
(b) Life-Threatening Illness 

 
Employees with life-threatening illnesses often are able to continue working. WSB supports the efforts of 

such employees and will provide reasonable accommodation whenever possible as long as the employee 

is able to perform their essential job functions. 

 
(c) Disclosure of Medical Information 

 
Medical information is considered confidential to the maximum extent allowed by law. WSB will make 

every effort to maintain the confidentiality of medical information divulged to it; however, WSB cannot 

guarantee absolute confidentiality when such information is shared by the employee with their coworkers 

or when the information is disclosed pursuant to a valid legal request. 

 
Supervisors, managers, and employees are required to respect the sensitivity of medical information and 

to maintain confidentiality when they become privy to such information. Employees who disclose 

confidential medical information regarding other employees to coworkers or outsiders are subject to 

disciplinary action, up to and including termination, and may face civil and criminal penalties. 

 
Article IV. EMPLOYEE BENEFITS 

 
Section 4.01 Tuition Assistance Program (TAP) 

WSB offers educational reimbursement benefits to encourage self-development by providing financial 

assistance for certain education-related expenses. This benefit is intended to promote professionalism and 

help employees increase their current position effectiveness, prepare employees for possible advancement, 

and/or increase an employee’s adaptability to new ideas and change. 

 
Regular full-time and regular part-time employees may enroll in the Tuition Assistance Program after 

completing 12 continuous employment months. Employees must work continuously during the term of the 

course. If an employee resigns or is terminated from their job before completing any course, they will not 

be eligible for reimbursement. 

 
The course(s) must be related to the employee’s present job or a course in a degree program related to the 

employee’s present job, or WSB operations and activities. Schools or institutions must be accredited and 

licensed by the state in which they operate for the employee to be eligible for reimbursement. 

 
Eligible Courses: 

 
Professional Certificates and Licenses: Courses that are job/WSB related are eligible for reimbursement. 

That is, the course(s) must maintain, improve, or update the skills necessary for an individual’s 

employment. Non-degree courses that are job-related will be considered on a case-by-case basis. 

 
College, University, Trade, and Technical Programs: Courses leading to a degree to help improve the 
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employee’s performance of their job or leading to a new trade or business within the organization will also 

be considered for reimbursement. If the Tuition Assistance Program Application, Attachment A: [Tuition 

Assistance Program Application] is approved, all courses required to complete that degree plan (electives, 

pre-requisites, non-core classes) will be eligible for reimbursement. 

 
Review courses for competency tests, program admission tests, etc., are eligible under the Tuition 

Assistance Program. 

 
While every effort will be made to provide funds to all eligible employees and their coursework for the 

year, funds will be committed on a first-come, first-serve basis and depend on fiscal year funding 

availability. Employees will be notified immediately upon submittal of the application of how much funds 

are available to be applied towards their upcoming coursework for that year. 

 
Full-time regular eligible employees may receive the following reimbursement towards the cost of tuition, 

reasonably related fees for lab costs, books, or other equipment: 

 
▪ Undergraduate Assistance: Up to $6,000 per fiscal year 

▪ Graduate Assistance: Up to $3,500 per fiscal year 

▪ UTEP Accelerated Program: Up to $3,500 per fiscal year 

▪ Certifications: Up to $1,500 per fiscal year 

 
Part-time regular eligible employees may receive the following prorated reimbursement tiers towards the 

cost of tuition, reasonably related fees for lab costs, books, or other equipment based on the hours worked 

– the weekly average: 

Hours Worked, Weekly Average Reimbursement $ Amount of Reimbursement Requested 

31  40 100%  

21 to 30 75% 
 

11 to 20 50% 
 

0 to 10 25%  

    $ - 

 

 
Voluntary student activity fees, parking fees, or late fees are not eligible for reimbursement. Financial 

assistance from other sources, including, but not limited to, financial aid, veteran benefits, grants, must be 

applied before the funds from WSB’s Tuition Assistance Program funds are applied. 

 
If courses are available both during and after regular working hours, employees should attend courses 

available after regular working hours. If the only course available is offered during working hours, the 

department head may reschedule the employee's work schedule to compensate for the time lost from work 

to ensure a full work week. 

 
Eligible employees must submit to the Human Resources Department an application signed by their 
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immediate supervisor and department head at least 15 days before the start of coursework. Employees 

pursuing a college or university degree program need to apply only once. Employees seeking assistance 

for professional certificates or licensing must use each time financial assistance is requested. 

 
Applications must be accompanied by a current degree plan from the school being attended or information 

on the seminar or licensing program/course being attended. 

 
WSB may pay school directly up front for the first approved semester, certification or class. Thereafter, 

tuition assistance will be provided to the employee on a reimbursement basis only. Reimbursement will be 

processed after the course has been completed and required documentation is submitted to the Human 

Resources Department. Employees must request reimbursement within 45 days from the course completion 

by submitting an itemized receipt of payment and an official grade report or successful completion 

documentation. Employees must receive a passing grade of “C” or better for the reimbursement to be 

processed. Employees who withdraw from a course or receive an incomplete or failing grade will not be 

eligible for reimbursement. 

 
Approved licenses and certifications will be paid upfront to the employee if requested. Employees that 

do not pass or attain the license or certificate will not have to pay the monies back to WSB. Instead, the 

employee will not be eligible for the TAP program for a year or 12 months. 

 
In accordance with Publication 15-B (2020), Employer's Tax Guide to Fringe Benefits, employees who 

receive educational assistance benefits from their employer under an educational assistance program in 

excess of $5,250 each year will have the benefits reported with wages, tips, and other compensation shown 

in box 1 of the employee’s Form W-2. 

 
Attachment A: [Tuition Assistance Program Application] 

 
Section 4.02 Group Insurance and Retirement Benefits 

WSB has established various employee benefits programs designed to assist the employee and their eligible 

dependents in situations caused by illness, disability, and death. WSB also maintains group dental 

insurance for eligible employees. These benefits and any applicable waiting periods for enrollment are 

described more fully in summary plan description booklets, with which the employee is, or will be, 

provided once they are eligible to participate in these programs. Complete descriptions of these group 

health, dental, disability, and life insurance programs are stored along with WSB’s master insurance 

contracts. If the information in this handbook contradicts information in the summary plan description or 

master plan contract, the summary plan description or master plan contract will govern in all cases. If 

applicable, the terms of a master plan contract will take precedence over a summary plan description. 

 
Employees who work a minimum of 30 hours per week are eligible for the benefits described below. 

Employees who fall below 30 hours per week for four (4) consecutive weeks will be subject to COBRA 

regulations and assume full responsibility for premium payments. 

WSB reserves the right to amend or terminate any of its benefit programs or to require or increase employee 

premium contributions toward any benefits with or without advance notice. WSB’s right to alter or 

terminate these programs may be exercised in the absence of financial necessity. Whenever an amendment 

is made to any of WSB’s benefits programs, the respective plan administrator will notify plan participants 

of all amendments or plan terminations in accordance with all requirements of 
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applicable law. 

 
The following is a brief description of WSB’s group insurance and retirement benefits: 

 
Health Insurance: WSB will pay 100% of the premium cost for an eligible employee and part of the 

premium for dependent coverage. Employees are responsible for paying their portion of the premiums 

for dependent coverage through payroll deductions. 

 
Life Insurance/AD&D (Accidental Death & Dismemberment): WSB provides a term life insurance/AD&D 

policy for each eligible employee and spouse. WSB will pay the full cost of the 

$50,000 basic term life insurance for each eligible employee, $5,000.00 for their spouses, and $2,000.00 

for dependent children; the amount of an employee’s coverage begins reducing at age 65. Eligible 

employees will have the opportunity to purchase additional supplemental insurance for themselves, their 

spouses, and dependent children at their own expense. Eligible employees will have the opportunity to 

purchase additional supplemental insurance at their own expense. 

 
Dental Insurance: WSB will offer dental insurance for each eligible employee at the employee’s own cost. 

Employees will have the opportunity to also purchase dental insurance for their qualified dependents at 

the employee’s own expense. 

 
Vision Insurance: WSB will offer vision insurance for each eligible employee at the employee’s own cost. 

Employees will have the opportunity to also purchase vision insurance for their qualified dependents at 

the employee’s own expense. 

 
Short-Term Disability Insurance: WSB maintains a short-term disability insurance program for eligible 

employees. This insurance commences after a specified waiting period. WSB will pay 100% of the cost of 

each eligible employee’s short-term disability insurance. 

Long-Term Disability Insurance: WSB will offer long-term disability insurance for each eligible employee 

at the employee’s own cost. 

 
Retirement Plan: WSB has established a retirement program to assist eligible employees in their post-

employment years. Employees are encouraged to begin planning for retirement early in their career so that 

WSB retirement benefits (if applicable), benefits from the federal government Social Security program, 

and income from their benefits can grow together to provide future financial security. This retirement 

program is described more fully in summary booklets, with which the employee is provided once eligible 

to participate in these programs. If an eligible employee elects to participate, the employee will determine 

a specific percentage of their gross salary to contribute to the retirement plan. WSB will then match up to 

five percent (5%) of the retirement plan's contribution. The retirement plan has a 100% immediate vesting 

schedule. 

 
For complete information regarding any of WSB’s group insurance benefits or retirement plan, contact the 

Human Resources Department. 

 
Section 4.03 Insurance Continuation (COBRA & State Continuation) 

Upon employment termination, the employee’s insurance benefits will cease according to each carrier’s 

specific requirements. 
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(a) COBRA 

 
When employees or their enrolled dependents are no longer eligible for regular coverage under WSB’s 

group health, dental, and vision insurance benefits, employees may be eligible for continued coverage at 

their expenses. This right of continuation is based on the Consolidated Omnibus Budget Reconciliation 

Act (“COBRA”). The Human Resources Department will provide each employee with a notice 

summarizing their rights under COBRA at the commencement and termination of the employment 

relationship. If employees have any questions about their status or their dependents’ status under COBRA, 

please contact the Human Resources Department. 

 
(b) State Continuation 

 
If you are not eligible for COBRA or exhausted your COBRA coverage, Texas law provides you with 

coverage continuation rights. Under Texas state continuation, you and your family may remain covered 

under your former employer’s health plan for up to nine months if you are not eligible for COBRA. If 

you have exhausted your COBRA coverage, you may continue coverage for six additional months 

following any period of coverage continuation under COBRA. You must pay the full premium for any 

continued coverage. State continuation applies only to group health benefit plans issued by insurance 

companies and HMOs subject to the Texas Insurance Code. State continuation does not apply to employer 

self-funded (ERISA) health care plans exempt from state insurance laws. 

 
Section 4.04 Workers’ Compensation Insurance 

WSB, as a subscriber to the Texas Workers’ Compensation Act, maintains workers’ compensation 

insurance to cover the cost to an employee for work-related injury or illness. In general, medical and 

hospitalization charges are covered by the policy and, if an employee is absent from work, the employee 

may receive partial compensation for lost income. All employees are protected immediately upon the date 

of hire for all work-related injuries and illnesses. Complete descriptions of this insurance program are 

stored along with WSB’s master insurance contracts. If the information in this handbook contradicts 

information in the workers’ compensation insurance contract, the workers’ compensation insurance 

contract will govern in all cases. 

 
Any employee wishing to retain a common law right of action against WSB instead of electing to have 

Workers’ Compensation coverage must notify WSB in writing on the prescribed form no later than five 

days after the date of employment. 

 
Any employee injured on the job must immediately report the injury to their immediate supervisor no 

matter how slight the injury. Notice to the supervisor should include the following information: (i) the 

name, address, and telephone number of the injured employee; (ii) the date, time, and place the injury 

occurred; (iii) a brief description of the circumstances and nature of the injury and the name of any 

witnesses; (iv) the name and location of the healthcare provider that has treated or will treat the employee 

for the injury; and (v) the name of the person, if any, acting on behalf of the injured employee. 

 
Suppose the injured or ill employee or an employee representative fails to immediately notify a supervisor, 

WSB or the applicable insurance carrier of a work-related injury or illness. In that case, the employee may 

be disqualified from receiving workers’ compensation benefits. This means that if an employee fails or 

refuses to report any work-related injury promptly, WSB and  its insurer may be 
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relieved from liability for any workers’ compensation benefits. 

 
The supervisor must immediately document all pertinent information on the “Employers First Report of 

Injury or Illness” form and deliver the injury report to the Human Resources Department. 

 
Any employee who is unable to work due to a work-related injury or illness must notify the Human 

Resources Department of the approximate time away from work and, upon return, must provide a release 

to return to work from an appropriate healthcare provider. 

 
Employees who are unable to work due to a work-related injury or illness may be eligible for workers’ 

compensation wage benefits under applicable law. Employees who are unable to work due to a 

work-related injury or illness may also be eligible for short-term disability benefits. However, employees 

who are unable to work as a result of a work-related accident or injury will not be paid their regular wages 

or salary while absent from work. If an employee has accrued sick leave, the employee may use their sick 

leave to compensate for any lost wages or salary that is not already covered by workers’ compensation or 

short-term disability benefits. Furthermore, many extended absences resulting from a work-related injury 

will be governed by WSB’s Family and Medical Leave Act (FMLA) policy. In such cases, the FMLA 

policy will govern the employee’s leave of absence. 

 
Section 4.05 Employee Assistance Program 

WSB provides counseling services to its employees and their families to resolve various personal issues or 

problems as they arise. WSB’s employee assistance program (EAP) provides consultation services for 

referrals to local community treatment sources. All employees are free to use this program and are 

encouraged to do so. Employee visits to or communications with the EAP are considered confidential to 

the maximum extent possible. 

 
Participation in WSB’s EAP does not excuse employees from complying with normal policies or from 

meeting normal job requirements during or after receiving assistance, nor will participation in the EAP 

prevent WSB from taking disciplinary action against an employee for performance problems that occur 

before or after the employee’s seeking assistance through the program. 

 

Section 4.06 Employee Recognition Program  

Purpose:  

 

Workforce Solutions Borderplex prides itself on being a high-performing organization. Our values are rooted 

in our primary instinct to find a purpose in our actions. We are a public-serving organization, and we have a 

tremendous sense of urgency in improving the lives of our clients and improving businesses so our economy 

can thrive. The work behind that purpose requires diligence, persistence, consistency, focus, detail, 

collaboration, innovation, transparency, and, ultimately, accountability. We practice these values daily. It's 

important to recognize and celebrate the employees and the moments when they use their skills and talents 

to do exceptional work when they stretch outside their comfort zone, tap into a skill we didn't know they had 

and generate outcomes that exceed expectations. 

  

Policy: 

• Employees must have achieved 1 year with the organization at March or September to be eligible. 

• Employees may be named in each period. A previous "winner" is not prohibited from being 

nominated or being rewarded again at a subsequent period.  

• Recognitions will be issued in the form of cash, PTO, events, or other items with a dollar value. 
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• The compensation level will depend on the behavior we want to recognize: 

o Thank You: for a small effort that brings us closer to WSB's values. 

o Bronze: A one-time accomplishment where an employee exceeded expectations and 

increased WSB's success. 

o Silver: A continuous effort made by an employee whose actions demonstrate WSB's 

values & enhance the performance and success of the organization. 

o Gold: An action, project, or behavior that has a significant impact on the funding level of 

the organization that enhances its ability to serve a larger and/or underserved population. 

Process:  

1. Managers will nominate employees or teams (not limited to their direct reports) via a confidential 

form directly to the CEO in March and August. Employees may nominate individual employees 

or teams through their manager.  

2. The CEO will compile the nominations and review them with a Committee formed at their 

discretion. The Committee will review, consider, and make final recognition decisions.  

3. Rewards will be issued semi-annually, each April and September. 

4. All employees nominated will be named through a HQ-wide newsletter. Winners will be named 

at the April and September staff meetings but the amount of rewards will not be disclosed. 

 

 
Article V. EMPLOYEE CONDUCT 

 
Section 5.01 Employee Rules of Conduct 

The rules of conduct discussed below are intended to give employees examples of WSB’s expectations of 

them. Employees are expected to: 

 
Arrive to work on time; 

Maintain consistent work attendance; 

Demonstrate ethical behavior when carrying out the business of WSB; 

Consistently achieve deadlines; 

Ensure the quality of work produced; 

Perform at levels meeting or exceeding job duties; 

Abide by employment as well as workforce program rules, regulations and policies; Provide quality 

customer service to internal and external customers; and Embrace and promote the values, mission, 

and vision of WSB. 
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These expectations are not all-inclusive but are provided to assist the employee with a better understanding 

of the employment expectations for WSB employees. 

 
It is the desire of WSB that every employee performs to expected standards. Examples of substandard 

conduct are listed below. Employees should understand that conduct not explicitly listed below but that 

adversely affects the interests of WSB, other employees, contractors, participants, or visitors may also 

result in disciplinary action, including termination. 

 
Reasons for disciplinary action include, but are not limited to the following: Insubordination; 

Threats of/or actual violence or harm; 

Possession of weapons; 

Incompetence, inefficiency, or refusal to perform job duties as assigned; Carelessness, negligence, 

or misappropriation of Board property or funds; Under the influence of alcohol or illicit drugs; 

Offensive or abusive language or behavior; 

Damage or destruction of Board, contractor, employee, or customer property; Careless or 

intentional conduct affecting the safety of the employee or others; 

Violating the provisions regarding political activities; 

Intentional falsification of personnel records, time cards, staff off-site logs, or other Board records; 

Habitual absenteeism/tardiness; 

Conduct which subjects the Board to liability issues or an unfavorable image; or Public 

disparagement of Board employees or policies. 

 
This list is by no means an exhaustive list of all offenses or forbidden conduct for which employees may 

be disciplined. It is intended to provide common examples of conduct that will result in disciplinary action, 

up to and including termination. This list does not limit WSB’s ability to terminate employees at will. 

Employees may be disciplined or terminated at any time and for any reason not prohibited by law. 

 
Section 5.02 Attendance and Punctuality 

Punctuality and regular attendance are essential to any service operation's proper operation, including 

WSB’s operations. However, it is recognized that people have occasional circumstances, which may affect 

their attendance. To accommodate individual circumstances while at the same time maintaining the level 

of service WSB’s business demands, all employees must adhere to the following guidelines. 

 
Employees are expected to personally notify their supervisor of any planned or unplanned absence. In all 

instances of a planned absence, the employee must notify their supervisor in advance. In instances of 

unplanned absence when advance notification is not possible, the employee must report their absence to 

their immediate supervisor within one hour of the start of the daily business unless in the case of an 

extenuating circumstance, via phone call, email, 

and/or text or any combination of these methods to ensure notification. An employee failing to report for 

duty or remain at work as scheduled without proper notification, authorization, or excuse will be considered 

absent without leave. Employees who are absent without leave will not be paid for the time spent away 

from work. 

 
Employees who have exhibited a pattern of excessive absenteeism or tardiness may be subject  to 
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disciplinary action, up to and including termination. For purposes of this policy, a pattern is defined as 

three or more times within a three-consecutive month period of time or otherwise consistent pattern. 

Employees who fail to report to work for (3) three or more consecutive workdays without proper and timely 

notification will be terminated unless WSB determines at 

its discretion that the absence was justified and notification was not possible. 

 

Section 5.03 Work Standards 

Each employee must maintain high productivity, cooperation, efficiency, and economy in their work for 

WSB. WSB management will organize and direct the work of the departments to achieve these objectives. 

 
Suppose the work habits, attitude, production and/or personal conduct of an employee is deemed “not 

meeting standards” at any time. In that case, supervisors should verbally point out the deficiencies at the 

time they are observed. Employees will ordinarily be counseled and/or warned about poor performance 

insufficient time so that the employee can improve before more severe 

discipline is imposed. WSB reserves the right to impose any level of discipline at any time to remedy poor 

or substandard work performance. 

 
Section 5.04 Confidentiality and Workplace Privacy 

It is the policy of WSB to ensure that certain business affairs of WSB and certain types of participant 

information are kept confidential in accordance with relevant law. Suppose employees acquire confidential 

or proprietary information about bids, special projects under consideration, potential expansion plans, 

potential WSB employees, purchases or private, sensitive information about WSB contractors or 

participants during their employment. In that case, such information is to be handled in strict confidence 

among WSB staff only. Employees are also responsible for the internal security of such information. 

 
To further protect personally identifiable and sensitive information, the following is prohibited: 

 
The accessing, processing, and/or storing of personally identifiable information on WSB equipment and at 

off-site locations, unless explicitly permitted in the TWC Information Security Standards and Guidelines; 

 

The unauthorized use of personal electronic devices to access, download and/or share any WSB or 

confidential client information or to contact customers by personal cell phone, text, instant messaging, or 

social networking; 

 
Employees may not release confidential information such as (i) personnel files; (ii) contract or participant 

information; (iii) private correspondence; or (iv) other sensitive information to anyone outside WSB 

without the specific approval of the Chief Executive Officer, participant or the employee (or authorized 

representative) themselves. 

 
Section 5.05 Media Coverage 

To ensure that WSB maintains the appropriate public image and that communications are in line with 

applicable policy, any employees are contacted by the news media about WSB business. They must refer 

the media outlet to the Chief Executive Officer. Employees may not respond to media inquiries or give 

statements to any media representatives as representatives of WSB without the Chief Executive Officer's 

express approval. This policy is not intended to discourage or prevent employees from making public 
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statements as private citizens on matters of public concern. 

 
Section 5.06 Use of WSB Property and Facilities 

All property provided by WSB to employees in connection with the performance of their duties at WSB 

is, and will at all times remain, the property of WSB and subject to WSB’s control. This includes without 

limitation all electronic, computer, and phone equipment, software and files, and all communications and 

information transmitted be received from or stored in these systems (this includes e-mail and voice mail 

systems). As such, all such systems and information are to be used for job-related purposes only. 

Employees should not have a reasonable expectation of privacy in their desks and work areas. Therefore, 

they should not place anything in their desks or work areas they do not wish to be potentially viewed or 

discovered by WSB. 

 
To safeguard the property of the employees and WSB, WSB reserves the right at any time to inspect items 

including, but not limited to, offices, workstations, boxes, files, packages, parcels, vehicles, containers, cell 

phones, laptops, email, and voicemail, that are the property of WSB and/or are on WSB’s property. 

 
Authorized WSB representatives may monitor or review the use of electronic communication and internet 

access at any time at the discretion of WSB. Employees who violate any aspect of the Confidentiality and 

Workplace Privacy policies or who refuse to consent to a search or investigation within the scope of this 

policy in any manner will be subject to disciplinary action up to or including termination. 

 
When an employee’s workstation or equipment is being inspected, at no time will the employee be touched 

on their person. 

 
WSB employees and Contractors will report within 24 hours of any theft, loss, or damage to WSB owned 

property. WSB will hold its employees and contractors liable for any damaged, stolen, or lost WSB owned 

equipment, repaired or replaced at employees and/or contractors’ expense. Employees and/or contractors 

may choose to keep, for themselves, the damaged property once the status quo replacement is made at their 

expense. All thefts must also be reported to the local police or other law enforcement authorities. 

 
Section 5.07 Professional Appearance Standards 

WSB has established a professional appearance standard consistent with a professional image, values, and 

mission. The organization takes pride in the quality of work and service to the community and expects this 

pride to be reflected in its employees' appearance. While we sustain a hybrid work environment – working 

from home and the office, appearance standards are relaxed as follows: 

 
Employees are expected to dress in casual or smart casual attire unless the day's tasks require otherwise. 

 
Employees must always present a clean, casual appearance. Everyone is expected to be well groomed and 

wear clean clothing, free of holes, tears, or other signs of wear. 

 
Clothing with offensive or inappropriate designs or stamps is not allowed. Clothing should not be too 

revealing. Clothing and grooming styles dictated by religion or ethnicity are exempt. 
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Employees shall be dressed appropriately for an impromptu video or in-person, yet distanced, meeting 

with coworkers or clients during their set business hours. 

 
Section 5.08 Housekeeping 

Employees must keep their work environment clean and orderly by keeping desks, work areas, conference 

rooms, and common spaces neat and uncluttered. WSB also expects employees to exhibit courtesy and 

respect to all coworkers and participants by maintaining an appropriate noise level to not interfere with 

work in progress. 

 
Section 5.09 Personal Cell Phone Use 

Although personal cell phones are allowed into the workplace, employees must ensure that cell phone 

usage does not interfere with their work productivity or those around them. 

 
Section 5.10 Social Relationships and Dating Between Employees 

To avoid claims of favoritism, harassment, or discrimination, WSB discourages but does not prohibit 

dating or non-business social relationships between employees. All WDB employees and managers must 

maintain relationships in compliance with the conflict of interest policy provisions and ensure that no such 

relationship causes a real or perceived conflict or perception of bias or favoritism with regard to the conduct 

of WDB business. 

 
Socializing within the workplace or at WSB sponsored events outside the workplace must conform to 

WSB’s policy against sexual harassment. A charge of sexual harassment arising out of such a relationship 

will be investigated under the harassment policies and procedures in the same manner as any other charge. 

 
Section 5.11 Code of Ethics and Conduct and Conflict of Interest Policy 

Employees are expected to devote their best efforts and attention to the full-time performance of their jobs. 

Employees are also expected to use good judgment, adhere to high ethical standards, and avoid situations 

that create an actual or potential conflict between the employee’s interests and the interests of WSB. A 

conflict of interest exists when the employee’s loyalties or actions are divided between WSB’s interest and 

others, such as a competitor, supplier, or contractor. Both the fact and the appearance of a conflict of 

interest should be avoided. Employees needing clarification about whether a certain transaction, activity, 

or relationship constitutes a conflict of interest should discuss it with their supervisors; the discussion must 

be documented and submitted to the Human Resources Department. 

 
Employees are expected to comply with the Code of Ethics and Conduct and Conflict of Interest Policy. 

Employees who fail to acknowledge, accept and follow the policies will be subject to disciplinary action, 

up to and including termination. 

 
Section 5.12 Acceptance of Gifts 

Employees, regardless of their position, should refrain from accepting gifts or gratuities from Board 

members, contractors or vendors, potential contractors or vendors, or individuals and firms with which 

WSB does business. If a gift cannot be graciously declined, the gift must be reported to the employee’s 

supervisor. In no instance may money be accepted. 
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Section 5.13 Interest in Property, Contractors, or Vendors 

It is a violation of WSB policy for an employee to have an interest, directly or indirectly, in any tangible 

or real property included or planned to be included in any WSB project, a federal program, or grant 

administered by WSB. It is also a violation of WSB policy for an employee to have an interest, directly or 

indirectly, in any contract or proposed contract for materials or services to be used by WSB. If such interest 

was acquired before the employee's employment, or if the employee’s knowledge of such interest is after 

employment, the employee is required to disclose the same in writing to WSB. A violation of this policy 

may lead to disciplinary action, up to and including termination. 

 
Section 5.14 Procurement and Contracting 

WSB recognizes that due to its business's nature as a procurement and contracting entity, potential or 

perceived conflicts of interest may arise from time to time. WSB requires employees to conduct WSB 

business in an open, sensitive manner to avoid actual or potential conflicts, minimizing “conflicts” and 

avoiding “unfairness” concerns whenever possible. This particularly applies when WSB is awarding a 

contract or procuring goods or services. WSB 

recognizes that its employees may have professional and/or personal associations, leading to conflicts of 

interest or appear to be unfair. Associations that may cause an unfair appearance include memberships on 

boards of directors, advisory boards, professional and personal associations, and other membership-like 

associations. WSB requires the employee to disclose such associations in writing, and such disclosures 

must be updated as necessary. 

 
Given these potential conflict of interest issues, WSB prohibits employee participation in the selection, 

award, grant, or administration of a contract or procurement of goods or services where any of the following 

has a financial or other substantive interest in any organization which may be considered for the contract 

or procurement: (i) the employee, (ii) any member of their immediate family; (iii) individual with whom 

the employee as a personal relationship; (iv) 

the employee’s partner or business associates; (v) a person or organization which employs or plans to 

employ any of the above individuals. Employees who violate this conflict of interest policy will be subject 

to suspension, termination, a civil action to recover monetary damages or other disciplinary action as may 

be deemed appropriate. 

 
Section 5.15 Outside Employment / Activities 

Employees are required to report, in writing, any outside employment or significant outside activities to 

the Human Resources Department in advance of commencing any such employment or activities. For 

purposes of this policy, “significant outside activities” include, but are not limited to, self-employment, 

professional consulting, extensive volunteer work, extensive political activity, or any other outside activity 

which might affect an employee’s ability to perform their job. 

 
Full-time employees acknowledge that their primary duties are to WSB. Employees are subject to call at 

any time for emergencies, special assignments, overtime, and the like, and the obligations of outside 

employment are always subordinate to the needs of WSB. The Chief Executive Officer may place 

reasonable limitations, conditions on the performance of or deny any outside employment request. 

Determination of limitations on outside employment will be based upon the best interest of WSB in 

furthering professionalism, protecting the reputation of the employee and WSB, and ensuring WSB receive 

full and faithful service in return for its expenditure of resources. 
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Each department head must revoke an employee’s outside employment approval if the employee fails to 

comply with the provision of this policy or fails to meet the standard performance requirements of their 

primary duties. 

 
Several conditions may disqualify an employee for outside employment, including but not limited to, 

employee’s sick leave record or other evidence that outside employment would measurably impair the 

applicant’s ability to discharge official duties and responsibilities with WSB; outside employment could 

affect their ability to make unbiased decisions or recommendations in the duties of the job with WSB; 

outside employment could compromise their independent judgment regarding recommendations or choice 

or vendors or services that WSB provides; outside employment exceeds the number of hours allowed in 

any one calendar week more than twice in a year, and is not reported to the department head for a 

determination of extenuating circumstances. 

 
WSB will not unreasonably deny permission for an employee to conduct appropriate outside 

employment or activities. However, employees will be prohibited from engaging in outside employment 

or activities where such employment or activities would constitute a conflict of interest or would adversely 

affect the employee’s work performance for WSB. 

 
No employee may engage in outside employment or activities during established WSB working hours. 

Furthermore, no employee may benefit financially from employment with WSB by engaging in activities 

or providing business information or services to outside parties. Finally, employees may not work for a 

competitor, supplier, customer or engage in self-employment in competition with WSB. 

 
Section 5.16 Personal Work for Other Employees, Supervisors, Contractors, and/or Board Members 

Employees are strongly discouraged from asking other employees to perform personal work for them. This 

may create an actual or potential conflict of interest and disrupt harmony in the workplace. If they are asked 

to do so, employees are not obligated to perform personal work for any other employee, supervisor, 

contractor, or Board member. Suppose an employee wishes to perform work for another employee, 

contractor or Board member on their own time. In that case, the work must be done so in accordance with 

the above policy concerning outside employment. 

 
Section 5.17 Personal Loans 

Loaning or borrowing money between employees is highly discouraged and, if job performance is in any 

way impeded due to such action, both the loaning and borrowing employee may be subject to disciplinary 

action. This includes co-signing of loans by employees for other employees. Loans between 

contractors/vendors employees and WSB employees are strictly prohibited. 

 
Section 5.18 Political Activities During Working Time or on Work Premises 

Except as may be otherwise provided by law, the following restrictions apply to political activity by WSB 

employees during working hours, on WSB business property, or using WSB facilities: 

 
Employees must refrain from using their WSB positions or influence for or against any public office 

candidate in any jurisdiction. 

 
Employees are prohibited from using working hours or WSB property to (i) solicit or make political 
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contributions; (ii) engage in any form of political service for a candidate for public office; (iii) to circulate 

petitions or campaign literature for a candidate for public office; or (iv) otherwise campaign on behalf of a 

candidate for public office. 

 
The Hatch Act and the Intergovernmental Personnel Act of 1970 preclude federal funds from being used 

for partisan political purposes of any person involved in administering federally assisted programs. It is the 

policy of WSB that program funds or assets of the organization will not be contributed to any political 

party or organization or to any individual who either holds public office or is a candidate for public office. 

The direct or indirect use of any funds or other organization assets for political contributions in any form, 

whether in cash, services, or use of facilities, is strictly prohibited. 

 
Also, employees are prohibited from using WSB resources or funding to lobbying for or against federal or 

state legislation. Employees who are aware of any lobbying or political activity conducted during work 

hours or using WSB resources must immediately report the conduct to the Chief Executive Officer or the 

Human Resources Department. Any employee who authorizes or participates directly in actions that violate 

this policy may be subject to disciplinary action up to and including termination. 

 
WSB staff may not be a candidate for public office in a partisan election. Non-partisan public offices may 

be held by a team while employed by WSB or with a subcontractor. Employees who have non-

partisan public office may not perform elected office work during their regular hours or on WSB facilities 

or resources. Work schedules may be adjusted to allow for this purpose so long as it does not affect work 

productivity. Management reserves the right to rescind any such modified schedule if work productivity 

suffers and/or if the WSB employee violates this policy. 

 
Section 5.19 Solicitation 

Employees may not distribute literature or printed material of any kind, sell merchandise or solicit for 

any other cause during working time and in working areas. Employees who are not on working time (e.g., 

those on lunch or rest breaks) may not solicit employees who are on working time for any cause or distribute 

literature of any kind to them. This policy also prohibits solicitations of any type via WSB’s telephone or 

computer systems. Employees, associates, contractors, and guests are prohibited from placing literature or 

printed material of a commercial or informational nature anywhere on WSB’s premises, including working 

areas or employee vehicles, without the Chief Executive Officer's express advance approval. 

 
This policy does not preclude the Chief Executive Officer from authorizing solicitation for 

WSB-sponsored community service activities or placement of informational literature in accordance with 

federal regulation and state rule. 

 
The Chief Executive Officer or designated representative may authorize not-for-profit fundraising 

activities with meet the criteria and intent of this policy, including activities that support employee morale 

such as holiday luncheons and retirements and organized annual charitable efforts, the birth of a child, or 

other recognition events, or expressions of support for employees who have experienced a death in the 

family or personal crisis. 

 
Employees who wish to solicit on behalf of their children’s schools, scouting programs, or other not-

for-profit purposes, including for the benefit of a person or co-worker involved in a personal tragedy, must 

submit a written request through their chain-of-command through the Chief Executive Officer or 
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designated representative. Employees may not initiate any fundraising and/or solicitation activities until 

written authorization has been obtained. 

 
Section 5.20 Grounds for Discipline 

Disciplinary action may be taken against an employee for any reason not prohibited by law. WSB will 

endeavor to discipline employees only when it is necessary to or related to the job involved. Discipline 

may be taken in response to, among other things, the prohibited conduct described in this handbook. WSB 

reserves the right to implement any form of discipline, up to and including termination, at any time and for 

any reason not prohibited by law. 

 
Section 5.21 Types of Disciplinary Action 

WSB will endeavor to take disciplinary action consistent with the nature of the deficiency or infraction 

involved. Other relevant factors may be considered by WSB when it takes disciplinary action against an 

employee, such as the employee’s previous work record and the seriousness of the conduct involved. 

Types of disciplinary action that might be taken by WSB 

include, but are not limited to, any of the following: (i) verbal reprimands; (ii) written reprimands, (iii) 

denial or delay of individual pay increase; (iv) demotions; (v) suspension with pay; (vi) suspension without 

pay; and (vii) termination, with or without previous warning. 

 
Generally, progressive and corrective discipline will be used to the greatest extent possible and may include 

the following: 

 
Verbal or informal counseling; 

Written reprimand; 

Suspension with pay; 

Suspension without pay; 

Employment termination. 

 
Verbal counseling is an informal discussion between the supervisor and employee in which the supervisor 

addresses the employee's performance or behavior concerning standards, which prevail within WSB. 

During counseling, supervisors are responsible for reaffirming the employee's sense of responsibility and 

offering support or assistance to influence positive change. If the verbal counseling does not bring about 

the desired results, the supervisor will take more severe action. Verbal counseling will be documented in 

the employee’s file. 

 
WSB is not required to utilize every type of disciplinary action listed above before terminating an employee. 

Generally, an employee who receives more than two disciplinary warnings for the same offense within one 

year of the first offense will be terminated. WSB, however, reserves the right to administer any form of 

discipline it deems appropriate in a given situation, including immediate termination. 

 
Article VI. WORKPLACE SAFETY AND SECURITY 

 
Section 6.01 General Safety and Security Policy 

It is the policy of WSB to comply with all applicable federal, state, and local health, safety and security 

regulations and to provide a work environment as free as practicable from recognized hazards. WSB will 

make reasonable efforts to provide for the security of its property, its employees, its contractors, and 
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authorized visitors to its premises. Employees are expected to comply with all health, safety, and security 

requirements required by WSB or by federal, state, 

or local law. 

 
Section 6.02 Concealed Handguns and Deadly Weapons in the Workplace 

WSB will make every effort to provide employees with a work environment that is safe and free from 

violence by prohibiting employees from carrying or possessing a handgun, with or without a state license, 

or other deadly weapons, on WSB premises. 

 
WSB recognizes that Texas has enacted a concealed handgun law. However, the right of an employee to 

carry a concealed handgun does not apply to WSB premises. 

 
For purposes of this policy, the term “handgun” includes any firearm that is designed, made, or adapted to 

be fired with one hand. The term “deadly weapon” includes anything manifestly designed, made, or adapted 

to inflict death or serious bodily injury or anything that in the manner of its use or intended use is capable 

of causing death or serious bodily injury. 

 
WSB’s premises include all property, buildings, structures, job sites (where an employee is working), 

employee desks, sidewalks, driveways, and means of transportation which are owned, leased, managed, 

controlled, occupied, or otherwise used for WSB’s business including motor vehicles, equipment or 

machinery. 

 
WSB will conspicuously display English and Spanish signage visible to the public that carrying a handgun 

or deadly weapon on the premises is prohibited. 

 
Any violation of this policy will result in immediate termination. 

 
Section 6.03 Workplace Violence 

It is the policy of WSB to expressly prohibit any acts or threats of violence by any WSB employee or 

former employee against any other employee, Board members, contractors, participants, or visitors in or 

about WSB’s facilities or elsewhere at any time or while they are engaged in business with or on behalf of 

WSB, on or off WSB’s premises. 

 
Employees also have a “duty to warn” their supervisors, security personnel, or Human Resource 

representatives of any suspicious workplace activity or situations or incidents they observe or are aware of 

that involve other employees, former employees, participants, or visitors that appear problematic. This 

includes, for example, threats or acts of violence, aggressive behavior, offensive acts, threatening or 

offensive comments or remarks, and the like. Employee reports made pursuant to this policy will be held 

in confidence to the maximum extent possible. WSB 

will not condone any form of retaliation against any employee for making a good faith report under this 

policy. 

 
Section 6.04 Smoke-Free Workplace 

Smoking in WSB facilities is strictly prohibited. Employees are permitted to smoke (“Smoking” includes 

the use of any tobacco products (including chewing tobacco), electronic  smoking devices, and 

e-cigarettes) during authorized break periods, at least 20 feet from the entrance of the building. Employees 

smoking in any non-smoking area or smoking during an unauthorized break may be subject 
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to disciplinary action, up to and including termination. 

 

 
Section 6.05 Electronic Information and Communications Policy 

It is the policy of WSB to ensure that the operations, activities, and business affairs of WSB and its 

clients are kept confidential. Suppose employees acquire confidential or proprietary information about 

WSB, its attorneys, employees, or clients during their employment. In that case, such information is to be 

handled in strict confidence and not to be discussed with coworkers (except on a need-to-know basis) or 

outsiders. Employees are also responsible for the internal security of such information. 

 
WSB has the right to retrieve and read any electronic messages using WSB equipment. Employees should 

be aware that WSB business conducted with personal equipment (e.g., cell phone) is subject to the 

Freedom of Information Act and Open Records Requests. 

 
Unless authorized by management for specific work purposes, employees cannot retrieve or read another 

employee's messages or any e-mail messages that are not sent directly to the employee. Employee accounts 

are exclusive and for individual use only. Employees should not give fellow employees their password or 

allow them access to one’s account. 

 
Section 6.06 Use of WSB’s Electronic, Computer, and Network Systems 

All electronic equipment, computer, and network systems property provided by WSB to employees in 

connection with the performance of their duties at WSB is, and will always remain, the property of WSB 

and subject to WSB's control. This includes without limitation all duplicating and facsimile transmitting 

equipment, all computer equipment, software and files, e-mail, all electronic and telephonic 

communication systems, including voice mail, and all communications and information transmitted by, 

received from, or stored in these systems. 

 
WSB must ensure the accuracy, authenticity, confidentiality, and timeliness of information obtained and 

stored electronically in its computer and network systems. WSB must also ensure that any legal obligations 

associated with its software or files are met. Accordingly, WSB reserves the right to access, review, copy, 

delete and disclose all activities of all users of WSB’s computer systems or the network, regardless of 

whether such users are authorized to use such systems or network for any purposes. 

 
As such, all such systems and information are to be used for job-related purposes; therefore, these systems' 

personal use is to be limited. WSB reserves the right to monitor or review the use of all equipment to ensure 

appropriate use. 

 
Employees must observe and comply with all applicable copyright and licensing agreements. Employees 

are required to check with the IT manager before signing onto or subscribing to any Internet or bulletin 

board list service to determine if any other employee has already subscribed to the service. Subscribing as 

an individual to a service is not permitted unless the service is not otherwise available. The individual has 

obtained authorization from their department head to subscribe to the service. In such cases, the IT manager 

must be promptly notified so they can subscribe to the service on behalf of WSB and update their records. 

 
Use of the Internet and e-mail is a privilege, not a right, and the privilege may be revoked at any time for 

inappropriate use or conduct. Examples of improper Internet and e-mail conduct could include: (i) use of 

the Internet for unlawful or malicious activities; (ii) use of abusive or objectionable language in either 
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public or private messages; (iii) misrepresentation of oneself or inappropriate representation of WSB; (iv) 

activities that cause congestion and disruption of networks or communication systems, such as attaching 

graphics files or jokes to messages, sending group messages, sending “chain e-mails,” or requesting copies 

of graphics or jokes via the Internet; (v) activities that compromise WSB’s business, reputation, or 

objectivity; (vi) use of the Internet or any WSB computer or network systems to access obscene, 

pornographic, and X-rated materials, or using such computers or systems for playing games, entering 

contests, unauthorized use of social media sites, etc.; and (vii) use of the Internet or any WSB computer 

or network for communications that contain ethnic slurs, racial epithets, or anything that may be construed 

as harassment or disparagement of others based on race, national origin, sex, sexual orientation, age, 

disability, or religious beliefs; or using such computers or network systems to transmit or receive sexually 

explicit or otherwise offensive images, messages, or cartoons. 

 
This list of prohibited Internet and e-mail related conduct is by no means exclusive. Any illegal, illicit, 

pornographic, or otherwise inappropriate use of the systems is cause for disciplinary action up to and 

including immediate termination of employment and/or disclosure of evidence to law enforcement officials 

or other third parties, if applicable. 

 
Section 6.07 Emergency Planning 

WSB has both Emergency Preparedness and Business Continuity Plans, containing information for varied 

emergency situations and procedures that address safety issues. Employees will be provided with ongoing 

training and may access this and other safety-related training through the Human Resources Department. 

 
Section 6.08 Drug-Free and Alcohol-Free Workplace 

It is the policy of WSB to maintain a drug- and alcohol-free work environment that does not jeopardize the 

safety and health of employees, participants, and the public, the success of WSB operations, or adversely 

affect WSB. 

 
WSB expects that all employees are drug and alcohol-free and prepared to do their jobs in as safe a manner 

as possible at all times. WSB has a zero-tolerance policy for any employees who report to work under the 

influence of illegal drugs or alcohol. Violation of this policy is subject to disciplinary action up to and 

including immediate termination. 

 
(a) Definitions 

 
The following definitions are used to guide WSB in the implementation of this policy: 

 
“Being subject to the effects of alcohol or an illegal drug”: The presence of alcohol or an illegal drug or 

drug metabolite in an employee’s system in any amount that is detectable by appropriate testing of a bodily 

specimen. 

 
“WSB property”: All property, including automobiles, trucks, vans, and other vehicles, land, parking lots, 

and buildings owned, leased, or used by, or under the control of, WSB to which the employee has been 

assigned. 

 
“Confirmation test”: A drug test on a specimen to substantiate the results of a previous positive test. 
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“Drug”: An illegal drug, a prescription or nonprescription medication, ethyl alcohol, and an inhalant. 

 
“Drug Test”: A test to determine whether an employee is subject to the effects of alcohol or illegal drugs. 

 
“Illegal drug”: Any substance other than alcohol, having psychological and/or physiological effects on a 

human being and that is not a prescription medication being used in accordance with a prescription or 

nonprescription medicines, including controlled dangerous substances and controlled substance analogs or 

volatile substances which produce the psychological and/or physiological effects of a controlled dangerous 

substance through deliberate inhalation. 

 
“Initial test”: An initial drug test to determine the presence or absence of drugs or their metabolites in 

specimens. 

 
“Positive test”: A drug test that confirms that an employee is subject to the effects of alcohol or an illegal 

drug or drug metabolite. 

 
“Prescription or nonprescription medication”: A drug prescribed for use by a physician, dentist, or other 

licensed healthcare practitioners to issue prescriptions or a medicine that is authorized pursuant to federal 

or state law for general distribution and use without a prescription in the treatment of human diseases, 

ailments or injuries. 

 
“Reasonable suspicion”: Reasonable suspicion justifying drug testing under this policy means having a 

belief that an employee is using or has used drugs in violation of this policy drawn from specific objective 

and articulable facts and inferences drawn from those facts in light of experience, and may be based upon, 

among other things: 

 
Observable phenomena, such as direct observation of drug use and/or physical symptoms or manifestations 

of being subject to the effects of a drug; 

 
Abnormal conduct or erratic behavior while at work, absenteeism, tardiness, or deterioration in work 

performance; 

 
A report that an employee has engaged in drug use while on WSB property or within 24 hours of coming 

on to such property provided by sources which WSB, in its sole discretion, considers reliable and credible; 

 
Evidence that an employee has tampered with a drug test while at work; Information that an employee 

has caused or contributed to an accident while at work; or, 

Other evidence that an employee is involved in the use, possession, sale, solicitation, or transfer of drugs 

while working or while on WSB’s property or operating WSB’s vehicles, machinery, or equipment. 

 
“Specimen”: A tissue or product of the human body such as urine or blood chemically capable of revealing 

the presence of drugs in the human body. 
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Section 6.09 Prohibited Conduct 

 
Employees, whether hourly or salaried, who engage in any of the types of conduct listed below will be 

subject to disciplinary action, up to and including termination of employment: 

 
Manufacturing, distributing, dispensing, possessing, selling, attempting to sell, purchasing, purchasing, 

transferring, or using alcohol or illegal drugs while on WSB property or on WSB time. 

 
Being subject to the effects of alcohol or an illegal drug while on WSB property or on WSB time. 

 
Conviction (or a plea of guilty or no contest) under any criminal drug statute for a violation occurring on 

WSB property. 

 
Failure to report a conviction (or plea of guilty or no contest) under any criminal drug statute to WSB 

within ten calendar days of the conviction or plea agreement. 

 
Taking any prescription or nonprescription medication of any kind may affect the employee’s ability to 

perform their job or work safely without reporting such drug use to the employee’s supervisor. 

 
Section 6.10 Drug Testing 

Employees may be required to undergo a drug test under the following circumstances: 

 
When there is a reasonable suspicion that an employee is using or has used drugs or alcohol in violation of 

this policy; 

 
During any physical examination required by WSB; 

 
Following an accident caused or contributed to by an employee which results in injury to the employee or 

any other person or involves damage to property; or 

 
When required by federal or state law. 

 
Employees may be asked to undergo a mandatory drug test at any time during their employment. The 

employee may disclose any over-the-counter or physician-prescribed medication currently being taken and 

any other information desired by the employee or relevant to the reliability of a drug test or explain a 

positive test result. 

 
Refusal to submit to a drug test when required will result in immediate termination. All drug tests will be 

conducted at an independent, licensed laboratory selected by WSB. 

 
Written drug test results will be collected from the laboratory to authorized personnel only and will be 

treated as private and confidential information and, except as permitted or required by law, will not be 

disclosed without WSB or the testing laboratory without the employee consent to any other employer, third 

party, government agency or private organization. 

 
Laboratory reports, test results, or rehabilitation program information will not be placed in the 
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employee’s personnel file but will be placed in a sealed envelope and maintained in the employee's 

insurance/medical file. Access to the sealed envelope contents is restricted solely to those persons needing 

to know. 

 
Article VII. CONFLICT RESOLUTION 

 
Section 7.01 Anti-Harassment 

WSB’s policy is to provide a working environment free from unlawful employment discrimination, 

including all forms of harassment, whether it be sexual, racial, ethnic, or of some other type. Unlawful 

harassment of any kind (verbal, physical, or visual) is strictly against WSB policy and will result in 

disciplinary action. 

 
Section 7.02 Sexual Harassment 

Concerning sexual harassment, it is a violation of policy for any supervisor to threaten or imply that an 

employee’s refusal to submit to sexual advances will adversely affect their employment, evaluation, wages, 

advancement, assigned duties, shifts, or any other condition of employment. 

 
Other sexually harassing conduct, whether committed by supervisors or non-supervisory personnel, is also 

prohibited. This includes, but is not necessarily limited to, offensive sexual flirtations, advances, 

propositions, verbal abuse of a sexual nature, statements about an individual’s body, sexually degrading 

words or jokes, and the display of sexually suggestive objects or pictures. 

 
For purposes of this policy, “sexual harassment” is defined to include unwelcome sexual advances, requests 

for sexual favors, and other verbal and physical conduct of a sexual nature when: (i) submission to such 

conduct is made either explicitly or implicitly as a term or condition of an individual’s employment; or (ii) 

such behavior has the purpose or effect of unreasonably interfering with an individual’s work performance 

or creating an intimidating, hostile or offensive working environment. 

 
The following are some examples of conduct that may be considered sexual harassment. This list is 

provided as a sample of inappropriate workplace conduct, but it is by no means all inclusive. 

 
Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, 

invitations or comments; 

 
Visual conduct such as derogatory and/or sexually-oriented cartoons, clothing, drawings, posters, 

photographs, or gestures; 

 
Transmitting sexually suggestive, derogatory, or offensive materials via WSB computers (e.g., e-mail or 

voice mail) or accessing such information on the Internet while at work; 

 
Physical conduct such as assault, unwanted touching, blocking normal movement, or interfering with work; 

 
Threats and demands for submitting to sexual requests as a condition of continued employment or receipt 

of products/services, or to avoid some other loss, and offers of employment or benefits or extra services in 

return for sexual favors; and 
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Retaliation for having reported or threatened to report harassment. 

 
The above behaviors are unacceptable in the workplace and other work-related settings, such as business 

trips and social events with co-workers. Such conduct by vendors or visitors also will not be tolerated. 

 
Suppose an employee feels that they are a victim of harassment, or observes harassment of another 

employee. In that case, the employee should immediately tell the person displaying the offensive behavior 

to stop as they may not be aware that their conduct is unwelcome or offensive. WSB encourages employees 

to address harassment directly when it occurs. However, this is not required. The employee should 

immediately report any incident of harassment to a supervisor and the Human Resources Department, even 

if the employee has discussed it directly with the individual(s) involved. 

 
Employees who believe that they have witnessed sexual harassment should immediately report the act or 

circumstances to their supervisor and/or the Human Resources Department, even if the issue has been 

discussed directly with the individual(s) involved. 

 
Section 7.03 Other Forms of Unlawful Harassment 

This policy prohibits other forms of harassment, including harassment based on an employee’s race, color, 

national origin, religion, gender, disability, age, or any other protected classification. This policy also 

prohibits harassment or retaliation against employees who, in good faith, report violations of criminal law 

related to WSB or its functions. Unlawful harassment includes any form of harassment, whether it be ethnic 

slurs, racist statements, or derogatory comments about another's religious beliefs, which has the purpose 

or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, 

hostile, or offensive work environment. Employees who believe they have been harassed or witnessed 

unlawful harassment should immediately report the act or circumstances to their supervisor and/or the 

Human Resources Department. 

 
Section 7.04 Investigation and Resolution of Harassment Complaints 

The investigation of all harassment complaints based on sex, gender, race, color, national origin, religion, 

disability, or other protected classification will be conducted under the direction of the Human Resources 

Department or other designated individuals promptly. Information discovered during an investigation will 

be treated confidentially to the maximum extent possible. 

 
Any employee who believes that they have been sexually harassed or has been or is subject to any other 

form of unlawful harassment should promptly report the complaint to their supervisor. Suppose, for any 

reason, an employee does not feel comfortable discussing a harassment complaint with their supervisor. 

In that case, the employee should promptly notify the Human Resources Department or Chief Executive 

Officer. 

 
No employee will be penalized or subjected to retaliation for filing a good-faith complaint of harassment 

or for honestly cooperating to investigate such a complaint. However, employees who file false or meritless 

claims under this policy may be subjected to disciplinary action, up to and including immediate termination. 

 
After thorough and appropriate investigation, any employee found to have engaged in sexual harassment 

or any other form of unlawful harassment will be subject to prompt appropriate disciplinary action, up to 

and including immediate termination. 
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Section 7.05 Complaints Regarding Unlawful Conduct 

Complaints regarding fraud, criminal misconduct, sexual harassment, unlawful retaliation, or other forms 

of unlawful discrimination must be reported immediately. Employees are encouraged to observe the chain 

of command whenever possible and report such complaints to their immediate supervisor. If an employee 

feels uncomfortable making such a report to their 

immediate supervisor, the employee may report the matter directly to the Human Resources Department 

or Chief Executive Officer. Certain matters covered by this policy, such as fraud, will be directly reported 

to the Texas Workforce Commission (TWC) or the Chief Executive Officer. Employees may report such 

conduct on the TWC toll-free telephone hotline, 1-800- 252-3642. 

 
Section 7.06 Internal Grievance Process 

Misunderstandings or conflicts can arise in any organization and should be resolved before serious 

problems develop. Should a situation persist that the employee believes is detrimental to the employee or 

WSB, WSB encourages the employee to discuss the matter with their immediate supervisor or the Human 

Resources Department. 

 
Suppose an employee’s problem cannot be resolved on an informal basis. In that case, it is the policy of 

WSB that all employees have an opportunity to formally present complaints related to an individual’s 

employment and appeal certain management decisions through a two-tier dispute resolution or grievance 

procedure. This two-tier grievance procedure is intended to provide employees with a mechanism to 

address grievances concerning wages, hours, and working conditions. WSB will attempt to promptly 

resolve all grievances appropriately filed under either step of the grievance procedure. 

 
Employees may file a formal grievance if they are dissatisfied with any interpretation or application of a 

work-related policy by management, supervisors, or other employees related to the dissatisfied employee. 

Matters which may be the subject of an appropriate grievance include, but are not limited to, the following: 

(i) instances where an employee believes that WSB policies, practices, rules, regulations, or procedures 

have been inappropriately applied in a manner detrimental to the employee; (ii) treatment considered unfair 

by the employee, such as coercion, reprisal or intimidation; or (iii) improper or unfair administration of 

employee benefits or conditions of employment such as schedules, holidays, vacations, fringe benefits, 

promotions, retirement or salary. 

 
(a) Tier 1: 

 
Employees must notify the Human Resources Department or the Chief Executive Officer or designee of 

any grievance considered appropriate for handling this policy. 

 
Under this section, grievances will be fully processed by WSB until the employee is satisfied, fails to file 

a timely appeal, or exhausts the right of appeal. A decision becomes binding on all parties whenever an 

employee does not file a timely appeal or when a decision is made in the final step, and the right of appeal 

is exhausted. 

 
The employee must file a written grievance statement in writing to the Human Resources Department and 

include as many specific details related to the issue and or grievance, including names of other 

parties/employees, dates of incidences, and action being requested by the employee. The Human Resources 

Department may ask the employee for additional information while they begin their review 
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and investigation of the matter. During the review, the Human Resources Department, employees’ 

supervisor, and other employees may be called to meet individually or jointly to discuss the issue to resolve 

the issue as expeditiously as possible. The Chief Executive Officer will be notified of the grievance and 

will be kept informed of the results of the review, conferences, meetings, and/or all steps taking place 

during the review and investigation. Upon reviewing all facts and information related to the grievance, the 

Human Resources Department and the employee’s supervisor will recommend the Chief Executive Officer 

for a resolution and, if agreed upon by the Chief Executive Officer, will present the resolution to the 

employee. 

 
Information concerning an employee grievance is confidential information and should be treated as such. 

Therefore, all employees who participate in or investigate a grievance, including, but not limited to, the 

aggrieved employee, supervisors, and Human Resources Department, are prohibited from discussing the 

grievance with anyone who does not have a legitimate role needs to know about the grievance. 

 
(b) Tier 2: 

 
If dissatisfied, the employee may appeal directly to the Chief Executive Officer. The Chief Executive 

Officer will then render a written decision regarding the grievance. This written decision, which will be 

rendered within five (5) business days following the appeal, is final and binding and will be kept in the 

employee’s personnel file. 

 
Employees will not be penalized for filing legitimate grievances. However, it is not considered proper use 

if an employee raises grievances in bad faith or solely for delay or harassment or if an employee repeatedly 

raises meritless grievances. Implementation of the grievance procedure by an employee does not limit the 

right of WSB to proceed with any disciplinary action which is not taken in retaliation for the use of the 

grievance procedure. WSB may, at its discretion, refuse to proceed with any grievance it determines is 

improper under this policy. 

 
Further, this policy does not alter the employment-at-will relationship in any way. Employees of WSB are 

employed at will and may be terminated, at any time, for any reason not prohibited by law. This grievance 

policy will be applied, interpreted, and construed on its terms, independent of all previous grievance 

policies, practices, and/or procedures. 

 
Section 7.07 Arbitration of Employment Disputes 

WSB policy regarding arbitration of employment-related legal claims or disputes is set forth and governed 

by a separate, stand-alone policy provided to and signed by each employee. Any and all disputes between 

an employee and WSB regarding the employment relationship, including any claims for wrongful 

termination, discrimination, retaliation, or harassment, are subject to mandatory arbitration pursuant to the 

terms of the stand-alone policy. 

 
Article VIII. DRIVING STANDARDS 

 
Section 8.01 Driving Policy 

Authorized drivers of a WSB vehicle or their vehicle on WSB’s behalf assume the duty of obeying all 

motor vehicle laws, maintaining the vehicle properly at all times, and, otherwise, following the policies 

and procedures outlined in this policy. 
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WSB Vehicles 

 
WSB vehicles are to support business activities and are to be used only by qualified and authorized 

employees. They are not to be considered a part of an employee’s compensation. In all cases, these vehicles 

are to be operated in strict compliance with motor vehicle laws of the jurisdiction in which they are driven 

and with the utmost regard for their care and cost 

efficient use. 

Driver Licensing 

WSB drivers and anyone authorized to drive the company vehicles must have a valid driver’s license issued 

in the state of residence for the class of the vehicle being operated and must be able to drive a vehicle. 

Obtaining a driver’s license is a personal expense. Driver qualifications are as follows: 

1. An authorized employee of WSB; 

2. Must be at least 21 years of age; 

3. Must meet licensing requirements; 

4. Will not qualify for a WSB vehicle or drive on behalf of the WSB if, during the last 36 

months, the driver had any of the following experiences: 

• Been convicted of a felony; 

• Been convicted of the sale, handling, or use of drugs; 

• Has automobile insurance canceled, declined, or not renewed by the company; 

• Been convicted of an alcohol- or drug-related offense while driving; • Had driver’s 

license suspended or revoked; 

• Been convicted of three or more speeding violations or one or more other serious 

violations; 

• Been involved in three or more chargeable accidents. 

 
Review of Motor Vehicle Record 

 
State Motor Vehicle Records (MVRs) will be used as the source for verifying driver history. MVRs will 

be obtained and reviewed at least annually on the employee. (The insurance company requires that we 

provide them with the driver’s license number and date of birth for anyone who may drive a company 

vehicle.) Driving privileges may be withdrawn or suspended and/or the company vehicle removed from 

any authorized driver not meeting the above requirements. 

 

Use of Personal Vehicle 

 
Employees who use personal vehicles for work-related purposes are compensated through a stipend. 

Employees who fail to meet the driver licensing requirements and lose their driving privileges will have to 

seek alternative means (e.g., Uber, public transportation, etc.) to attend mandatory company meetings 

and/or functions at various facilities throughout the city. Employees will not be allowed to drive to and 

from meetings on behalf of the company if they fail to meet these requirements as they put the organization 

at risk and exposure. Appropriate disciplinary action may be taken, up to and including termination of 

employment for violating this policy. 

 
Company Vehicle Policy Acknowledgement 
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As a driver of a WSB vehicle or their vehicle on the company’s behalf, employees understand that it is 

their responsibility to operate the vehicle safely and drive defensively to prevent injuries and property 

damage. They know that they must always have a valid Texas Driver’s License with them when driving on 

company business. They will maintain liability insurance on their vehicles that they drive for company 

business. They will comply with company, state, and local regulations regarding driving a motor vehicle. 

 
WSB will periodically review employees' Motor Vehicle Record to determine continued eligibility to drive 

a company vehicle or operate their vehicle on the company’s behalf. In accordance with the Fair Credit 

Reporting Act, employees have been informed that a Motor Vehicle Record will be periodically obtained 

on them for continued employment purposes. Inability to drive may result in disciplinary action, up to and 

including termination. 

 
Acknowledgement of this personnel handbook also serves as the above disclosure's receipt and authorizes 

WSB or its designated agent to obtain a Motor Vehicle Record Report. This authorization is valid if the 

employee is active or is an employee candidate and may only be rescinded in writing. 

 
Section 8.02 Reporting Driving Related Accidents 

Drivers must report any accident, theft, damage, breakdown, or mechanical problem involving a company 

vehicle to their supervisor and the Human Resources Department regardless of the extent of damage or 

lack of injuries. These reports must be made as soon as possible, but no later than 48 hours after the 

incident. Drivers must promptly report any accidents to local law enforcement and are expected to 

cooperate fully with authorities in the event of an accident. 

 
Section 8.03 Break Down of Company Vehicles 

If a company vehicle breaks down during business hours, the employee must contact the Facilities 

Maintenance Supervisor or their immediate supervisor as soon as possible to obtain roadside assistance. If 

the vehicle breaks down after business hours, the vehicle should be towed to the nearest secure location, 

locked, and stored overnight. 

 
Section 8.04 Take-Home Vehicles 

WSB may find it necessary and feasible to allow employees to take home company vehicles. Company 

vehicles must not be used for personal use and must be safely secured while at an employee’s residence. 
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List of Abbreviations 
 

 

 

Alternative Dispute Resolution ADR 

Americans with Disabilities Act ADA 

Chief Executive Officer CEO 

Child Care Automated Attendance CCAA 

Choices Online Tracking System COLTS 

Civil Rights Center CRC 

Department of Family and Protective Services DFPS 

Eligible Training Provider List ETPL 

Equal Opportunity EO 

Fair Labor Standards Act FLSA 

Federal Poverty Guidelines FPG 

Health and Human Services Commission HHSC 

Individual Training Account ITA 

In School Youth ISY 

Internet Relay IR 

Limited English Proficiency LEP 

Lower Living Standards Income Level LLSIL 

National Dislocated Worker Grant NDWG 

National Institute of Standard for Technology NIST 

Office of the Attorney General OAG 

On the Job Training OJT 

Orientation to Complaint OTC 

Out of School Youth OSY 

Paid Work Experience PWE 
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Parent Share of Cost PSC 

Request for Proposal RFP 

Request for Quote RFQ 

State Median Income SMI 

Target Occupations List TOL 

Technical Assistance Plan TAP 

Teletypewriter TTY/TTD 

Texas Administrative Code TAC 

Texas Rising Star TRS 

Texas Workforce Commission TWC 

The Workforce information System of Texas TWIST 

Trade Adjustment Assistance TAA 

Training and Employment Guidance Letter TEGL 

Unemployment Insurance UI 

Worker Adjustment and Retraining Notice WARN 

Workforce Adjustment Orientation WOA 

Workforce Development Board WDB 

Workforce Development Letter WDL 

Workforce Innovation and Opportunity Act WIOA 

Workforce Solutions Borderplex WSB 

Workforce Solutions Borderplex Headquarters WSB’ HQ 



61  

Approval <<SIGNATURE ON FILE>> 
 

Leila H. Melendez 
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