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Preface

The Personnel Rules and Regulations for General Employees (referred to as the “PRRs”
hereafter) of the City of Fort Worth (“City”) are authorized under the City of Fort Worth
Municipal Code, Chapter 2, Article V, entitled Human Resources. They are based upon the
merit principles outlined in the article. These rules and regulations (also referred to as
“PRRs,” “policy” or “policies” going forward in this document) do not confer legal rights to
employees. They are established in good faith and are intended to comply with applicable
federal, state and local statutes.

These PRRs do not apply to firefighters or police officers as those terms are defined in Texas
Local Government Code section 143.003. These policies do apply to police and fire trainees
who have not yet been appointed in substantial compliance with chapter 143.

Mission, Values, and Vision

The City of Fort Worth’s mission is “Working together to build a strong community.” To
accomplish this mission, employees at the City of Fort Worth provide municipal services to
over 800,000 residents. Each day, these employees are moving about the city, doing work
that helps make Fort Worth a strong community and a great place to live. There are six values
that guide our employees as they go about this work. They are:

o Exceptional Customer Experience
e Accountability

o Ethical Behavior

e Diversity

e Mutual Respect

e Continuous Improvement

As Fort Worth continues to grow and change, these principles help keep employees on point,
providing the best service to citizens, businesses and fellow employees. City employees are
guided by the City’s mission and values to work toward the vision that “Fort Worth will be
the most livable and best managed city in the country.” The City’s mission, values, and
vision serve as the foundation for information contained in the Personnel Rules and
Regulations.

Amendments

The City Manager, or his or her designee, with advice and assistance from the Human
Resources Department, develops, adopts, and promulgates Personnel Rules and Regulations
for all City employees who are, directly or indirectly, under the City Manager’s supervision
and control. From time to time amendments to the Personnel Rules and Regulations for
General Employees are made in the interest of good and efficient business practices and to
comply with changes in federal, state or local statutes.
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Department Rules and Regulations

A City department, with approval of the Department Director, may establish additional rules
and regulations for their department that are not specifically addressed in the Personnel Rules
and Regulations for General Employees. A Department Director may approve departmental
policies that are more restrictive or controlling than policies in the Personnel Rules and
Regulations for General Employees but cannot implement policies that deprive employees
of their legal rights. The Human Resources Director or Assistant Human Resources Directors
can require a department policy to be changed or reversed if considered to be in conflict with
the Personnel Rules and Regulations for General Employees. Department rules and
regulations must be consistently applied in a non-discriminatory manner.

Waivers

Application of a specific provision of the PRRs may be waived only if approved by the
Human Resources Department Director, or his or her authorized designee. To obtain a
waiver, a written request must be sent from the requesting Department Director to the Human
Resources Director. The request should identify the applicable rule or regulation to be
waived and the justification for the waiver. The Human Resources Director or designee
reviews each waiver request on a case-by-case basis and approves or denies the request.

Clarifications

In situations not covered specifically by the Personnel Rules and Regulations for General
Employees, employees of the Human Resources Department authorized by the Human
Resources Director may provide an interpretation or clarification based on the perceived
intent of the Rules and Regulations. Individuals with questions or requests for clarifications
must verify that the contacted employee is authorized to provide an official response. The
Human Resources Department also publishes HR Advisories on various topics. These HR
Advisories are intended to assist with the clarification or interpretation of Personnel Rules &
Regulations, provide guidelines on procedures, provide additional detail or information on a
Rule, describe best practices or serve as a teaching resource.
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U, [Wiring

1.1 Purpose and Introduction

The purpose of this chapter is to describe how the City of Fort Worth provides
employment opportunities for those persons who are interested in and qualified to work
for the City. The City seeks to hire and retain competent employees who are honest and
technically competent, show respect for fellow members of the City team, and recognize
the responsibility that public employees have to our customers.

For questions about this chapter, please call the Talent Acquisition Manager in the
Human Resources Department.

1.2 Equal Opportunity

City recruitment seeks to be inclusive, so that all individuals have an equal opportunity for
employment. All artificial, arbitrary, and non-job-related barriers to employment such as
race, color, national origin, sex, pregnancy, transgender status, gender identity, gender
expression, religious affiliation, political affiliation or belief, age (over 40), sexual
orientation, genetic information, veteran status, and disability status (including contagious
diseases such as tuberculosis in the non-contagious state and HIV) are eliminated to ensure
equal access to employment. This policy is practiced in all personnel actions and conditions
of employment, including, but not limited to: recruitment, employment, training, promotion,
transfer, demotion, termination, layoff, discipline, compensation, and benefits.

1.3 General Hiring Guidelines

The City posts available jobs on the City’s official website. Job applications and other
official paper or electronic forms that are used in the selection process are provided by
the Human Resource Department and on the Internet. The City uses valid, job-related
selection criteria and methods to hire employees on the basis of their qualifications and
suitability for employment. Employment decisions are based on job-related factors,
including the candidate’s suitability and qualifications as those traits are related to the
essential functions of the job. Internal-only postings require the Human Resources
Director or designee’s approval.

When hiring outside of these guidelines, refer to your Human Resources Recruiter for
guidance. Based on the determination of the Human Resources Recruiter, the request of
the department may require approval from the Human Resources Director.
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Recruiting Process

The hiring department and Human Resources Department work through the
application process jointly to ensure that applicants are evaluated without regard for
race, color, national origin, sex, pregnancy, transgender status, gender identity, gender
expression, religious affiliation, political affiliation or belief, age, sexual orientation,
genetic information, veteran status, and disability status. Please see further
information in the Equal Opportunity section below. The normal recruitment processing
steps are explained below:

1) Hiring managers/supervisors, Human Resources Coordinators, or a designee will
meet with the assigned Recruiter to conduct an intake meeting.

2) Once the position is posted, all applicants must complete an online application.

3) The assigned Recruiter from Human Resources will screen the applications based
on minimum qualifications, preferred qualifications, consistent work history and
complete application. The Recruiter will then route the most qualified applications
to the hiring department.

4) The expected time-frame for all recruitments is within 60 days from the day the
posting is opened. If no selection is made by the 60" day after posting, the
Human Resources Recruiter may close the requisition.

Applicant Evaluation

The hiring manager/supervisor will review applicants routed by the Human Resources
Recruiter. The hiring manager/supervisor will evaluate the applications based on the
minimum and preferred qualifications established by the hiring manager/supervisor and
Human Resources Recruiter during the Intake Meeting. If the hiring
manager/supervisor chooses to conduct phone interviews prior to in-person interviews,
a phone interview must be conducted for all applicants and the same topics will be
covered with each applicant.

The hiring manager/supervisor will review and select the candidates to interview within
five business days of receiving the applications. The hiring manager/supervisor will
email the list of candidates selected for interview and a list of the candidates not selected
for interview, along with a brief, valid reason on why the applicant was not selected for
an interview, to the Human Resources Recruiter for review and approval, prior to
scheduling interviews.

In addition to interviews, the evaluation process may include reference checks,
performance tests, written tests and other screening procedures, as appropriate. It is the
responsibility of the hiring department to verify that all required professional
certifications and licenses are active and valid. Refer to 1.4.2 for further information on
verification of certificates and licenses. Interview questions not listed on the Interview
Questions Master List must be approved by the Human Resources Department prior to
starting the interview process. Interview panel members may ask job-related follow-up
questions during the interview as appropriate.

If a hiring manager/supervisor and/or interview panel member has any reason that may
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impede their ability to be impartial in the interview process (e.g. a familial relationship
or friendship with an applicant) or may create the impression/perception of favoritism,
Talent Acquisition must be notified prior to beginning the interview process. Talent
Acquisition will provide guidance on how to proceed to ensure an unbiased interview
process. If the hiring manager/supervisor opts out of participating as a scoring panel
member, then they must also not serve as the facilitator or observer during those
interviews. All panel members should be available to participate in the entire interview
process.

No interview may be granted to an applicant unless the applicant’s application has been
referred to the hiring department by the Talent Acquisition Division. If a candidate is
interviewed and evaluated by the panel to be qualified for a lower pay grade or lateral
position in the same job family, the hiring manager/supervisor should notify the Human
Resources Recruiter to consider the candidate for that role.  After receiving approval,
the hiring manager/supervisor may move forward with extending a job offer to the
candidate if there is a vacancy at that time or consider the candidate for a future
vacancy.

Interview Preparation and Documentation

The hiring manager/supervisor will select a diverse interview panel and have a pre-
interview meeting with the panel members to discuss the overall goal of the recruitment.
Panel groups should be a minimum of three (3) interviewers at all times. The panel
selection must be submitted to the Human Resources Recruiter for review and approval
prior to scheduling interviews. Upon completion of the interviews, the hiring
managet/supervisor will email the Recruiter within a specified timeframe as established
by Talent Acquisition with the following information: the required interview
documents, selected candidate name, suggested pay rate and position number. The
required documentation includes all interview-related documentation pertaining to the
interview that was used to evaluate the candidates. The Recruiter will review all
documentation. Once the hiring manager/supervisor receives the approval from the
Recruiter to proceed with hire, the hiring manager/supervisor will make a verbal offer.
In some cases, the Recruiter will make the verbal offer and negotiate the pay rate with
the candidate on the department’s behalf. An offer cannot be made until the department
receives approval from the Recruiter. At this time, the department may identify any
potential back-up hire for future job opportunities.

Conditional Offer of Employment

Once the hiring manager/supervisor has made the verbal offer, the Recruiter will be
notified of offer acceptance. At this time, the Recruiter will proceed with the onboarding
process, which includes creating and sending the offer letter. Once a candidate has
accepted the offer, the department hiring manager/supervisor is required to contact and
notify each candidate that interviewed to inform the candidate they were not
selected. This communication may be done in person, over the phone, or by
email. Talent Acquisition will notify all other applicants who did not interview.

The Talent Acquisition division will handle the drug test information, education
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verification, criminal background check, motor vehicle record, and driver’s license
verification, as needed. These checks will be done for all new hires, promotional hires,
voluntary demotion hires, lateral transfers, and re-hires that went through the Talent
Acquisition Division.

See Criteria for Employee Testing in chapter 13 of this document for further
information. Talent Acquisition will communicate any issues that arise during the
background check process to the department as needed.

The conditional offer of employment, extended to the selected applicant by the hiring
department, is contingent upon all of the following:
e Successful completion of the post-offer physical, as determined by the City’s
designated physician — if required,
e Passing the post-offer drug test as applicable;
e (learance for employment based upon results of the reference check and
criminal background check; and
e Verification of education and other required credentials.

If the department is responsible for any other screenings, such as a physical and/or drug
screens, the department must notify the Recruiter with the screening results for each
hire. Upon successful completion of the screening requirements by both the department
and Talent Acquisition, the new hire will receive the New Hire Orientation Letter. In
the New Hire Orientation Letter, the applicant is notified of the requirement to attend
New Employee Orientation and is provided information regarding the date, time, and
location of Orientation. The department will also be notified when the candidate is
cleared to start employment and the department will be responsible for reporting
instructions for the new hire. If the new hire is not required to attend New Employee
Orientation, the department is responsible for providing the new hire with 1% day
reporting instructions. See Section 1.14 New Employee Orientation.

1.4  Employment Verification

The information a job candidate provides on an employment application and résumé
is subject to verification. Individuals who falsify or omit significant information may be
disqualified from consideration for the position or, if already a City employee, may be
disciplined, up to and including termination.

1.4.1 Employment Verification and References

Prior to making a job offer to an external candidate, the hiring manager/supervisor with final
hiring authority in the selection process (or a designee) is required to contact previous
employers to verify the applicant’s employment history and conduct documented reference
checks with any professional references or supervisors provided by the applicant.

When hiring former employees or promoting employees from other City departments, the
hiring manager/supervisor is required to perform reference checks that include reviewing
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the employee’s personnel file for the last two years’ performance appraisals and
disciplinary history and/or contact the employee’s current or previous supervisor prior to
making an offer of employment.

1.4.2 Verification of Education/Certification/License Qualifications

Human Resources Talent Acquisition is responsible for verifying education. If education
is unable to be verified, it is the applicant’s responsibility to submit required documents
such as a high school or GED diploma, college degree, or transcript. Failure of the
applicant to comply with requests for documents may terminate the hiring process.

The Department Director or designee is responsible for ensuring that required certifications
and/or other required licenses or credentials are valid and current.

Candidates who do not meet the Education requirement may still be considered if they meet
the substitution requirement for positions that require only a high school diploma.

For any positions that require or make preferable a license or certification, hiring
departments shall confirm that such license or certification is current and in good standing.

1.5 Minimum Employment Age

The City employs persons 16 and 17 years old with Human Resources approval in non-
hazardous positions only. Occupations declared to be hazardous to persons 16 and 17 years
of age by the Department of Labor include motor vehicle driver, outside helper (contact Law
Department for definition), operators of power-driven machines, and power-driven hoisting
equipment, chain saws, circular saws and guillotine shears, and roofing and excavation labor.

The City follows all federal and state child labor laws. Persons under age 16 shall not be
employed by the City, except for special programs approved by the City Manager and the
City’s Department of Law.

Job candidates age 16 to 18 must provide a copy of their birth certificate or other appropriate
official record to verify their age. The birth certificate or official record must be provided at
the time of application and retained in the person’s personnel file.

1.6  Eligibility to Work in the USA

Individuals seeking employment with the City must be qualified to work in the United
States and provide requested documentation upon hire. New hires must complete Form I-9,
Employment Eligibility Verification, during orientation. Form I-9 requires original documents
establishing identity and employment eligibility to be shown at the time employees complete
their new hire paperwork. Form I-9 lists acceptable documents for establishing eligibility to
work in the United States on the back of the form. Human Resources personnel will review
documentation provided and verify eligibility to work.

Federal law requires that new hires who fail to provide acceptable documents at orientation
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or within three (3) days of their hire date cannot be employed or must be terminated if hired.

1.7 Driver’s License Verification and Record Check

Employees who are required to operate City or personal vehicles while performing their
essential job functions must possess an appropriate and valid Texas Driver’s License and the
minimum liability insurance required by Texas law. Individuals hired who do not possessan
appropriate and valid Texas Driver’s License must obtain one within 90 days after being
hired.

Employees who are required to operate City or personal vehicles while performing their
essential job functions and whose Texas Driver’s License has been suspended, revoked,
cancelled, or denied must notify their department management within two (2) working days of
the suspension, revocation, cancellation or denial. An employee is not allowed to drive or
operate any City vehicle until the employee provides a copy of the DPS Driver Record (Type
1 or higher) that shows a license status of ELIGIBLE for the employee.

Applicants who are required to drive or operate a City or personal vehicle as part of their
job duties must meet the following criteria upon hire:

¢ No more than three (3) moving violations for the twenty-four (24) month period
preceding hire.

e No DWI/ DUI convictions for the past two (2) years.

The Human Resources Department conducts a driver’s license check on all employees
with driver’s licenses. If the check reveals a violation of this policy, the Human Resources
Department will notify the Department Director or designee who shall take appropriate action.
Periodic driver’s record checks may be conducted to verify employees’ compliance with this
policy.

Employees who do not drive on City business, but whose names appear on the motor vehicle
record check report, shall notify the department head or designee that their job duties do not
require driving on City business. The department head or designee shall verify the job duties
with the employee’s supervisor and manager. If driving on City business is not required of
the employee, the department head or designee shall notify the Risk Management Division
of Human Resources Department. This may be done with an annotation in the “comments”
column of the driver’s license check report (as applicable) that “This position does not
require a driver’s license”. The department head or designee shall also contact the Human
Resources Classification and Compensation Division to coordinate any necessary revisions
to job descriptions.

Employees on the list whose driver’s license is invalid (i.e., has expired or been revoked,
suspended, or withdrawn for any reason) shall have their City driving privileges suspended
and shall not be allowed to drive a City vehicle or a personal vehicle on City business or to
drive onto City premises. Upon receipt of notification from the Risk Management Division
that an employee’s City driving privileges have been suspended, the department head or
designee shall inform the employee in writing of the suspension of driving privileges and of
procedures to follow in order to clear his/her driving record with the Texas Department of
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Public Safety (DPS) and to subsequently have their driving privileges reinstated by the
City. Departments may contact the Risk Management Division for assistance with drafting
such a communication. The affected employee’s City driving privileges shall be suspended
upon his/her receipt of the notification from the department head or designee. The
notification should be made via in-person delivery with a signed employee acknowledgement
or via certified mail.

For an employee’s City driving privileges to be reinstated, the steps below must be followed:

1.

1.8

The employee should contact the DPS Driver Improvement Office at (512) 424-2600 or
go to online resources (http://www.dps.texas.gov/DriverLicense/) to determine the
driving status. DPS will disclose the employee’s driving status and explain how to clear
it.

The employee must obtain from DPS a copy of the Driver Record (Type 1 or higher)
and provide the copy to the employee’s supervisor. The supervisor shall provide a copy
to the department’s designated personnel. A copy of the DPS Driver Record (Type 1)
can be obtained for a minimal fee at the DPS website www.texas.gov/driver. The
employee is responsible for paying this fee. The DPS Driver Record (Type 1 or higher) is
the only acceptable verification document.

Verbal assurances and/or explanations from the employee will not be accepted.
Driver’s licenses in the possession of those on the DPS suspension/revocation list shall
be considered invalid until receipt of the DPS Driver Record indicating the driving
record has been cleared.

The employee will be allotted ten (10) working days from the date of their notification
to complete the verification process and provide a copy of their DPS Driver Record
(Type 1 or higher) that shows a license status of ELIGIBLE.

Department Director or designee shall forward a copy of the DPS Driver Record
verification received from the employee to the Risk Management Division.

The Risk Management Division will review and approve the DPS Driver Record
verification and will send an e-mail reinstating the employee’s driving privileges.

The Risk Management Division will coordinate approved DPS Driver Record
verification records with the HRIS/Records Division.

Criminal Records Check

A criminal records check is required on all potential new hires, temporary workers,
volunteer workers, and interns. If an outside agency has already conducted a criminal
records check for volunteers and temporary workers, a criminal records check will not be
conducted by the Human Resources Department, unless a contract or agreement states
otherwise. The Human Resources Department will conduct background checks for all new
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hires, interns, promotional hires, voluntary demotion hires, lateral transfers, and re-hires
that went through the Talent Acquisition Division. All volunteers and other program
volunteer backgrounds will be conducted by the Volunteer Coordinator or designee, unless
a contract or agreement states otherwise.

The Human Resources Department will conduct criminal history record reviews and will
determine through the individualized assessment procedures described below whether the
individual should be excluded from employment or an internship. Volunteer criminal
history record reviews will follow the volunteer criminal record guidelines. Program
volunteers earning education credit will follow the Human Resources Department criminal
history record review guidelines.

Individualized Assessment

Only Human Resources employee(s) authorized to view criminal history records will be
involved in conducting an individualized criminal history record review. Only the
Volunteer Coordinator or a designee will be involved in conducting an individualized
criminal history records review for volunteers or program volunteers. Consistent with
business necessity, the City shall disqualify a person from employment, volunteering, or
working as an intern or contractor when the person’s criminal history is inconsistent with the
job duties of the position for which the person is being considered.

The City shall perform an individualized assessment of criminal history records information
when determining a person’s eligibility for employment, volunteering, internship, or
contract work in a specific position.

The City shall take into account a variety of factors, which may include the following:

e The nature of the offense;

e The age of the person when the crime was committed;

e The date of the offense and how much time has elapsed;

e The adjudication of the offense (e.g., whether the person was found guilty by a trier
of fact, pled guilty, entered a no contest plea, or received deferred adjudication);

e The nature and responsibilities of the job sought;

e The effect of the conduct on the overall environment;

e Indication of rehabilitation or lack of rehabilitation;

e Potential liability if the individual is retained or not retained; and

e Any further information provided by the person concerning his or her criminal
history record.

In conducting the individualized assessment, the Human Resources Department will
consider both the factors set out above and any additional information provided by the
individual.

If the criminal records check reveals a criminal history that disqualifies the candidate from
being hired, the candidate will be notified by the Human Resources Department. Any
candidate disqualified by virtue of criminal records check shall be provide with a copy of
the criminal records check. The candidate will be provided with directions for contacting
the consumer reporting company if the candidate has questions or would like to dispute
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the report.

With the exception of the Police Department and CJIS classified positions, departments
should not conduct criminal history records checks.

1.9 Employment Testing

Employment testing needs and requirements are established by the hiring departments.
Departments may not develop or administer examinations without the review and approval
of the Human Resources Talent Acquisition Division.

If an examination administrator must repeatedly warn a candidate of suspected cheating or
inappropriate and/or disruptive behavior during the examination, the candidate’s
application shall be removed from the hiring process. The candidate shall not be hired,
will receive a failing score, and must wait three years before taking another examination.

1.10 Hiring Below Entry Level Salary Rate

In limited situations, Directors may hire or promote employees who do not meet minimum
qualifications at a pay rate that is at least five percent (5%) below the entry level of a
position’s salary range. To do so requires approval by the Human Resources Director.

Employees who are hired below the entry level of a salary range remain at that rate until
acquiring the qualifications necessary to meet the minimum qualifications for the
classification. These employees are eligible for performance based-pay increases, provided
that the increases do not put them at or above the entry-salarylevel.

1.11 Hiring Salary

New employees are hired at the beginning of the position’s salary range unless a higher
rate of pay is necessary or justifiable. (See the Compensation and Personnel Actions in
Chapter 2 of this manual for further information about starting pay.)

1.12 On-Site Recruitment

A Department Director may establish a policy for filling positions on-site when recruitment
efforts have not been productive, the positions being filled have limited minimum
requirements, the positions experience high turnover or other situations that justify on-site
hiring. To do so requires approval from the Human Resources Director.

1.13  Overfilling Positions for Training Purposes

The City allows Department Directors to overfill a position with a new employee or a current
employee to receive training or knowledge transfer from the incumbent. Subject to budget
limitations, a Department Director can overfill positions for the purposes of providing
such training on the job. Such positions can be overfilled for a maximum of six months, after
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which approval from the Department Director, Budget, and/or Assistant City Manager is
needed to continue the training.

1.14 New Employee Orientation

All regular employees who are scheduled for twenty hours per week or more must attend a
City orientation session (also called New Employee Orientation Program or NEOP) before
starting work at their assigned location. In addition, rehired, reemployed and/or reinstated
employees, as well as individuals moving from a temporary or seasonal status to a full-time
or reduced schedule position, must attend NEOP. Temporary or seasonal employees are not
required to attend NEOP.

Basic employee policies are discussed at the orientation. Employee benefits, including, but
not limited to retirement, leave privileges, and group health benefits are covered. The
employee’s eligibility to work in the USA 1is checked. (See Eligibility to Work in the
USA above for further information.)

An authorized member of the hiring department must contact the employee for reporting
details prior to their start date.

1.15 Direct Deposit or Alternative Payment Method

Employees are paid by the City through direct deposit. Employees must set up a payment
method when completing new-hire paperwork; payment method may be changed by
contacting the payroll division. The City is not responsible for any transaction fees incurred
in connection with the use of debit or pay cards.

1.16 Reemployment

Reemployment hiring rules vary depending upon the terms under which the employee
separated from employment. See Voluntary Termination and Involuntary Termination in
Chapter 4 for more information. Also see Reemployment Salary and Benefits for Laid-Off
Employees in Chapter 4 for further information about how reemployment affects salary and
benefits.

1.17 Use of Personnel Search Resources

The City of Fort Worth may employ the services of personnel search firms and resources for
executive, senior professional and management positions. Departments should contact
Human Resources Talent Acquisition to determine if a personnel search firm should be
assigned or whether the recruitment will be completed through the standard City recruitment
process.

1.18 Relocation Allowance
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The City may provide a relocation allowance for employees hired into executive, Director,
Assistant Director, or hard-to-fill positions (as designated by the Talent Acquisition Division)
for reasonable relocation (moving) costs. A minimum relocation distance of 50 miles from
a former residence to the new work location is required for an allowance consideration.

Specific relocation allowance amounts are determined by the hiring manager/supervisor and
must be approved by the Department Director. Relocation allowances for Assistant Director
and hard-to-fill positions must be approved by the Human Resources Director. Relocation
allowances for executive and Director level positions will require City Manager approval.
All allowances are subject to budget availability. In no event shall a relocation allowance
exceed 10% of the new hire’s annualized salary.

The relocation allowance is a one-time payment that will be included with the employee's
regular paycheck. The approved relocation allowance should be documented in the
candidate's offer letter or subsequent documentation. The City will comply with all
applicable federal and state income tax withholding and Form W-2 reporting requirements
for a relocation allowance.

If an employee voluntarily or involuntarily terminates employment with the City of Fort
Worth during the twenty-four (24) month period following the employee’s hire date, the
employee may be required to make full or partial repayment of the relocation allowance,
which may be deducted, in whole or in part, from the employee’s pay or other compensation
to be paid to the employee.

Hiring managers/supervisors should consult the Relocation Allowance Guidelines, available
in the Talent Acquisition Division, or consult with their Recruiter regarding the process or
specifics of relocation allowances.
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2, Compensalion amd
Personme] Actions

2.1 Purpose and Introduction

The purpose of this chapter is to ensure the City’s compliance with state and federal
law, including the Fair Labor Standards Act (FLSA); to demonstrate efforts to attract
and retain qualified candidates and employees; to provide a level of compensation that
is equitable and will motivate employees to do their best work; and to communicate the
City’s basic compensation and personnel action procedures.

It is the policy of the City of Fort Worth to accurately compensate employees in
compliance with all applicable state and federal laws. To ensure that employees are
properly paid for all time worked, and so that no improper deductions are made,
employees must correctly report all work time and review their pay advices to identify
any errors.

City employee pay is established in the Salary Schedules approved by the City
Council during the annual budget implementation. Personnel actions are changes to an
employee’s status or pay. Personnel actions are implemented using an electronic
Personnel Action Request (ePAR) form sent by departments to the HRIS/Records
Division of the Human Resources Department. See the HR Advisory: Personnel Action
Requests for more information regarding ePARs.

Some of the sections in this chapter are specific to either “exempt” or “nonexempt”
employees. These designations relate to application of the Fair Labor Standards Act to
the relevant employee’s position/pay. In order to determine whether you are working
in an exempt or nonexempt position, contact your Human Resources Coordinator in
your department or refer to your status in PeopleSoft.

Questions regarding this chapter should be directed to the Human Resources
Classification and Compensation Manager.

2.2 Fair Labor Standards Act (FLSA)

The FLSA establishes standards for minimum wages, maximum hours, overtime pay,
record keeping, and child labor. All employees at every level in the City are
responsible for compliance with the FLSA, as amended. The Human Resources
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Department is responsible for the administration and interpretation of the FLSA, with
input from the Legal Department. These responsibilities include: determining the
existence of an employer-employee relationship; determining an employee’s exempt
or nonexempt status underthe FLSA; and interpreting and applying minimum wage,
work time, defined hours, overtime, work schedules, special residency agreements,
and other FLSA provisions such aschild labor standards.

The Human Resources and Law Departments are responsible for negotiations and
serve as the liaison with the Wage and Hour Division of the U.S. Department of Labor
on FLSA matters affecting employees. The City Manager’s Office will approve any
related agreements, as necessary.

Department Directors are responsible for ensuring that employees adhere to and
comply with established work schedules. Employees must obtain proper authorization
prior to working outside their established work schedules. Employees who fail to
obtain authorization to perform work that varies from their established work
schedules may be disciplined for failure to obtain authorization but must nevertheless
be compensated for all the time they worked.

Work time (hours worked) must be recorded exactly as it is worked. The dates worked
and the number of hours recorded as being worked each day must accurately reflect
what actually occurred. Employees who fail to accurately record all time worked or
who falsify time records are subject to disciplinary action, up to and including
termination.

Supervisors who approve timesheets which do not accurately reflect hours worked
may also be subject to disciplinary action.

The City operates in accordance with its compensation policy and in compliance with
the FLSA, as amended. All employees are encouraged to ask questions about their
status as exempt or nonexempt employees and rights under the FLSA. Questions
should be directed to the employee’s departmental personnel who handle payroll
matters. The Human Resources Department Classification and Compensation
Manager may also be consulted on such matters.

The FLSA prohibits retaliation against an employee for filing a complaint,

cooperatingin an investigation, and/or initiating any proceeding under or related to
the FLSA.

Performance Pay Plan

2.3.1 Pay Grades

Employees are compensated using a pay plan that is composed of a series of pay grades.
Employee pay grades are salary ranges with a starting and ending pay. An employee’s
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pay can be any amount within the salary range and cannot exceed the top of the salary
range for the pay grade.

2.3.2 Personnel Actions Regarding Pay

Pay decisions, which include but are not limited to new hire pay determinations,
promotional pay offers, merit pay increases, or any other pay adjustments, cannot be
based on a person’s gender. Pay practices are intended to provide equal pay for equal
work without regard to gender.

2.3.2.1

2.3.2.2

Starting Pay

The pay rate for new employees is typically set at the entry level, or salary
range minimum, for the classification occupied by the employee. Department
Directors may hire a new employee at a higher rate, up to and including the
midpoint of the salary range, based on qualifications beyond the minimum
for the classification. Placement of a new employee above the salary range
midpoint or any other offer outside these guidelines requires the approval of
the Human Resources Director or designee.

Promotional Pay

The pay rate for an employee after a promotion will generally be one of the
following:

e At the new entry salary range minimum;

e Up to ten percent pay increase from their previous pay rate,
although the new pay rate must still be within the salary range for the
new position;

e More than a ten percent pay increase only if the promotion occurs
following competitive recruitment in which the employee competed.

Promotional pay increases should not exceed the minimum of the new
position’s pay range or 10%, whichever is greater, for non-competitive
recruitment positions. Pay rates should reflect the market value, job
conditions, and the employee's qualifications. Examples of competitive
recruitment include: newspaper ads, internet advertising, job fairs, and
national journal advertising in the market in which the City competes for
employees for that job. The Human Resources Department, in conjunction
with the departmental hiring authority, will decide the appropriate market
and the appropriate recruitment activities. If the current employee is already
earning a salary above the salary range midpoint of the new pay grade, the
employee can receive up to a ten percent increase in pay. Department
Directors must conduct equity evaluations (please see Glossary) of the
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salaries of similarly situated employees before hiring or promoting someone
at a higher than normal rate and should work with the Classification and
Compensation Division of the Human Resources Department to accomplish
this.

Pay Rate after Reclassification

If a reclassification of an employee results in a promotion, the employee’s
pay rate is increased by five percent to ten percent. If the reclassification
results in a lateral transfer or demotion, the pay rate does not change, unless
the employee’s previous pay rate exceeds the top of the salary range of the
new classification, in which case the pay is reduced to the top of the new
salary range.

A reclassification and any resulting changes in pay are effective on the
beginning of the pay period following approval of the request by the Human
Resources Department. See chapter 3 of this manual for more information
regarding reclassification.

Pay Rate Following Lateral Transfer

Generally, the pay rate after a lateral transfer does not change for employees.
See the Glossary for definitions of “lateral transfer.” However, if a current
employee is selected after open competitive recruitment for a position in the
same pay grade, the Department Director may increase the employee’s pay
up to the salary range midpoint to reflect the market value, job conditions, and
the employee's qualifications.

Pay Rate Following Demotion

In most cases, a demotion will result in a salary decrease. The pay rate for
employees following a demotion is determined by the reasons for the
demotion.

Disciplinary demotions will result in a five percent or greater reduction in
pay. Reductions in pay of greater than five percent may be appropriate in
some circumstances and will be considered on a case-by-case basis by the
Department Director or designee, consistent with how similarly-situated
employees have been treated. The Human Resources Director or designee
should be consulted for guidance in these circumstances.

The pay for employees who voluntarily demote into their formerly held
position will revert to the pay rate they were receiving in their prior position at
the time of their promotion plus any non-performance-based raises
applicable to others within that same classification since the date of the
promotion.
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Voluntary demotions to a position the employee did not hold immediately prior
to the promotion will result in a reduction in pay of at least five percent. If a
Department director does not think it is appropriate to reduce the employee’s
pay by five percent, the Department Director or designee must consult with the
Human Resources Director or designee to determine the appropriate
compensation.

Sometimes it is inappropriate to use salary ranges as the sole determinant of
whether a job change is a demotion. For example, transfers from the trades
career track into the clerical track may result in more responsibility, but the
salary range may be lower because of the market for the clerical job. The
Human Resources Department will provide an evaluation of the reasons for
the demotion and the differences in the salary ranges and job responsibilities
so an appropriate salary rate can be determined.

An employee's salary following a demotion may not exceed their immediate
supervisor’s salary and may not exceed the top of the salary range.

2.3.2.6 Pay Following Reemployment

Reemployment occurs after a separation from City service that has not
exceeded one year. The Department Director sets the starting pay rate for
reemployment into the same classification, but it cannot exceed the
employee’s pay rate when the employee left the City. See Reemployment
Salary and Benefits for Laid-off Employees in Chapter 4 for more information
about reemployment.

If an employee is rehired with the City and separation from City service
exceeds one year, they are considered as any external candidate with regard
to pay rates.

2.4  Exceptions to the General Guidelines
for Employee Pay

With the approval of the Human Resources Director, performance pay, merit pay, the pay for
a promotion or reclassification, or any other type of pay increase may be less than the
recommended standard pay increase for those types of changes. Factors such as internal pay
equity, budget issues, work performance, minor changes in the work performed, advertised
salary amount, or other valid reasons may justify less than normal or no pay increase for an
employee.
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2.5 Travel Time

Commute time between an employee’s home and worksite is not compensable unless the
employee is performing work during the commute. If an employee is allowed the privilege of
driving a City vehicle home, to an off-site parking facility, or to another location along the
employee’s reasonable commute route, the time spent driving the City vehicle is commute
time and is not compensable. If, however, an employee is required as part of his or her job
duties to park a City vehicle at a remote parking facility, the time spent driving the vehicle
between a remote parking facility and the employee’s worksite is compensable. A remote
parking facility is a City facility or other approved location at which the employee is directed
to park a City vehicle due to limitations at the primary site or for the operational convenience
of the City. Selection of a remote parking facility is made without regard to the convenience
of the facility.

Time spent traveling between worksites as part of an employee’s regular work assignments is
normal work time and is compensable.

Time spent traveling to and from out-of-town training or work-related meetings is
compensable if it occurs during an employee’s regularly scheduled work hours.

Travel time that occurs outside of an employee’s regularly scheduled work hours may or
may not be compensable, depending on whether or not the employee is performing work
while traveling. If the employee is, for instance, reviewing documents related to his or her
job while traveling, the time is compensable. If the employee is driving, the time is
compensable. If the employee is merely riding in a car or on a plane, and is not engaged in
work for the City, the time is not compensable.

When an employee has the option of flying or driving and chooses to drive, based on the
employee’s preference rather than cost or other considerations, compensation will only be
for the amount of time that would have been spent flying, including the time spentdriving
to and from the airport, parking, and checking baggage, and the time elapsing between the
check-in deadline and actual boarding.

2.6 Training Time

Generally, employees are compensated for training time if the training is for the benefit of
the employer (examples of such include: enhancing an employee’s work-related skills;
training on a new work-related computer system or software; attending a conference for
professional development; etc.).

Exceptions to this rule include training attendance outside of regular working hours at
specialized or follow-up training which is required by law for certification of the employee’s
professional or occupational credentials. This is true even if the training is paid for by the
City. Training time is also not compensable when the following factors are all met:
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Attendance is outside of the employees’ regular working hours;

Attendance is voluntary;

The program, lecture or meeting is not directly related to the employee’s job; and
The employee does not perform any productive work for the City during such
attendance.

It is important to note that attendance is not considered to be “voluntary” if it is required by
the employer or the employee is led to believe that the employee’s present working
conditions or the continuance of his or her employment would be adversely affected by
nonattendance.

Some departments, depending upon their particular circumstances, may choose to
compensate employees for travel or training time even if they are not legally required to do
so. Please contact the Human Resources Classification and Compensation Manager with
questions regarding whether an employee’s training time is compensable.

2.7  Overtime Pay/Compensatory Time

Federal regulations allow government jurisdictions to compensate nonexempt employees for
overtime work with either overtime pay or compensatory time paid or credited at the rate of
one-and-one-half times for all time worked in excess of 40 hours in a workweek. The City
also credits exempt employees for hours worked in excess of 40 in a workweek by allowing
them to accrue compensatory time on a one-hour-worked, one-hour-accrued basis. By
policy, the City provides overtime compensation at a straight-time (See Glossary) rate to
nonexempt employees who are scheduled to work less than 40 hours per week but who work
more than their scheduled hours, up to 40. Also by policy, the City provides compensatory
time on a one-hour-for-each-hour-worked basis to exempt employees who are scheduled to
work less than 40 hours per week but who work more than their scheduled hours, up to 40.
For more information regarding overtime pay and compensatory time accrual for employees
who are regularly scheduled to work less than 40 hours per week, please see the sections
below titled Nonexempt Employee Overtime Pay or Compensatory Time and Exempt
Employee Overtime Pay or Compensatory Time.

Employees must obtain supervisory approval prior to working overtime hours or earning
compensatory time. Employees working unauthorized overtime/compensatory time will be
compensated for the time, but may face disciplinary action.

Department Directors or designees should limit overtime work in their departments to the
extent possible. Supervisors can direct employees to flex their schedules in order to avoid
accrual of overtime hours but are prohibited from changing an employee’s workweek in
order to avoid overtime liability to the employee.

Opportunities to work overtime should be distributed as evenly as possible among qualified
employees. The employee or designated timekeeper must maintain accurate records which
reflect employees’ actual hours worked. Employees who electronically enter their own
work hours must record all hours worked. Hours must be recorded on paper or electronic
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timesheets for the employee to be compensated.

2.7.1 Nonexempt Employee Overtime Pay or Compensatory Time

Nonexempt employees are eligible to receive one-and-one-half times their regular hourly
rate in overtime pay or compensatory time credited at the rate of one-and-one-half times
for the overtime hours worked in a work week. The determination of whether to compensate
the employee in overtime pay or compensatory time is made at the discretion of the
department. Department Directors are encouraged to establish written and consistent internal
policies regarding when overtime work will be compensated in compensatory time versus
when overtime will be paid out.

By policy, the City provides compensation at the regular rate to nonexempt employees who
are scheduled to work less than 40 hours per week but who work more than their scheduled
hours, up to 40. If a nonexempt employee works more than 40 hours in a workweek, he or
she will accrue compensatory time at the rate of one-and-one-half hours per hour worked or
overtime pay at the rate of one-and-one-half times his or her regular rate. Other portions
of the above section regarding overtime pay and compensatory time for nonexempt
employees apply to the hours worked over 40 by these employees.

Nonexempt employees may not accrue more than 120 hours of compensatory time. If a
nonexempt employee works overtime hours that cause them to exceed the 120-hour
compensatory time limit, all hours over 120 hours must be paid as overtime at the rate of
one-and-one-half times the employee’s regular rate of pay.

Generally, leave time used does not count as hours worked for the basis of calculating
overtime eligibility. An exception to this rule is holiday leave which counts as hours
worked. Only those hours actually worked (or treated under City policy as worked) in
excess of 40 hours are compensated at the one-and-one-half overtime rate (either in pay or
compensatory time).

Nonexempt employees whose employment with the City is terminated for any reason are
paid for all accrued compensatory time.

2.7.2 Exempt Employee Overtime Pay or Compensatory Time

Exempt employees earn compensatory time for hours worked that are in excess of 40 in a
workweek. Compensatory time for exempt employees accrues on a straight-time, or one-
for-one, basis.

Also by policy, the City provides compensatory time to exempt employees who are
scheduled to work less than 40 hours per week but who work more than their scheduled
hours. If an exempt employee works more than their scheduled hours in a workweek, he or
she will accrue compensatory time at the rate of one hour per hour worked over the
scheduled hours.
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Exempt employees, except for the Chief of Police (Police Department Director), may not
accrue more than 120 hours of compensatory time in a calendar year or have more than that
amount in their account at any one time. The Chief of Police may not accrue more than 240
hours of compensatory time.

Exempt employees can only carryover 40 hours of compensatory from year to year.
(effective January 2022).

Exempt employees are paid for unused accrued compensatory time when they voluntarily
leave the City or retire. Exempt employees who are involuntarily terminated or resign in lieu
of termination may be paid for accrued compensatory time at the discretion of the
Department Director in exchange for a release of claims. Please see section on Employee
Resignations in Chapter 4 for further information.

2.7.3 Promotions and Demotions and Paying Out Compensatory Time

If a nonexempt employee moves to an exempt position, any unused compensatory time
accumulated while the employee was nonexempt will be paid out at the nonexempt rate at
the time of the move.

2.7.4 Mandatory Use of Compensatory Time

As a governmental entity, the City can control overtime costs by allowing employees to
earn compensatory time during heavy work periods and then use the compensatory time when
the workload permits it. A supervisor may require a general employee to:

e Use accrued compensatory time, when appropriate, to reduce future overtime
costs;

e Use compensatory time to be off for either partial or full days; and

e Use compensatory time instead of vacation leave when requesting time off
work.

If an employee has an annual vacation use or lose requirement and already used the
required number of vacation leave hours in a year to avoid losing vacation leave, requiring
the use of compensatory time rather than vacation leave is appropriate. (See Vacation Leave
section in Chapter 5 for further information.)

2.7.5 Overtime Pay and Federal Grants

For federal grants intended to supplement the City’s overtime resources, the City must first
meet its 40-hour obligation to the employee by paying regular pay and leave time without
replacing that obligation with grant funds. This is the only instance where an employee
can actually work less than 40 hours in a workweek and still earn overtime in the same
week, though it may be paid at the straight-time rate. For example, if an employee works 32
hours of their regularly assigned shift, uses sick leave for the remaining eight (which does not
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count for purposes of calculating overtime as “Hours Worked”), and works 12 hours on a
grant detail, that employee receives 32 hours of regular pay, eight hours of sick pay (and the
employee’s sick leave balance would be reduced by eight hours), plus eight hours of
straight-time overtime and four hours of regular overtime. The eight hours of straight-time
overtime and four hours of regular overtime would be funded from the grant.

2.8 Special Pays

2.8.1 Holiday Pay, Holiday Premium Pay, and Holiday Leave Accrual

2.8.1.1 Nonexempt Employee Holiday Pay, Holiday Premium Pay and
Holiday Leave Accrual

Holiday Pay

Nonexempt employees who observe (that is, do not work on) a paid holiday
are paid for up to eight hours of holiday pay on the holiday. Employees who
are not regularly scheduled to work 40 hours in a workweek may not be
entitled to the full eight hours of pay. The holiday pay hours are treated as
hours worked for the purpose of calculating overtime and are paid at the
employee’s normal rate of pay. Holiday pay is based on the authorized
position in the budget and may be prorated accordingly if the authorized
position is less than a full-time equivalent (FTE).

Holiday Leave

Nonexempt employees who work on a holiday may elect to accrue up to
eight hours of holiday leave instead of receiving holiday pay for the same
number of hours. Holiday leave will count as hours worked for the purposes
of calculating overtime in the work week they are used.

Holiday Premium Pay

A nonexempt employee who works on a holiday will receive holiday
premium pay for all hours actually worked on that holiday at one-and- one-
half times their regular rate of pay in addition to their regular pay rate (or
two-and-one-half times their normal pay rate) if the holiday falls on a
scheduled workday. Nonexempt employees who work a holiday that does
not fall on their normally scheduled workday will also receive holiday
premium pay at one- and- one-half times their normal pay rate and will
receive eight hours of holiday leave accrual. Work hours paid as holiday
premium pay will not count as hours worked for the purpose of calculating
eligibility for overtime during the workweek that includes the holiday. Total
compensation for an employee who works on a holiday is never more than
two- and-one-half times the normal or regular rate of pay, when both the
holiday pay and holiday premium pay are taken into account.
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Exempt Employee Holiday Pay and Holiday Leave Accrual

Holiday Pay

Exempt employees who observe (that is, do not work on) a holiday that falls
on a regularly scheduled workday are paid for up to eight hours on the
holiday. These hours count as hours worked for purposes of determining
whether the exempt employee is eligible to accrue compensatory time under
the City’s policies.

Holiday Leave

Holiday hours for employees will be prorated based on their standard hours as
recorded on the job record in PeopleSoft. For example, if an employee is
listed as being on a reduced schedule in PeopleSoft and regularly scheduled
for 20 hours per week, the reduced schedule employee will receive holiday
leave at a 0.5 rate in contrast an employee who is denoted as full time in
PeopleSoft, and regularly scheduled for 40 hours per week.

Exempt employees who work on a holiday receive holiday pay for the
holiday and accrue holiday leave hours for the hours worked (up to eight
hours) at their regular rate of pay. When a holiday falls on a day an exempt
employee is regularly scheduled to be off, they accrue holiday leave for the
day.

Other Rules Affecting Holiday Pay, Holiday Premium Pay, and Holiday
Leave Accrual

In connection with holiday pay, holiday premium pay, and holiday leave
accrual policies, the City recognizes holidays on either the actual calendar
day of the holiday or the “observed” holiday. Employees are assigned to one
holiday calendar, either the actual holiday calendar or the observed holiday
calendar, by their department. The date that the holiday rules are applied is
based on the holiday calendar schedule assigned to each employee’s job
record in PeopleSoft. Please refer to the section titled Holidays in Chapter 5
for further information. Holiday premium pay can only be earned for working
on the holiday as assigned to the employee’s job record (either actual or
observed).

Only employees in positions designated as “regular full-time” or “regular
reduced schedule” are eligible for paid holidays. Holiday pay for regular
employees scheduled to work less than 40 hours in a work week receive
holiday pay at a pro-rated rate based on their schedule. Temporary and
Seasonal employees are not eligible for paid holidays.

-36-|Page

To search for specific words in this document, use the “Ctrl+F” or “Find” function.



Issued 09/27/2023

Employees may not use paid leave such as vacation, short-term sick, major
medical sick leave, holiday, personal holiday, or compensatory time on the
holiday in order to earn holiday leave. Any leave scheduled on a holiday will
not be deducted from an employee’s leave balance. An employee will receive
holiday pay instead of using leave time.

Employees on occupational injury leave or in a leave-without-pay status do
not earn holiday leave or receive holiday pay.

When an employee’s schedule includes a regular day off that falls on a
holiday, the employee will earn holiday leave hours for use at a later date.

Employees whose last day of work/date of termination is the day before an
observed holiday do not receive pay for the holiday. New employees who
begin employment on the day after a holiday do not receive pay for the
holiday.

Unapproved absences on the day before or after an observed holiday should
be handled through the City’s disciplinary process if there is a pattern of
such absences or there is reason to believe that the unapproved absence was
intentional.

Holiday leave accrual is limited to 128 hours on January 1% each year.
Employees may exceed 128 hours during the calendar year, but any hours in
excess of 128 on January 1% are forfeited. Maximum payment upon
termination of employment is 128 hours.

2.8.2 Shift Differential Pay

Eligible employees working a shift in which more than 50 percent of its duration occurs
between 4:00 p.m. and 12:00 midnight (second shift) receive shift differential pay at the rate
of 50 cents per hour. Those working a shift in which more than 50 percent of its time occurs
between 12:01 a.m. and 6 a.m. (third shift) receive shift differential pay at the rate of 75 cents per
hour. Those working a shift in which more than 50 percent of the time occurs between 6:00
a.m. and 4:00 p.m. (first shift) do not receive shift differential pay. Shift differential pay
is paid only on an assigned shift that falls within these established timeframes. If the shift
worked qualifies the employee to receive shift-differential pay, it is paid on all hours worked
in the shift. If a shift is evenly split between two of the shifts which qualify for shift
differential pay, the lower shift differential rate is paid on all hours worked in the shift.

Employees who work beyond their shift to complete work or arrive early to work their
normal schedule (both of which require supervisory approval) may receive shift differential
pay (if applicable) to be paid at their assigned regular or temporary shift’s normal rate.

Shift differential pay is not paid on Emergency Callback, Court, or Non-Emergency
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Callback time.

Shift differential pay is paid only for time actually worked during an eligible shift. Use of
any leave (including compensatory time or accrued holiday leave) does not earn shift
differential pay.

Shift differential pay is paid, if applicable, when an employee works hours for which he or
she accrues compensatory time in lieu of receiving overtime pay. Shift differential pay is not
paid when compensatory time that was earned by working during hours that qualify for
shift differential pay is used.

See HR Advisory: Shift Differential for additional information and examples of shift
differential pay.

2.8.3 Incentive and Lump-Sum Awards

Department Directors must submit proposals for incentive plans and lump sum-awards to
the Human Resources Director for review and consideration prior to any work being
performed under the proposals or any payments or awards being made.

Incentive plans may be established for the following reasons:

e Torecognize, encourage, and reward employees who provide a service or work
on mission-critical projects (of a temporary nature) beyond the normal scope
of their job or achieve results for their department that deserve a one-time
monetary or other award,

e To address critical recruitment/retention problems;

e To provide opportunity for gain sharing (a system or program designed to
monitor organizational or departmental performance and distribute a portion
of the increased revenue or cost savings to those who contributed); or

e Toaddress other issues as appropriate.

Compensation may be provided in the form of a one-time sum of money; additional
compensation for a limited, specified duration; leave time added to an employee's account; or
an award such as a hat, T-shirt, certificate/plaque of recognition, or any other award deemed
appropriate and reasonable. Monetary awards will be treated asdiscretionary.

Proposed incentive or lump-sum award plans must include the following information:

e Justification for the proposed plan (why is it necessary?);

e Describe the service, project, or achievement to be provided by covered
employees and the benefit to be realized by the department/city;

e Describe the type of the compensation/award being considered;

e Describe the criteria utilized to determine which employees should be
included in the plan or program;
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Explain how an employee becomes eligible or qualifies to receive the
pay/award;

Describe procedures, guidelines, and mechanisms to administer the plan
ensuring equity, fairness, and safeguards against its misuse; and

Identify the expected duration of the plan.

Employees receiving compensation under an approved plan must be directly responsible or
in control of outcomes; no one should be a passive recipient of other employees’ efforts.
Approved plans are subject to review no less than once annually to assess the feasibility and
appropriateness of continuing them. Approved plans may be eliminated when deemed
appropriate by the Department Director or the City Manager.

2.8.3.1

2.8.3.2

Healthy Challenge Payout

Healthy Challenge Payout refers to the Employee Wellness Incentive Program
that rewards employees for maintaining or improving their health during the
program year. By completing specific required activities, all benefit-eligible
employees will be eligible for the Wellness Award Payout Program.

Employees may earn up to $250 in wellness pay in a calendar year by
completing the required actions.

To receive the wellness pay, an employee must be an active employee in the
pay period that the pay is distributed. Employees who retire, resign, or are
involuntarily terminated after establishing eligibility for wellness pay but
before the wellness pay is distributed will not receive wellness pay.

Education/Certification Incentive Pay for Marshals

To provide incentive to Marshals (including the City Marshal and Deputy
City Marshals) to enhance their professionalism through education or
training, either education or certification pay is authorized (in addition to
normal pay). Marshals must complete their initial probation to be eligible for
Education/Certification Incentive Pay. See the Glossary for definitions of
“education” and “certification incentive pay.”

The requirements for certification established by the Texas Commission on
Law  Enforcement (TCOLE) are used as guidelines for

education/certification incentive pay.

Marshals may draw either education incentive pay or certification incentive
pay but not both.

The Education/Certification Incentive Pay Schedule for City Marshals is as
follows:
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Education Pay
e $60.00 per month — Associate Degree
$120.00 per month — Four Year Degree

Or

Certification Pay

e $30.00 per month — TCOLE intermediate certificate
$ 60.00 per month — TCOLE advanced certificate
$120.00 per month — TCOLE master certificate

Education/certification incentive payments are based upon the following
criteria:

e Completion of basic or advanced courses at an accredited college or
university.

e Attainment of higher level state certification.

e Tuition reimbursement rules governing courses taken at colleges and
universities outside of Tarrant County apply to the education
incentive pay program. The only exception is any case where a City
Marshal resides close to the school and the reimbursement was
approved by the Human Resources Department.

To qualify for incentive pay, the employee must send the verifying transcripts
and other pertinent documentation to assigned departmental personnel who
will forward them to the Human Resources HRIS/Records Division for
processing. The City Marshal’s Office is responsible for notifying the Human
Resources Department of any changes in an employee’s education or
certification level. The documentation must be submitted when the Marshal
is eligible for incentive pay.

Education/certification incentive payments are included in first paycheck of
each month, with appropriate retirement and tax deductions withheld.
Marshals may draw either education incentive pay or certification incentive
pay but not both.

Education/certification incentive payments start within one month after
the Human Resources Department is notified of a City Marshal’s
qualification for such pay. In the event there is a delay between
qualification and notification, there are no retroactive payments.

2.8.3.3 City Marshal Court Time

Deputy City Marshals earn four hours of compensatory time for court time
worked outside of the Deputy City Marshal’s scheduled beginning and ending
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work hours. To earn court time, a Deputy City Marshal must be required
to report to court at least 30 minutes before the Marshal’s normally scheduled
shift begins or stay longer than 30 minutes after the Marshal’s normally
scheduled shift ends.

2.8.3.4 Review and Evaluation of Incentive Plans

Investigations or audits of special pay plans and programs can be performed
when deemed necessary by the Internal Audit Department or the Human
Resources Director or any other individual designated by the City Manager.

2.8.4 Special Merit Increases

Special merit increases are a valuable tool available for Department Directors to reward or
recognize the truly “exceptional” employee outside the pay-for-performance cycle. The
purpose of a special merit increase is twofold:

e To retain valuable employees; and
e To recognize the long-term valuable contribution of an employee.

A Special Merit Increase request must be submitted by the employee’s Department Director
to the Human Resources Director for consideration. The request should provide sufficient
detail to allow for an objective assessment of the justification for the request. The long-term
financial impact of a special merit increase must be considered in light of the
accomplishments of the employee. The financial reward of a special merit increase is
substantial when compounded over time. The cost/benefit ratio of the special merit increase
should be considered by the Department before making a request.

Alternatives with significantly less financial impact are:

e One-time special merit lump-sum awards, discussed in the section titled
“Incentive and Lump Sum Awards.”
e Prospective merit increases limited to a specific period of time.

Employees on initial probation are ineligible for special merit increases.

If the Human Resources Director denies a request for a merit pay increase, the requesting
Department Director may request the Department’s Assistant City Manager to review the
request and either approve or deny the request after receiving input from both the Department
Director and the Human Resources Director.

2.8.5 Equity Pay

With the approval of a Department’s Assistant City Manager, a Department Director may
request the Human Resources Director to evaluate the need for equity pay adjustments
between employees within a department. The request for an equity pay evaluation must be
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based on department-wide operational or production needs and not on the perceived needs
or fairness of individual employees. Department Directors have a responsibility to avoid
creating equity issues, when possible, in the selection, promotion, and reclassification of
employees or in the reorganization of departmental functions.

2.8.6 Acting Pay

Employees temporarily assigned to work in a position with a higher salary grade than their
regular position may be paid acting pay in an amount between five and ten percent of their
current base salary or at the entry of the new salary range, whichever is more. If an
employee’s salary prior to the addition of the acting pay is higher than the entry level of the
higher position, the acting pay increase will be at least five percent.

Employees receive acting pay only for the time they are performing the duties of the higher-
level position. Employees will be qualified for acting pay (including any leave or
compensatory time used) upon their “first act up date” provided the period in which they
are “acting up” is or is reasonably expected/planned to be longer than 30 days. Departments
should not request acting pay if an “acting up” period is anticipated to be less than 30 days.
Acting pay is limited to a maximum of one year (12 months).

Requests for acting pay must be submitted by the Department Director to the Human
Resources Director or designee for approval. To be eligible for acting pay, employees must
meet the minimum qualifications of the higher position. Employees who act in a non-
supervisory position are expected to perform most, if not all, of the duties of the position.
Employees who act in a supervisory position may not have the opportunity to perform all
the duties of the position, but they must satisfactorily perform all the duties that arise.

Qualifications, assignment duration, and actual duties performed should be considered to
determine when acting pay is appropriate. Employees in on-the-job training for a higher
position are ineligible for acting pay. Department Directors of departments providing on-
the-job training should develop a method to determine when to move employees from on-
the-job training to an acting pay status.

Acting pay starts the first day of the next full pay period after the employee qualifies for
acting pay. All efforts should be made by management and Human Resources to ensure
acting pay is approved and begins timely. In cases where a delay may occur between
qualification for acting pay and approval, acting pay may be compensatedretroactively.

An employee acting in a higher position will receive the acting pay for hours worked as
well as leave and compensatory time for the entire duration of the acting assignment. At
termination, the employee is no longer in the acting capacity; the salary should be returned
to the normal rate of pay prior to paying out any accrued leave. Nonexempt employees are
paid overtime at the acting pay rate while receiving acting pay. Employees receiving acting
pay may also earn shift differential pay in addition to acting pay, if the conditions for shift
differential are satisfied. Please see the City policy regarding Shift Differential Pay above in
this chapter.
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2.8.7 Bilingual Skills Pay

Employees whose job duties require the use of bilingual skills may be eligible for additional
compensation. To be eligible for bilingual skills pay, the employee must take and pass a
language proficiency test administered by the Human Resources Department. If a language
proficiency test is not available through Human Resources, employees must provide an
appropriate certification from an accredited agency or institution to be eligible for bilingual
skills pay.

Use of verbal skills only is compensated at $100 per month. Use of writing skills is
compensated at an additional $25 per month for a total of $125 per month. The availability of
bilingual skills pay is based on the department’s need for employees with bilingual skills and
the department’s budget. Bilingual skills pay must be approved by the Department
Director.

The Human Resources Department has a list of employees who receive bilingual skills pay.
This list is available on the intranet (http://www.cfwnet.org/HR/). Upon request, employees
receiving bilingual pay are expected to assist other departments with translation. Refusal to
assist may result in the loss of bilingual pay. Bilingual pay can bediscontinued at any time at
the discretion of the Department Director or designee as long as the employee no longer uses
bilingual skills in the performance of their essential job functions.

2.8.8 Emergency Callback Pay

When an employee is called back to work an emergency after regular hours and after
leaving the job site, the employee is eligible for emergency callback pay. Employees on
call or on “standby” are not compensated with pay or compensatory time unless the
employee is actually called back and performs work, or is entitled to pay for that time under
the requirements set forth in the next section titled On Call or Standby Duty.

Both exempt and nonexempt employees can earn emergency callback pay. Nonexempt
employees will be paid at one-and-one-half times their normal rate of pay or will accrue
compensatory time at the rate of one-and-one-half times the hours worked. Exempt
employees are only eligible for compensatory time accrued at the rate of one hour per hour
worked, provided that their compensatory time balance does not exceed the 120-hour
maximum. All compensatory time earned by exempt employees which exceeds the 120-
hour maximum is forfeited.

Department Directors should maintain a consistent practice when compensating employees
for emergency callback. For nonexempt employees, Department Directors should
consistently compensate emergency callback with compensatory time or pay, but not both.

Rest periods of more than 20 minutes are not considered to be work time for emergency
callback hours.

An employee receiving acting pay receives the acting pay rate when emergency callback
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time is worked.

Emergency callback hours end when an employee’s regular shift hours begin. Employees in
a nonexempt position are paid emergency callback pay for all emergency callback hours
worked, with a minimum of two hours paid for each callback. In the event of multiple
emergency callbacks, each must be greater than two hours from the beginning of the
previous one to be eligible for another two-hour minimum. If an emergency callback
occurs within two hours from the beginning of a previous one, the subsequent callback is
considered a continuation of the previous one. Only time actually worked during emergency
callback is included in the calculation of a weekly overtime rate.

Employees on vacation should only be called back on duty in emergency circumstances.

Deputy City Marshals are compensated for no less than four hours for each emergency
callback. In the event of multiple instances of emergency callback, each instance must be
greater than four hours from the beginning of the previous call to be eligible for another
four-hour minimum. If a subsequent emergency callback occurs within four hours from the
beginning of the first callback, the subsequent callback is considered a continuation of the
original callback.

Documentation stating the need for the emergency callback must be maintained in the
department for a four-year period for possible review or audit.

2.8.9 On-Call or Standby Duty

On-call or standby duty is only compensable when an employee is so restricted by such
duty that the employee does not have free use of his or her time. These factors are usedto
determine eligibility for on-call or standby pay:

e Whether the employee has a Blackberry or city cell phone (thereby permitting
mobility).

e The required response time after receiving a call.

e  Whether the duty is absolutely mandated (no trade-offs with other employees
and no consideration of emergencies).

e Disciplinary consequences, if any, for failure to respond to a call.

Department Directors or their designees are expected to establish on-call policies that are
not so restrictive as to require compensation under the Fair Labor Standards Act or these
guidelines.

2.8.10 Longevity Pay

Longevity pay is additional compensation paid to eligible general employees for long-term,
continuous service. Eligible employees include full-time and reduced schedule employees
(employees who are regularly scheduled to work 20 or more hours per week) except those
in the following job classifications: Department Directors, employees having executive
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job family codes, and appointed officials.

After the 3rd, 4th, and 5th year of continuous service, eligible employees will receive an
additional $25 each month. Payments will be distributed on the last payday of each month.

After the 6th, 7th, and 8th year of continuous service, eligible employees will receive a
total of $50 each month. Payments will be distributed on the last pay day of each month.

After the 9th and each subsequent year of continuous service, eligible employees will receive
a total of $75 each month. Payments will be distributed on the last pay day of each month.

Longevity payments begin after the required years of continuous service have been met,
based on the most recent hire date. To receive longevity pay, the following criteria must be
met:

e An employee must complete the required years of continuous service; and
e Anemployee must be an active employee on the last day of the pay period for
which longevity pay is paid.

For employees reinstated after disciplinary action, the terms and conditions of the
reinstatement directive determine the impact, if any, upon longevity pay for these employees.

Full-time and reduced schedule employees receive longevity pay based on their authorized
position. (Examples: a twenty hour per week employee would receive 50 percent of the
longevity pay otherwise due if the employee was a forty hour per week employee; a thirty

hour per week employee would receive 75 percent of the longevity pay otherwise due if the
employee was a forty hour per week employee.)

Employees with interrupted service establish eligibility from the most recent date of
employment.

2.8.11 Uniforms/Personal Protective Equipment
2.8.11.1 Uniforms

Some City departments require employees to wear uniforms. In some cases
uniforms are provided; otherwise, a clothing allowance is provided to
purchase these items. This is determined at department discretion.

In instances where uniforms are worn solely to identify a person as a City
employee who is a member of a certain department or division, uniforms may
be issued ninety (90) days from the start of employment. In other cases where
a job safety analysis has identified a hazard that requires uniforms (e.g.,
leather boots), the equipment should be issued before the employee begins
work (please see below for more information regarding personal protective
equipment).
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For maintenance and accountability, a uniform agreement may be necessary.
The agreement, if utilized, will include terms of the organization’s clothing
allowance program. One element that must be included in all general
employees’ agreements is the financial responsibility at termination of
employment. Specifically, if an employee separates from service within six
months after uniforms are issued, the terminated employee must turn in his
or her uniforms or one-half the cost of the uniforms will be deducted from
their final paycheck. The deduction for uniforms not returned cannot reduce
the employee’s pay below minimum wage and will be adjusted as needed to
prevent this from occurring.

2.8.11.2 Personal Protective Equipment

In some cases, where a job safety analysis has identified a hazard that requires
uniforms (e.g., leather boots), employees are required to wear Personal
Protective Equipment (PPE) to protect them from job hazards. Such
equipment will be issued prior to the time the employee begins work.
Departments will either issue these items to employees or a clothing
allowance will be provided to purchase them.

For maintenance and accountability, a uniform agreement may be necessary.
Employees who separate service from the City will have no financial
responsibility for PPE.

2.9  Conditions of Pay

2.9.1 Payroll Deductions

Automatic payroll deductions can be made for legally mandated deductions and those
associated with City-sponsored programs. Automatic payroll deductions are also available
to pay membership dues for employee organizations and associations and for other City-
offered services.

See HR Advisory: Payroll Deductions for guidelines and approval requirements for payroll
deductions.

2.9.2 Recovery of Inaccurate Pay or Benefits

It is the employee's responsibility to review their payroll information and deductions for
accuracy. If an employee is overpaid, given more leave benefits than they are due, or
receives any other benefit or compensation to which they are not entitled, whether due to
error for any reason, an employee's misrepresentation, the misapplication of a policy, or an
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error in processing, the employee is expected to notify his or her Timekeeper or the
Department’s Human Resources Coordinator. The City will take steps to recover the
benefits or compensation. Likewise, any form of payroll deduction that results in an
underpayment should be reported as well.

Employees are expected to repay the City upon notification of an overpayment error.
Generally, employees are given the same amount of time to complete repayment to the City
as the time during which the error or overpayment was made, unless otherwise provided
for by agreement. For example, if an employee was overpaid for three pay periods, the
employee would have three pay periods from the date of notification to complete
repayment. Employees will not be allowed to repay the City over multiple pay periods if
such payments would cross over into another calendar year.

Attempts will be made to establish an agreed method to recover overpayments. Failure to
agree on a method may result in appropriate action initiated by the City to correct the issue,
such as payroll deductions or reductions in pay rate. Ifsuch deductions would reduce the
employee’s pay below the minimum wage, the department should consult with the
Classification and Compensation Division of the Human Resources Department. An
employee's failure to cooperate in the recovery process could result in disciplinary action
up to and including termination.

2.9.3 Deductions from Exempt Employees’ Pay

Exempt employees receive a salary that is intended to compensate them for all hours
worked for the City. While it may be subject to modification from time to time, such as
during salary reviews, an exempt employee’s salary will be a predetermined amount that

is not subject to reduction due to variations in the quality or quantity of the work
performed, except as specifically allowed by law. The City prohibits the improper pay
deductions specified in 29 CFR section 541.602(a).

Under the following circumstances, however, the City may deduct from an exempt
employee’s pay:

e For absences from work due to sickness, disability, or personal reasons when the
employee has no paid leave to use;

e To offset amounts received by an employee for jury fees, witness fees, or military
pay;

e For unpaid disciplinary suspensions of one or more full days imposed in good faith for
infractions of written workplace conduct rules;

e For penalties imposed in good faith for infractions of safety rules of major
significance;

e For weeks in which an exempt employee takes unpaid leave under the Family and
Medical Leave Act; and

e For unworked days in the initial or terminal week of employment.
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Employees’ salaries may also be reduced for certain types of deductions such as their
portion of health, dental, or life insurance premiums; state, federal, or local taxes; Medicare;
or contributions to a 457 or pension plan. Further, reducing an employee’s accrued
vacation, personal, sick, or other form of paid time off for full-or-partial-day absences for
personal reasons, sickness, or disability does not constitute an improper deduction.

It is the policy of the City of Fort Worth to accurately compensate employees in compliance
with all applicable state and federal laws. To ensure that they are properly paid for all time
worked and so that no improper deductions are made, employees must correctly report all
work time and review their pay advice to identify any errors.

If an employee believes that an improper deduction has been taken from his or her pay, he
or she should use the following reporting procedure. Ifthe employee discovers an improper
deduction within seven calendar days after the date of the relevant pay advice, he or she
should contact his or her department’s Human Resources Coordinator (HRC). If the error
is not discovered within seven calendar days of the relevant pay advice or corrected within
20 days of submission, the employee or the HRC should contact their manager or
supervisor. All improper reductions of pay in exempt employees’ compensation shouldbe
reported, regardless of when they are discovered.

Any act of retaliation against an employee who questions his or her pay is strictly
prohibited.

Reports of improper deductions will be reviewed as quickly as possible. Ifit is determined
that an improper deduction has occurred, any underpayment will be reimbursed and efforts
will be made to ensure that further improper deductions do not occur in the future.

2.9.4 Pay Following Failure to Complete Probationary Promotion

I, following a promotion, an employee is not able to perform the job successfully, and if
the employee is returned to his or her previous job or one similar, the employee’s pay is
reduced to at least the employee’s pre-promotional pay rate.

2.9.5 Final Pay at Termination or Retirement

Final pay for hours worked in a pay period before termination is directly deposited into the
employee’s primary designated account or pay card account on the pay day after the
termination ePAR is processed.

Employees who terminate before the last day of the pay period do not earn vacation or
short-term sick leave during that final pay period.

If a pay rate change other than Acting Pay occurs during the pay period in which the
employee terminates, the employee is paid his or her terminal leave pay (including
appropriate leave balances) at the pay rate in place on the date of their separation. Should
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the employee be receiving Acting Pay at termination, the Acting Pay should be ended prior
to paying out terminal leave.

Nonexempt employees are paid for accrued compensatory time at termination regardless
of the reason for the termination. Exempt employees who voluntarily terminate or retire
are paid for accrued compensatory time. Exempt employees who are involuntarily
terminated or resign in lieu of termination may be paid for accrued compensatory time at
the discretion of the Department Director in exchange for a release of claims. Employees
are not paid for unused Major Medical Sick Leave (MMSL) at the time of retirement,
resignation, or termination. Employees who are terminated before the expiration of their
initial probation (including an extension of initial probation) are not paid for unused
accrued vacation leave or short-term sick/family (STS/F) leave. The payment of any
applicable accrued hours will be made via the employee’s direct deposit information on
file at the time of separation and will be sent separately but concurrently with the
employee’s final pay check.

A final payroll advice will be mailed to the home address of the employee on file at the
time of separation.

The City can collect any money from the employee’s final pay or terminal leave payout
that is owed to the City for benefits, overpayments, and/or for any tools or equipment the
department (or City) provided that are primarily for the benefit or convenience of the City.
If the pay for the hours worked on the final paycheck is reduced to below the minimum
wage, the Law Department needs to be consulted to ensure that FLSA regulations are not
violated.

2.9.6 Prior Pay Period Adjustments for Pay or Leave Corrections

Pay, leave, and other adjustments should be made to timesheets immediately after the pay
period and up to 14 days after the end of the pay period. The reasons for adjustments must
be documented by the timekeeper/person making adjustments and maintained with payroll
records for the pertinent time reporting period. Any adjustments more than 14 days after
the end of the pay period require the review and approval of the Human Resources Director
to adjust the leave balances. The review request is submitted by the Department Director
to the Human Resources Director. Corrections or adjustments due to “clerical” or
timekeeper error do not require a waiver.

2.9.7 Daylight Saving Time Pay Considerations

When a time change occurs during an employee’s shift, the employee is paid for actual hours
worked and can use leave time to make up any time lost for a complete shift because of a time
change. Nonexempt and exempt employees assigned to an evening or night shift enter a start
and stop time for hours worked within a shift so the Daylight Saving Time Rule can accurately
adjust the time. Exempt employees not assigned to a shift report the actual hours worked.
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3. Cllassificalion

3.1 Purpose and Introduction

The purpose of this chapter is to provide guidelines on employee classifications. The City
of Fort Worth groups budgeted positions into classifications. The positions within a
classification have similar duties and responsibilities. The City treats the positions
in a classification as equivalent with regard to personnel and salary administration.

The Human Resources Department provides the classification specifications. The
specifications describe the range of duties that are performed by employees in the class.
The specifications include essential and other duties and responsibilities statements,
qualifications, and working conditions of the classification. Classification specifications
describe only the major duties and functions and are not intended to describe
specific positions in detail.

Official classification titles are used in all personnel, payroll, accounting, budget
appropriations and functional records and transactions. "Working" or "functional" job
titles may be used at the discretion of individual Department Directors; however, official
class titles must be used when processing personnel action requests (PARs). A coding
system designates each classification.

The Human Resources Director administers and maintains the classification system and
may initiate studies of individual positions, a series of positions, classifications,
occupational groupings or organizational units to maintain the integrity of the
classification system. When the need for a new classification arises, the Human
Resources Director establishes a new classification title and develops classification
specifications for the new classification.

For questions about this chapter, contact the Classification and Compensation Manager
in the Human Resources Department.

3.2 Reclassification

There may be occasions where an employee’s classification needs to be reviewed
and/or revised, such as when the employee’s duties have changed substantially due to
changes in organizational structure, staffing resources, technology, etc. The Human
Resources Director must approve any reclassifications and new classifications. This
responsibility includes conducting classification reviews, evaluating and classifying
new positions, determining the appropriate classification whenever duties of an existing
position change, and reviewing the Classification Plan to ensure equitable classification
of positions.
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Classification and position reviews are conducted upon the request of a Department
Director or Human Resources Director in a manner that is fair, equitable and objective,
taking into consideration not only the needs of the individual department but the needs and
requirements of the City as a whole.

Department Directors assist in this process by identifying any changes in the organization,
including changes in function, organizational relationships, work methods, proposed new
positions, and changes that have been, or are to be, made in the duties and responsibilities
of any departmental positions.

Allocation of positions to a classification is based on a whole job analysis that includes,
but is not limited to, consideration of the position’s required expertise, decision-making
responsibility, supervisory responsibilities, management control, contacts, physical effort,
and working conditions.

Ordinarily, employees who are in reclassified positions must meet the minimum
qualifications for the classification. At the discretion of the Department Director, an
employee might not be required to meet the minimum qualifications if the employee
has been performing the essential functions of the reclassified position at a satisfactory
level for at least six months. In this situation, the Department Director must submit a
written request for waiver of minimum qualifications to the Human Resources Director
for review and approval or denial. The Human Resources Director’s decision is final.
Refer to Chapter 2 for additional information regarding compensation and reclassification.

3.3  Reclassification Appeals

Department Directors may appeal classification recommendations made by the Human
Resources Depa