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MISSION

The Mission of the Travis County Sheriff's Otfice Civil Service Commission is to promote a quality
Office by establishing and enforcing rules and regulations that pertain to employee selection,
advancement, benefits. rights and working conditions consistent with the Office’s needs and
circumstances.



AUTHORITY

L STATUTE

Pursuant to the authority cf Section 158.031 through 158.040 of the Texas L.ocal Government Code,
the Civil Service Commission hereby adopts these rules that have the force and effect of law.

H. CONFLICT OF LAW

Nothing in these rules shall be so construed as to be in conflict with the Constitution and the laws of
the State of Texas or thz Constitution and the laws of the United States of America.



CIVIL SERVICE COMMISSION

I APPOINTMENT

The Sheriff, Commissioners Court, and District Attorney shall each appoint one person to serve as
a member. The Sheriff shall designate one of the members as Chairperson of the Commission.

II. RESPONSISBILITIES

The Commission shall adopt, publish, and enforce rules regarding selection and classification of
employees; compztitive examinations; promotions, seniority and tenure; layoffs and dismissals;
disciplinary actions; grievance procedures; and other matters relating to the selection of employees
and the procedural and substantive rights, advancement, benefits and working conditions.

II. TERMS OF OFFICE

Term of office shall be for two years except for the first Commission, which shall select one member
by the drawing of lots to serve fo: one year.

IV. VACANCY

The entity that appointed a member of the Commission whose position becomes vacant shall appoint
a person to serve the unexpired part of the member's term.

V. MEETINGS

Regular meetings ot the Civil Service Comm:ssion are held as determined by the Commission. The
meetings are open ¢ the public and the time, date, and content of such are posted in accordance with
the Open Meetings Law of the State of Texas.

VI. AGENDA ITEMS

Any employee may r2quest that the Civil Service Commission consider a matter at its regular meeting.
Such request must be submitted to the Commission in writing. The Commission will consider
whether the request falls under its authority and may place the matter on the agenda for a future
meeting. Any Commissioner may “equest that a matter be placed on the agenda for a future meeting.
If a request is receivec after an 2genda has been posted but before the scheduled meeting, the
Commission will determine whether to amend the posted agenda or include the item on an agenda
of a future meeting. An employee who has submitted a written request will be notified by the



Commission whether the request will be included on an agenda and, if so, of the date and time of the
meeting for which the item is scheduled.

Agenda items relating to developing policies and procedures set forth in the Travis County Sheriff’s
Office General Policy Manual sha'l be submitted to the Sheriff in writing at least 30 days prior to a
Civil Service Commission meeting. The Sheriff may then make a recommendation on such policies
and/or procedures to be considered by the Civil Service Commission.

VII. QUORU¥™

Two members of the Commission constitute a quorim.

VIII. STAFFING

The Commission may request funding for personnel for the efficient administration of the
Commission.

The coordinator shzll have the power and it shall be his or her duty :

A To develog and reccmmend for action by the Commission
1. rules anc regulations for the establishment and conduct of competitive exams
2. such other rules necessary to provide for the efficient administration of the
Commission.
B. To direct ail bromotional ::rocess with the Sheriff’s Office as provided within Civil Service

Commission Ruies and Regulations.

To develop and implement annual budget.

To facilitate actions and preceedings of the Commission.

To keep a!l mirutes and records of the Commission.

Prepares annua! statistical summarv regarding grievances filed.

Y O

IX. RULES OF GRDER

During meetings of the Comurission that do not address one or more specific grievances, the rules
contained in Robert's Rules of Order, Newly Revised, shall govern the Commission in all procedural
matters to which they are apnlicatle and which are not specifically dealt with in these rules.

The Commission is an administrative bedy, and particularly will not be bound by technical rules of
evidence or procedure i1 its appeais hearings.

X. SECURITY OF CI1VIL SERVICE COMMISSION MATERIALS



All materials including but not limited to exams, oral board questions, score sheets, answer sheets,
results, grievances, hearings and rules and regulations shall be secured in the office of the Civil
Service Commission, and shall be in the care and control of the Civil Service Commission
Coordinator.

n



RULES AND REGULATIONS

APPLICABILITY

The Civil Service Commission rules apply to the employees of the Sheriff’s Office that are not
specifically exempted as designated by the Sheriff.

EXEMPT EMPLOYEE?®

At the time a new Sherifl” takes office and desires to have an occupied exempt position
vacated:

Arn exempt employee who has prior continuous service up to the time of appointment
to an exempr position, is assigned to the last classified rank and/or pay range held per
Chapter 3 of this manual before accepting the exempt position.

An employee who was hired directly into the exempt position from outside the agency
is offered an assigument as an entry level peace officer, if he/she is a licensed peace
officer; an entry 'evzl ccrrections officer, if a licensed jailer; either of the two at the
employee's option, if dual certified. Ifthe employee is neither a licensed peace officer
nor a licensed jailer the employee is offered another entry level position not requiring
licensure.

When an exempt employee is demoted as noted above at the will of the Sheriff and
no pavroll slo* exists at the lower rank or range, the employee remains in the exempt
pay-2ll slot as an "uwder-fill," receiving the pay and benefits related to the new, lower
rank or range. Jmmediately upon the occurrence of a classified vacancy at the
appropriate lower rank or range, the formerly exempt employee is transferred to that
slot, releasing the <xempt slot for the Sheriff's appointment.

If at any time other than "when a new Sheriff takes office,":

1.

...the Sheriff’ designates an occupied classified position as an exempt position, the
designation cannot take effect until the position's occupant agrees in writing to the
Civil Service Commission and to the Sheriff to accept an exempt appointment.
Otherwise the Sheriff mey transfer the occupant to another equally classified position
in crder to vacete the slot before or atter the designation.

Once the Sheriff's designation of an exempt position takes effect, the appointment of
a person into the esempt position is completely at the discretion of the Sheriff.



C. Persons claiming the right to demotion for continuation of employment are entitled to occupy
the last promoted rank and,or range held per Chapter 3 of this manual before accepting the
exempt position without the selection processes otherwise required for the assignments. The
probationarv period appiies for entry level positions.

D. Except as otherwise lawtuiiy restricted, the Sheriff may demote, suspend, dismiss or transfer
any exempt employee for any reason or for no reason.

o1, ACKNOWLEDGMENT

The Civil Service Commission acl:nowledges the existence of rules, regulations, general orders,
policies and procedures of the Travis County Sheriff's Office as set forth in the General Manual
insofar as those provisio:1s do not conflict witk: any established rules, procedures, policies or practices
of the Civil Service Commissicn

Conversely, the Sheriff recogrizes tne authority, rules, regulations and procedures of the Civil Service
Commission. Furtlierrnore, it s vequired that the Sheriff submit and forward all changes and
amendments to the rules. reguletions, general orders, policies and procedures of the Travis County
Sheriff's Office o the Civi! Se*vi~e Commissicn

IV. ESTABLISHMENT

Those rules relating to the respensihilities of the Civil Service Commission are contained in the Travis
County Sheriff's Otfice General Maual. These rules have been approved by the Travis County Civil
Service Commussion for Sheriff s Office Enployees and are in effect until amended, revised or
eliminated by the Commission.

V. AMENDMENT

Amendment to the riles ray be made a* any meeting of the Civil Service Commission. All rules and
amendments shall beccme effectiv: on the date of their approval by the Commission.
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CHAPTER 1
SELECTION AND CLASSIFICATION OF EMPLOYEES

1.00 -- ORGANIZATIONAL RELATIONSHIPS

The administration desires that personnel in the various organizational positions perform and interact
in a way which best contributes to the goals of the Sheriff's Office.

1.01 -- JOB DESTRIPTIONS

Job descriptions are issued 1o perscnnel and are filed in the Sheriff's Office personnel files. The job
descriptions serve .. 1177m 2rs>nne! fred those interested in employment or reassignment what is
generally expected of & person in a particular position.

1.02 -- AUTHORITY

Authority is the lecitin vz vywor which is given to the Sheriff to manage the Office’s personnel and
other resources. The Skeriff delegates authority to other personnel as he/she believes will best serve
the Office’s goals.

1.03 -- PERSONNEFL SELECTION

The Sheriff's Office 1s an equal ovnortunity, reasonable accommodation employer. It is the policy of
the Office to fiil vecant joh posit:ons with the persons who best meet the needs of the Office. The
duties of the Sher#tas enforcer of laws requires his or her personnel to meet high ethical standards
both on and off duty. Pcrsons selected for employment must meet all applicable legal and
administrative guidelines. Thev must u~derstand that they will be employed in an organization that
has a Civil Service Commissior, which governs its employment policies and procedures. Up to ten
(10) positions des-erated tv the Sheriff are exempt from the policies and procedures of the Civil
Service Commission and continue their employment at the will of the Sheriff. All employees must
further understand *hat the Sheritf will promulgate hissher own policies and procedures which govern
the standards of performence and condoct of the Sheriff's Office personnel.
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1.040- EMPLOYMEMT
Any person desiring emplov:nent with the Sheriff's Office must first complete the application process.
1.05 -- APPLICATION PROCESS

Applicable procedures for each pesition are identified in the job description for that position under
a list of qualificatioas. The Personnel Section maintains current job descriptions on all positions. The
application nrccess mé ' include written examination, physical conditioning examination, medical
examination, interviews, oral examination, psychological fitness examination and background
examination. Not al' ofthe zhove apply to selecting applicants for all positions.

1.06 -- SUCCESSF UL COMPLLTION REQUIRED

Applicants must successfully complete each step of the application process before proceeding to the
next step. Applicaats v/l:c have no* successfully completed a step in the application process shall be
informed of their fai'er> within 2 reascnable time.

1.07 -- MEDICAY. EXAMINATION

Applicants for pertecorezicrs 2 Teer must be examined by a licensed physician and be declared
in writing to be physically sound and free from any circumstances which may adversely affect the
performance of duty. Avpl ~ants nust also be free from any trace of drug dependency or illegal drug
use, which shall be detemined by medical testing.

Non-officer applicaats raust ialso be ablz to demonstrate, through medical testing that they have no
trace of drug dependerc’ arillegil drug use.

1.08 -- PSYCHOQL OYG(CAT, FXAVINATION
Peace/Corrections Off cer 2pplicants must be examined by a Sheriff’s Office approved licensed

psychologist or psvcbiztrier and be declared in writing to be in satisfactory psychological and
emotional health to be a Pezce/Corrections Officer.


https://meciir.al

1.09 -- RESIDENCY REQUIREMENTS

Peace/Correctior:s Offizers must be citizens of the United States of America. Non-sworn personnel
must be able to demonstrate Unit=d States citizenship or provide appropriate documentation to
establish that they are legally ertitled to reside and work in the United States.

1.10 -- MISREPRESENTATIONS

Any misrepresenta‘ion <f facts >r falur= to report requested data on the application or during the
application process shali be just ca.se for rejection from the application process, or for termination,
if employment is gzired thriugh misrepresentation.

1.110- ELIGIBILITY LICT

Successful applicit1ts il he plzce: 1 on a list, from which selection for employment will be made.
Candidates listed may b2z moved cn, or removed from the list.

1.12 -- EMPLOYNMENT CFFERS

Offers for employment are cand t.oned on satisfactory completion of the medical examination (1.07),

psychological ¢xarriieior *7.08). and background ‘nvestigation. Employment is offered by the

Personnel Section only ipon approval by the Sheriff.

1.13 -- SPECIAL PR:IVISIONE FOR REHIRE AND TRANSFERS

L Those who '2ave ihe Gi¥l 2 and return within one year having already taken the Reading
Comprehersion end Writing Skills will undergo complete updated background investigation
and succesefullv coniplete the physical conditioning examination.
It is the responmbility of the background investigator to interview prior Supervisors for
recommendations on reinstatement. The TCSO Human Resources Director then recommends

or denies hi-oge of “he eprlicent.

II. Those who 122+« the, Off: Ze and return within one year who have never taken entry exams are
required 1o f2llyw applization procedures for new hires (1.05 through 1.11).

It is the resporsibility of the background investigator to interview prior Supervisors for

10



II.

IV.

VL

VIL

recommen-. aticns 0.1 reinstatement. The TCSO Human Resources Director then recommends
or denies hiring of the apylicant.

Those who leave the Of e and return after one year must follow application procedures for
new hires (1.05 through L.1I).

Those who ‘rarsfer rom one career field to another having already completed entry exam:

Tuiv in Personal istory Statement to TCSO Personnel Office.

Coninlete ar updated background investigation.

Appear betore Review Board for scoring and placement on eligibility list.

Trar<fe v,il' nzcut within two weeks ot notice given to the Captain/Director of the
diviston o w/hick the employee is leaving.

E. Excepticns mav occur as determined by the Sheriff, per Section 7.0l

Oowy

Those who transfer trom one career field to a1other having never completed the entry exam:

A Succosstily cormliete entry exams.

B. Turr: in Persona: History Statement to TCSO Personnel.

C. Complete 2 u=da*ed background investigation.

D Apoezr b efore #i2 Review Board for scoring and placement on eligibility list.

E Transfer will accur within two weeks of notice given to the Captain of the division
fron:wivch the employee is leaving.

B Exzeptiors mav occur as determined by the Sheriff, per Section 7.01.

Employees v he transfer tom one career field to another complete a one year probationary
period. If tre grobat wary period is not satisfactorily completed in the new divisional
assignment. ther the e~aloyee is eligible to return to their previous division provided that:

1. At the time of transfer the employee is in good standing.

2. Thke reesens for failing to complete probation were not related to misconduct or
Jdiscinlinary actions.

Applicant: 1 zuy narticular positions are allowed to interview before an Oral Review Board

only twice. Ap»hi-arts denied placement on the eligibility list after two (2) consecutive

interviews mev not e considered again for one (1) year.

Previous emnlayees mnayv be required to satisfactorily complete the physical examination

11



(1.07), psychological examinaticn (1.08), and background investigation..

VIII. Employees ‘whe a7 terainated or who resign in lieu of termination, are not eligible for rehire.
This directive rmav be waived only by the Sheriff.

1.14 -- CLASSIF1ICATION OF EMFLOYEES

The Travis County; sherift's 2'f%ic 2 Civil Service Commission adopts all rules established that pertain
to classification of emp!eye:s by the Commissioners Court of Travis County and cited in Travis
County Person-e! Bunzfits Guiacl'nes and Procedures Manual for all Travis County Employees,
Chapter 3; to the =xtt i iz no” inconsistent with the Civil Service Rules and Regulations Manual.

1.15 -- PROBATIONARY PERIODS
A. The purpose of the probationary period is to test the capability and willingness of the newly
hired or assizncd »rplevee to perform and to provide a set period of time in which to train

probationare it the < <ills and knowledge necessary 1o perform assigned duties.

B. Newly hired -r asegnod e~inlovees wili serve a trobationary period of one year from the date
of duty ass:gnment.

C. Appraisals are cerducted in accordance with the General Manual.
1.16 -- FAILUR]. =7 2™ ETE PROBATION

The Sheriff or his ™ e désiones at any time during the probationary period has the authority to
terminate employment.

1.17 -- NOTICE AAND APPT AL OF FAILURE TO COMPLETE PROBATION
The employee on prebacion who rsceives a notice of termination, may appeal to the Sheriff within

ten (10) days. ™ SharifT " Tave ter (10) days te review the appeal. The decision of the Sheriff
shall be final.

12


https://Appraisc1.ls

CHAPTER 2
COMPETITIVE EXAMINATIONS

2.00 -- Competitive Examinations
See Chapter 1 for information on Competitive Examinations as related to the selection process.

See Chapter 3 for nformation nn Comypetitive E faminations as related to promotional process.

13



CHAPTER®G
PROMOTIONS, SENIORITY, AND TENURE

3.00 -- PROBATIONARY PERIODS

A

The purpose of the probatiorary period s to test the capability and willingness of the newly
promoted employee to perform and to provide a set period of time in which to train
probationers in the skills and knowledge necessary to perform assigned duties. A
probationary per'cd alzo 2pplies to employees who transfer from one career field to another
(i.e. Corrections/Law Enforcement/Administration and Support). The purpose of probation
for the transferred employee is to determine his/her suitability for the position to which he/she
is transferved. 2. -rota‘icnary period will not apply to transfers within the career field or to
assignments of Peace/Corrections Officers fiom. the line to the Administration and Support
Bureau.

Length of Probaticrary Period
- Newly promotzd emp'cyees will serve a probationary period of one year.

- Emplcy=er wh 2 trausfr from one cereer field to another serve a probationary period of one
year.

- Leave time taken for family or medical leave will not be included in the calculation of the
probarionarv tericd

Appraisals of Emplovess Probationary Period

Appraisals are condrcted in accordance with the General Manual.

3.01 -- FAILURE 1O COMPLETE FPROBATION

The Sheriff or designee a1 any time during the probationary period, upon determining just cause, has
the authority to return 1ne probationer to his/her previouas rank. Just cause is documentation which
shows failure tc mee* the standaras of performance set by the Office, which includes but is not limited
to documentation which shows & lack of willingress to perform required duties, or a lack of
dependability. or a combinaticr of all.

14
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3.020- NOTICE AND APPEAL OF FAILURE TO COMPLETE PROBATION

The employee on probation who receives a notice of restum, may appeal to the Sheriff within ten (10)
working days. The Sheriff shall have ten (1C) working days to review the appeal. The decision of
the Sheriff shall be final

3.036- SENIOR OFFICER/DISPATCHER PROGRAM

It is the desire of the A vi'sireton to provide career enrichment opportunities to Corrections and
Law Enforcement Officers, and Dispatchers. It is also desired to recognize those employees who

have maintained derrounst-ated job proficiency and whose experience enhances the accomplishments
of Office goals.

3.04 -- ELIGIBILATY REQUIREMENTS

Line level Law Enforceent and Corrections Officers are required to pass the test for Senior Officer
status before comy:'eti-n of 11 (2) years of uninterrupted service.

Dispatchers are requir~d to pass tte test for Senior Dispatcher status upon completion of one (1)
year of uninterrupted sarvice.

3.05 -- SENIOR OFFICT.R'DIYFATCHER EXAMINATION

The Senior Officer/Disratzher examinations are administered and supervised under the direction of
the Civil Service Temmissicr. Eligible employees may begin testing up to six (6) months prior to
their review datz.

3.0606- SENIOR OFFICER/DISPATCHER DESIGNATION

Upon successfil zoirvlericn of 4ll eligibility requirements and providing all file documentation
reflecting normal stand:avds tor the Division and upon approval of the Division Captain or Director,
they are designated 5y their hadae as either Deputy IJ (Law Enforcement) or Officer II (Corrections)
or Senior Dispatcher

3.070- MANDATORY REQUIREMENTS FOR SENIOR OFFICER/DISPATCHER

Employees_who fail to take and/or pass the: Senior Cfficer/Dispatcher examination within the specified



time limit, are reviewed for corrective/developmental measures.

3.08 -- PROMOTIONS

The following rules establis the r’nimum c:iteria fcr placement on the eligibility list for Dispatch
Supervisor, Corrections Sargeant, Corrections Lieutenant, Law Enforcement, Detective, Law

Enforcement Sergeant and Law Enforcement Lieutenant. 2 i f\
} iﬁigx A
3.08.001 Applicants for promoticn to the next highest rank must have served at least two years

of unint2rrapted service in their current rank, immediately preceding the first day of
tho menth in whith the examination s administered. Leave time taken for family or
redizal teave will not be considered an interruption of service.

Disnarc Swercisur applicants must also be a Senior Dispatcher, or must hold an
in*ernediate o advanced TCLEOSE Dispatcher certification or an equivalent
nationally reccgnized dispatchzr certification.  If the applicant has less than the
requires twe vears aninterminted service, but has previous experience as a dispatcher
or distizh wonerdisor. he or she must have the recommendation of their current
sunerv Cthe communications manager. and division captain.

3.08.002 Notice 214 Precedures

A Nctice o nromet anal beards will be posted at least 120 days in advance. Candidates
Aesiring to perticipate in the moornotiona! process must notify their supervisor and the
Civil Sewi~e Corarpission in writing no later than 60 days prior to the scheduled tests.
Onee ~~irlen. the supervisor must see thar a current evaluation is completed within
six moeths p~or t- the hoard. The Employee Development Folder is updated and
bota shall be forwardea to the Civil Service Commission before the boards are
schadul=d “c¢ h>gin. It is the responsibility of the candidate to ensure his or her
elighiliiv raquitements have bzen met in accordance with the Civil Service
Commis ien’s Rues and Regulations. Candidates are advised to retain a copy of the
wrilien cotice * participate that zcknowledzes the date it was received by either their
sunervicor or the Civil Service Commission.

B. The wiritren teet will be admuristered at least ten (10) days prior to the oral
axanurktion. The written examination requires a minimum score of 70 based upon
~ tot: | ware of 100 points in crder for the candidate to be eligible to proceed to the
oral infer.ew phase of the promorional selection process. The test will be
anintered o cler the same environmentel conditions for all candidates. Testing
dpdv ard e 1010 be set by the Test Administrator. The Test Administrator may,

16
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for .01 ~ause provide an alternative or make-up exam for individuals not testing
ULyt cezela, scheduled examination times.

A Test Review Commiitee consisting of any combination of Majors, Captains,
Directors, and Lieutenants from the respective bureaus will review all questions and
anaw ers bafore the test is administered for clarity, accuracy, and relevance, and make
any nzeced revisions.

A cardider> may “le an appeal regarding ary question on the exam. To do so, he or
she et fo3t anmaeis the questica. Atter completion of the exam the candidate must
submit his or her appeal to the Civil Service Commission Office in writing no later
than 5 p.or. on the second working day after the exam. The applicant appealing the
test question will emain anenymecus to the Test Review Committee members. Such
quasticn; vill than be reviewed by any Test Review Committee member(s) after the
axars bu” be‘ore the test scores are posted. Should any change be approved, it will
oe n.ads acrzss the board to all those testing.

e roosuet B the enphionct, the Civil Service Commission or its designee will
infcr the apokicant as to how many questions were missed in each category. A
reviewy 9 the test and enswer sheet by the candidate is not permitted.

To deterrine eligibility for the candidate to proceed to the oral interview phase the
wrirer zueination score will be combined with years of service credit, Corrections

zla Training C™zer points, and cellege/TCLEOSE licensure points to determine
each card’dev=’s ~eliminary score. Dispatch Supervisor applicants do not receive
neintg Ty TOTEOSE Yeensne Law E-forcement applicants do not receive Field
Triaining Otfcar coedit

After yeare of service credit. Field Training Officer credit, and college/TCLEOSE
Uearsyea poine nove beer acded according to the above, the top ten (10) candidates
For eact renk 2nd ~myone within ten (10 ) points of the highest preliminary score will
he ity ntalviewer] for placement on the respective eligibility list. These
candida s wil' be nrovided in writing with the date and time of their oral examination,
=nr ~ i afihzee candi Jeter and their oral examination times will be posted. No oral
beas w1 be requived in a case where only one person has passed the promotional
test for a particiler rank, and that person has already acquired a minimum of 50% of
the aggregate total nossible score

The Enmplavment Develnpreent Folder ead Personnel File for each candidate shall be
mac » wviilable £+ board members to review.

e
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Cendidzte Review Board interviews should be approximately thirty minutes in
duratior. s¢!l b audio taped, and shell be conducted under the same environmental
coruticus folel sandicates. Review Boards will be proctored by the Civil Service
Commiction designze.

A mnimuin of Gve (5) board members are required to convene the board.

Balloting by members of the Candidate Review Board shall not be discussed among
“he part-iparts a0l all ballote on thet candidate have been turned in to the proctor.
If *he -erdicfe-» -ecuests euch. ccmpleted score sheets and audio tape shall be
esmitst oo +he proctor in che candidete’s presence at the conclusion of the
‘ntervier The computation shail be done by the proctor. For each candidate before
the bee @ the nroctor shall droo the highest and lowest scores and shall take an
evearaze 7 ks remaining scorss to determine the final score for that candidate. The
cassette and score sheets will oe ~2tained by the Civil Service Commission for a period
of 3t least 90 davs.

Aterce s nteriew bosrd members shdll be present at all oral examinations.
Alree e gl war marticipete 'n discussions but will maintain their own notes and
scorna of e candidate. 1fen aternate i called to replace a regularly seated board
aen ber, the slictoate wiil corplete the reimamning oral examinations in the place of
the requlal Lo d member rarticinatirg fix'ly in those examinations. The alternate’s
scor'ng for all candioates will be substizuted for those of the board member being
r:p'aces)

The Erdff Chiet Denury and Major over that bureau may elect at any time to
ri tignaty ke Tandidate Review Board so long as final makeup of that board
reaing tie spme for ezch candidate reviewed.

Longeviy coirrs wall he averdad ore £1) point per year up to ten (10) years.
Lonveviiy wiitha =zleplated = em date of hire to the date immediately preceding the
fire: dav of the month in which the written examination is administered.

Procr s the admi visteation of the writt2n exam, the Travis County Sheriff’s Office will
vrovide o the Tivil Sewvice Commission Coordinator each candidate’s calculated
oty teirte hased nr eriteriz in item “K”

Coll=hee T EOSE credis shall oe awarded using the following criteria. Licensure
requirerrepib st be et viier to the fret day of the month in which the written
examietior ¢ administered


https://t:,ft'.12

30 - 60 college hours™ or Basic Peace Officer Certification..................c........ 2 points
61 - 89 college hours™ or Intermediate Jailer/Peace Officer Certification........ 4 points

90 or more college hours™ but less than Bachelor’s Degree.......................... 6 points
Bachelor’s Degree or Advanced Jailer/Peace Officer Certification.............. 8 points

Master’s Degree or Master Jailer/Peace Officer Certification.................... 10 points
Doctoral DEGIee...........coooiii i, 12 points

Points are assigned for the highest level attained by a person in one (1) category only.
Applicants for promotion within the Law Enforcement bureau may not receive points
for Jailer certification levels. Applicants for promotion within the Corrections bureau
may not receive points for Peace Officer certification levels.

*College hours will be considered only if college credit was granted for them by the
institution attended.

A maximum of 1 point may be accrued for service as a Corrections Field Training
Officer and may be added to an applicant’s overall score during promotional testing
for Corrections Sergeant. Points may be used in 2 or in 1 whole point increments.
A Field Training Officer who continues in good standing may use the promotional
point (maximum of 1 point) for eacii subsequent promotional test for Corrections
Sergeant and will not lose accrued points for testing purposes as long as the member
is a practicing FTO. Points for oromotion will be accrued in!’2 point increments for
each year worked as a practicing FTC. Total accrual will not exceed 1 point,
regardless of time spent as an FTQO. Time will be accrued in whole years of FTO
service only. Time spent as an FTO in parts of years will not be counted as a
promotional point. Staff members who resign from the FTO Program in lieu of
removal by disciplinary action or who are removed from the FTO program through
disciplinary action shall lose any accumulated promotional point and shall not be
allowed to use it in any part for testing purposes. Staff members who are involuntarily
transferred from an assignmeni and are no longer an FTO or who resign in good
standing may use the accrued promotional %2 or whole point for a one time only
addition to his/her overall score in an approved promotional process. The point or
¥, point must be used in the next avzilable test time after severance from the FTO
program. Corrections Field Training Officer points must have been earned prior to
the first day of the month in which the written examination is administered.

In the event of a tie on the final raw score, longevity (hire date) will be used as the
preliminary tie breaker with the wriften test score as the next resort if necessary.

Placement on the eligibility list will be determined by the total number of points

accumulated from the written test. the oral review board, longevity credit,
college/TCLEOSE credits, and FTO points, were applicable.. Minimum score for
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3.08.003

be 530%n f'the eoaregare totrl possibie score.

Cand: latos ey oise roceive additional cons'deration for specialized skills or diversity.
Thz Sherdl nay eppiy these conside2tons to the top three numerically ranked
cand:ares o e hist until chose e are selected; then he/she shall have that
consiernion or the next three candidates.

Promorionai Frocess Reslts - Within three (3) working days of the completion of the
oromciiousi proseis. the Tivit Service Cormmission will submit all final scores to the
Sheriit tor review and posting, and individual scores will be available for the
saadifl~o ez e the Civil Servize Commission Office.

Al picmor s o be omeoe sabjest oo the administration of a psychological
examinatl on et tha 2zgis ofan Crf o2 approved Psychologist or Psychiatrist.

Seoring Criteria.

Maximum points

Wirittan Tast 100 points
O’_q]‘ = _..I,,.:i 50 pOlntS
Long ity 10 points

Corll oy 70 F 5

Corracsivan

12 points
1 point

bl

Law Enfoccemnent Total Pessiole Score 172 points
Comruptions T 2} Possible Score 173 points

TANDLIA TS REVIEW BOARD (59 points)

Appaarines 4 points
Weigtar s caton Skl 5 points
Oral Coraruln’cz1idn Skills 5 points
Srtulional deasamng Scenao #! S points
Situationn! Reosoning Scenario #2 5 points
Lifetime Experience 3 points
uree 2% done Siiccicona £ 5 points
Human Re'asions Situational #2 5 points
Fratoyart (TCSO History) < nonts
LR R Sl TR T St by L eningg
Tnitiaive Jpumts
Total 50 points
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B. WRITTTN TEST

DEYECTLIVE
Pclicy/Direcaves, Civil Service
Coroagsion Fa' e & Rega'ations 19 points

Irvestior v e Procedures dncluding bt no: limited to Penal Code, Code of Criminal
Trozede o) B0 o code T eparation Raview, and analysis of Offense Reports,
Sterdhicoms [Fohdile Cause Affidavits, Complaints and other documents pertinent to
Criminal Tavestioations)

90 nnints

TOTA 100 POINTS
SPRGEAN TN TUTENANT
oo Ty ;"7', :u.l e
- \- s :‘ e . e
Corrinie b Tl & Rlsguletions 25 naints Applies to both Bureaus
Supeaw 5iny ¥ ’1' "aanal 20 points Applies to both Bureaus
Ja'l Staddar's 20 noints Applies to Corrections
Penal Code 15 points Applies to Corrections
245 seints Applies to Law Enforcement
Code of Criniinz! Procedures 20 points Applies to both Bureaus
T-affcR o 15 points Applies to Law Enforcement
g4 LS. 160 OINTS
g £ SLELRVISOR
Policy Manual 0 oints
Civd Serv.ze Maoal V1) 0ot
Stre—iaeoy Seady Materal 20 noints
NOLC T S e (% points
Divetiives 30 yents
PIN Cores 15 points
TN AL 100 POINTS

3.08.004 RN BN

A. LT A RIS
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1. £ members of the Detective Review Board will be licensed Commissioned
Cunen Unfleers, serving in the Law Enforcement Bureau or in an

PN

A minist-avon and Suoport Burew': function from Law Enforcement.

Pk \arbers of the € andidate Review Board will consist of:
Or.e Caprain
Tvoo Tieatonants
Tian Qaroing
T

v Detantives

Guidelines for selection to the Candidate Review Board:

el

Lroleest twa (2) of the supervisors must be supervising officers
corsucting criminal investications at the time of the board.

“.isqum rank of Decective with the Travis County Sheriff’s Office.

v o bosri covror be convened under these rules, the Sheriff has the
discretiz. ¢ erpoint a suvstitute to the unfilled position(s) on the
board.

4 Salactior 2Fthe Ros~d Members:

.

o [y Erfreement Bureau Captain will collectively select two (2)
Tienrenasts frern within the Law Enforcement Bureau.

(W3

e eopounted Lieuterants chall appoint one (1) Sergeant from with
% Law Snforcement Bureau and two (2) Detectives.

The Lav Z-foccement Pureau Captains will collectively select two
(2) alternate members for zmergency purposes.

B. SERGEAMNT

1. Al mer cers of the Sergeents Board will be licensed Officers from the
respecti = Burea. for which the apolicant is testing, serving in that Bureau or
i the Administration and Support Bureau function from that Bureau.

2 Vienrhers of the Can liaa*e Revievy Board will consist of:
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Tv.o Lientznants
Sour Sevgzeants

3. Guidelines for seiection to the Candidate Review Board:

Viiiaun of one (1) vear in current supervisory rank with the Travis County

shentt’s Gtiice. Leave ume taken for family or medical leave will not be
“acluded i the ca'culaiion of the one (1) year.

T board canro be cenvened under these rules the Sheriff has the discretion
clapsomr a substitute to the unfilled positions on the board.

4. Selection of Board Members:

The resnective Bureru Division Captains will collectively select the
{0 (2) Lieuwtenauts from wicthin his/her respective bureau.

s appointed Lisuteasnt shall appoint two (2) Sergeants from within
~infler senrective hurest,

<. Tra Divisicn Jureaw Captains shall collectively select two (2) alternate
w:erebers tor emergency purposes.

C.  LIECEIERANT

1. S merrrovg of the Licutenars Review Board will be licensed Officers from
“he resprerive Buraee for whisl the applicant is testing, serving in that Bureau
or in an Administration and Support Bureau function from that Bureau.

2. Verihe of the Candidate Review Board will consist of:

e Centams

[Four Lieutenant:s
3. dalin for sslection 1o ~he Candidate Review Board:

Viniinum of ene (1) vear in current supervisory rank with the Travis County
her™®s Office. [Leeve time taken for medical leave will not be included in the
~clcuation of the one (J) vear.

1 . 0 0
2 soard canntt be convened under these rules, the Sheriff has the discretion

(Y



cpreomn dlsubstitare to the unfilled position(s) on the board.

4. Salecrior. of Board Members:

“he Purezi Major vill sel: ot the Captains.

b. The respective Bureaa Captains will each select two (2) Lieutenants.
c The respective Bureau Captains will collectively select two (2)

~ teriate members for emergency purposes.
D. DISPATCH STIPERVISOR

1. \"urders of the Dispatch Supervisor Review Board may be from the Support,
Caw b oocesment, o Correstione Bureau.

2. “Member . cf the Candidate Review Board will consist of:
T Commuaicz rions Manager
Trve Liztwienen roer 2zuivalent civilian supervisor)
e Sergeants for 2quuvalent civiiian supervisor)
z radelr s Par seracton to the Cen Hdate Review Board:
Ao cf oee () w23 in current supervisory rank with the Travis County
sherifi™s Oiffice Lzsve tim2 taken for family or medical leave will not be

1 ada? e cocalaiion of the one (1) year.

2 koeed cennot oe eonvansd urader these rules, the Sheriff has the discretion
¢ axzory = sabwiitute to the uniii'ed position(s) on the board.

4. Selection of Boaro Members:
2 T Conplunizotare Nanager shall appoint one (1) Lieutenant or a
:0mnatania Cvilian supervicor of the same pay range.
¥ The Lienzenant shall seiect the three Sergeants or comparable civilian

Liperviso e of the sarie pav range.
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¥ “Tov Comrwonications Manager and the Lieutenant will collectively
s2laectwo (2 attencte menbers for emergency purposes.
Neonore than two (25 civilian supervisors may serve on a review
Lonid al eny onz tine.

3.08.005 THE E_1GIBILITY LiSTS THUS ESTABLISHED FROM THE ABOVE
PROCESS WYLY. BE IN EFFECT FOR ONE YEAR FOLLOWING THE
DATE 'T IS ».o2TARL°SHFED. 847D LIST WILL BE POSTED LISTING
THOSE ELICTT.F FOR PRONVCTIIN RANKED IN NUMERICALLY
SCORED QR

3.08.006 Wier a nromaorional 'ist i3 esteblished, and a position is available or has been
approved vy e Corminissioners Court, the Sheriff shall, within thirty (30)
cass C2dfanae . emplyyez frem the eligibility list in accordance with
Szctios 3.08 1o il the evar'able or approved position. Once designated, the
spopleyes bal' e ovoi'ed 1y sieh position without regard to when such
powict '« Tilag byl vl boat rzear ! o the promotional list that is in effect at
Yeane v pesiton iz oitimately filied.



CHIAPTER 4
EAYOFFS AND DISMISSALS

4.00 -- REDUCTION [N FORCE (LAYDKIEES)

A reduction in force is 2 ¢ecrease in the number of e nployees authorized, or decrease in the number
of employees in a specific classification cesalting from a discontinuance of service, organizational
changes, functional reas:i;niments oftasks o1 <1 g 1 fi nds authorized; and, is not to be considered
a disciplinary actior.

Changes in position zutherizetion required in a reduction in force will be determined by
Commissioners Coart ¢ 1 vl He iviioned 7 vhe crdered reduction of budgeted funds, or the
reduction of autherized positicns by the defetion of budgeted positions by position number in a
specific bureau/divizior:.

Whenever possible, emilovess dcoupyicy ~acitirne 1~ he deleted due to a reduction in force in one
County bureau/division or office shell be referred for reassignment to other position openings for
which they are qualified in the sanie or other division/oflices. This action will be coordinated through
Travis County and the Travis Courrty Sheriffs Oftice Personnel Section.

Length of service of an exp'oyae! Todirclushon i layof¥ ratings, shall be based upon the number of
calendar months of ~on“1uious Civis Count Sherifs Office service. Leave time taken for military,
family or medical leave will not > : includzd in ihe calculation of the length of service and will not be
considered a break in the ro-tiier g ee=ize  Berio e nf absence on leave without pay for any other
purpose shall be considerza ¢ break in ~he conti-ucus service. Any employee laid off shall, after
timely reinstatemen”. regain cevic ity paisessed ot the ure of layoff.

4.01 -- ORDER OF LAYOF, TR REINCTION

. . . J o X . . . 3
Employees in the classificd servize spall be 12id of or reduced in rank on the basis of inverse order
of seniority.

All promotional rank in tre classit'ed sariiee, 1. euteanant, Sergeant, Detective and Senior Officer,
shall be reduced to *he n=yt Io 7e= rank vpril b sh:rtage of positions is adjusted.

If seniority is the same. e vz 0o el i the oviginal eligibility list is the first laid off.

d



4.020- REINSTATEMINT 1078

The names of employers 127~ 2™ or derrcted in accordance with this rule shall be entered on a list in
the inverse order of their laying off or reduction of rank.

A background investigation will ~0* be ~onducted on a reinstated employee. As a matter of
procedure, in-service treizing wi'' he ottered to the reinstated employee.

Any new certificatioris - pryociiors in the affected class will come from the appropriate

reinstatement list, if any, without regard to tae current eligibility list until the reinstatement list is
depleted.

Any employee rsfusing reinstatement to the classified service or promotion to previous rank shall be
dropped from the reins‘aie me~t s

Any employee scoring 'below staadard” on his‘her last two performance appraisals shall not be
eligible to be placed o1 3 =215 ~*w-ent Tigt

Any employee 1efusing to accer:t reduiction i1 rank during layoff and terminating his/her employment
shall not be eligible for placement uoon = reinstatement list.

4.03 -- RESIGNA™IC ¥

An employee, whe desues 0 resien n geed standing witk the Sheriff's Office!, shall submit his/her
written resignation to hW'~/her « »~>viegr and the Snerif's Personnel Section and, except for good
cause shown, give at leest 1.vo (2) weeks notice of his/her intention to leave the organization.

4.04 -- DISMISSAL

An employee may be a'st cissed om the Sherifl s Office for just cause as identified in Chapter S of
these rules.

a9
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CHAPTLER!S
DISCIFLINARY ACTIONS

5.00!-- DISCIPLINARY ACTIONS AND CORRECTIVE/DEVELOPMENTAL MEASURES

The administrazion desires to e-courage progress :oward the accomplishment of Office goals, and
policy purposes. and to encourage comphance with Office rules. Disciplinary actions are sometimes
necessary to correct actions or omssicrs vwhich are v-consistent with the goals, policies, and rules.
Hereafter such actions ~r omissio ,s o+ ¢ referred 1o as violations.

The procedures related 10 this policy are nrovided to guide supervisors in their determination of
violations, and i “I:zir wlectio o disco! vy ectiore ¢ - recommended actions which are necessary
to deter repeated incidents by the violator or other employees or which is necessary to maintain the
integrity and covripnit ~2sperr for th: Qffice

5.01 -- DETERMINA " G 28 VIO ATI0OMS

Violations include any actior o inaction which unnecessarily inhibits the accomplishment of (or
progress toward) tse accomaiishvent ¢f an Office goal. or policy purpose, or which violates a rule.
The determination ¢4 icl#tic~ 5 usvilly made o on employee's immediate supervisor. Prior to
making such determina:ict. the suzerviser shall be carefial to consider all reasonably attainable
information and avaid =tring bsfher personal feelings (positive or negative) about the subordinate
interfere with his/her judgment

5.02 -- SUSPECTED ClIMINAL ACTS

An employee who is arrasted ¢~ involvnd in 2 situetion requiring inquiry from law enforcement
authorities for #'lex2d ~-iminal aciivite =Y2f! notifis his’her nrunediate supervisor within 24 hours of
the incident and previde the facos celited to the incident

Once notified, the supe-vizor <l inmediately notify the Sheriff or his/her designated substitute, and

is governed by his/her insirvctioss  Prior to the Skeriff's or his/her designee's presence, the legal
rights of such saspecisi cnpicoee sl Ve ensured as any other criminal suspect.

28



5.03!-- ALTERNATIVE DISCIPLINARY ACTIONS AND CORRECTIVE/
DEVELOPMENTAL MiEASURES

Alternative actions inch:ce

1. Counseling or trainiag.

2. Oral reprimand.

3. Coachinigg report

4. Atz vip ena

5. Rzl o dudy ending oiher reccranmendation).
6. Suspension witncut pay.

7. Add™iona probation of position for up to one year.
8. Derotin

9. Disnnssal.

10. Crimvnal cherges.

Once a supervisor has Jeterr-rof tha- his/her snbordinate is responsible for a violation, and
recommends actic~ o*i:r ‘Lo covaeling or training, oral reprimand or coaching report, he/she
reports the violation ar’ -z czivicindation to the Sheriff or his/her designee orally or in writing.

5.04 -- REVIEW O DVCOMMENDED ACTION

The Sheriff or his/kar A zee reviews all recomrmendetions, and decides what disciplinary action,
if any, to take.

5.05 -- EMERGENTT 407V H™NS

A supervisor oy relieve a suzordinate frora duty when he/she believes that employee's continued
presence is danyro w0 daneeThersal’ e othess, o that his/her presence constitutes interference
with the effective operz<ions ot the Office; e.g. someone is intoxicated while on duty. Extreme care
is exercised in makiny tyic decision, 2nd te superviser taking such actionimmediately notifies his/her
SUpErvisor.

5.06 -- CORRSCTIVE/YWY T OPMENTAL MEASURES

Counseling or trairing (written ¢r oral is the most praferred means of correcting and developing
behavior, and i+ weed wit 2p ol perving believes suien 2ceiion 1s adequate to fulfill the purposes
expressed in 5.00.
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Oral reprimand: i1 .iv: 5 o.ddc, botooo xore stei'y @liunistered to emphasize the seriousness of
the violation and/or ne:d for furure avoidance of the violation.

Additional probation of position may be imposed by the Chief Deputy or Sheriff for up to one year
when documented work perferivance is inadequate, apparently due to a lack of skill, ability or
dedication to cuty. T.25 - .. taken for family or medical leave will not be included in the
calculation of probatio=ary tiir.e.

5.07 -- DISCITLYY .10 « e77) yyg

Written reprimands are: used when the lieutenant/supervisor believes a corrective measure will be
inadequate to acomplish il:e purposes. of £.00. The recommendation of a written reprimand should
include the proposed vritteri repsimarid, and is cent to ‘he next higher organizational level for
approval.

Recommendations for suspers:on without pay are made for one or more days based on what the
recommending s selle os b nezomplish the nurpose of 5.00. The Chief Deputy reviews
such recommendations. and decides to .aphold, modity or deny them. If he/she agrees with the
recommendatic™ £o suspend, he'she may modify it 1o inclade more or less days; he/she then sets the
time when the sv=rens s <Fovld axcur ' a manrer which will best serve the Office, and informs all
concerned perserre!  If ke Chief Deputy deries the racoirmendation, he/she notifies the supervisor
and the employ=¢ that -3 +c < disciolined.

Recommendaticns fur d*netizn e miide by a lieuzenant/s..pervisor when he/she believes this action
is necessary to ~oenon' R v e evpraseed in T 00 The Chief Deputy, if he/she concurs with
the recommenc=tion. set> 21 ¢ffactive date for derotion and informs concerned parties. Persons
demoted may be placed in tliz last rank beld or anv 'esser in:luded rank that was created after he/she
promoted past it ner “harter 2 of this manuai  Examole: Person promotes from Deputy II to
Detective to Sergeant. Fe is later revievied for demotion 2nd a rank of Deputy I1I was created while

he was a Detective H= ran be demoted to the rank of Deputy II, Deputy III, or Detective.

Recommendations for diemiseal ara meada by a licuteasnt/supervisor when he/she believes this action
is necessary to ~ceomnic’ e ~oeange avnrassec’ 71 3 05, "he Chief Deputy, if he/she concurs with
the recommenceticr. s<ic an eflective d2te for termiration and informs concerned parties.

Criminal charges ar~ filc:d a: directed by the Skeritt atrer reporting and handling in accordance with
5.02.

Supervisors, including i Sheritf, imay iatervene at any time on matters under disciplinary review
within that supervisar's chai~ 2t convmend
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All disciplinary actions 272 folwarded to the Perzonnel Section to be included in the Personnel File.
Only the Sheriff has the a.ho~*y to remove cocumentation of disciplinary actions from the
Personnel File.

5.08 -- APPEAY S
Appeals procec.res are zddress2d in Chzpter 5 anc 1ts procedures.
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CHAPTER 6
GRIEVANCE PROCEDURES

6.00 -- GRIEVANCES

It is the policy of the Office that grievarces are dealt with directly, quickly and fairly. It is recognized
that occasions or events raay occur when an employee believes, rightly or wrongly, that a condition
of employment or decision affecting him/her is unjust or inequitable. It is important to employee
morale and the maincenarce ot Office teaniwark thi:t these complaints be resolved.

6.01 -- SUPERVISORY RESOLUTION

Within ten (10) working days of the action or inaction giving rise to the grievance, the employee
presents the grievance i writing to his/her superviser, unless by written agreement of both parties
waiving such deadlinzs - for goed cause shown te the Commission. The supervisor responds to the
problem as soor: 2s practical, “ut i no case is that more than ten (10) working days. Failure of the
supervisor to respond shall be deemed o denizt ~f the grievance. In a circumstance where the
supervisor is the subject of the grievance, the emplyi ee may choose to take his/her grievance to the
next higher euthorivs (6 22°.

6.02 -- APPEAL BEYOND IMMEDIATE SUPFRYISOR

If the grievance is "0t satisfecteri'y resolved unde - .01, or if the grievance involves the complaining
party's supervisor tle er-rloyea presents the grievance m writing directly to the next higher authority
within ten (10) wnitzing 2avs of having eceived a ~:su0nse from the previous level of supervision.
Supervisors receivirg such grievences use all ‘2asonably available information to evaluate the
problem and infann -2 complairing party of their decision regarding resolution of the grievance
within ten (10) working cavs.

Personnel who are not catisiied at this point, but who have not yet reached the Bureau Captain or
Director, mey contirie cer ving their grievance tn th= next higher level of supervision. In each case
the appeal must be suhrritted in vriting witow ten (19) working days after the response of the
previous leve! cf sunervision. Sunenvisors receving such complaints use all reasonably available
information to evaluate rhe problem and inform the convlaining party of their decision regarding
resolution of thz grievence within ten (10} working cays



6.03 -- INTRA-OXFICE APPEAL

Grievances not reso!ved ic the satisfaction of'the cnmiplaining party at the Captain/Director level may
be appealed to thz Majci of their Bureau. If not iesclved, the complaining party may then appeal in
writing, within :en (10 «. crking deyvs, te the Tivef fhevuty. Ifa grievance reaches the level of Chief
Deputy, the Chief has i35 working days ) answai tue grigvance in writing, Following that appeal,
the aggrieved party may. within en (10) wovking devs. ap seal in writing, to the Sheriff. The Sheriff
will have 20 workirg days to respond to any gricvances below that of a termination. In the case of
a termination, *hz Sheri™ will “ave 30 working days to provide a written answer to the employee.
If a written response is not received within the allotted time then the decision is assumed to have
been affirmed cn “h2 previoas l2ve” Except for marters uader the jurisdiction of the Commission,
decisions by the Sheiff e firzl

6.04 -- APPEAG.S BEVOND TTI(EL SHERIFF

Only matters ui.de- *he: Civi! Szrice Corrmissicn anthority as indicated in Article 158.035 of the
Local Governreat {ord: are apaet'able beyond vhe Sherift,
p )

An employee whe. nder the fina' decision of the Cornmiesicn, is demoted, suspended, or removed
from a position ey aursal the docision by filing 2 tetizion in a district court of the County, no later
than the 30th day &ftzr tha dav the lecision s issued. An eppeal under this system is tried de novo.

6.0S -- APPEALS PURPOSE

The purpose cf ar avrea! rrecedure 1o the Commissior is to provide a further recourse to the
Disciplinary Actior or Grievance Policies contained in these rules. The Commission Chairperson or
his/her designee v/l cherr “he 2pueals nrocesdings.

6.06 -- APPEALS RESOLUTION PROCENLR

An employee kas the r'ghit “o apneal the Sherifl's final decision relating to a disciplinary action or
grievance to the 2xtent provided i+ Article (58.(35. A notice in writing stating the reason for the
appeal must be re~eived hy the Corrmission witnin ten (10Y working days after the employee receives
written notice of the Jdicciphinary d:cizsion or written rotice ~f the Sheriff's decision on their grievance.

The grievance shall include the flowing information:

®  Grievan’s (une, cdfess ant e o b

» Cause for grievance

= Desired relief reruesi=d

= Copies of anyv grievarces and raspeaises reeived {ron grievant’s chain of command.

Upon receipt of the writtzn not'ce by the Commission's designee, the Commission has ten (10)
working days to conduct any further investigatizn or to determine if a hearing is warranted and to

3t
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make such decision knewr, in writing, o the emplovee. 1f a hearing is warranted, the Commission
will conduct a hzatirg /'thin six rmonths of receipt of the appeal unless waived for good cause as

o

detemined by the € ommissior.

The employee or SherT mz, oc epreseatad by councsl or a person of their choice before the
Commission.

During the heain., the zmp'ovee sves's hit/lier o 3¢ fivse. The Sheriff then presents his/her case.
Then the emplc ve2 may present & -ebuttil. The Commission may then question either side for further
clarification. A" :ea-iir 2, s swesra testmony..

All character witness testimony w.l! be submittes in the form of letters with a four letter maximum
per appellan*.

At least ten (10} working days before the hiearing. the employee and the Sheriff shall exchange lists
of witnesses 0 5¢ celled nd docoreents o2 he ¢fforec. Upon request by either party the Commission
may shorten th's ti2 upon showiry of 3000 220¢e No witness may be heard and no documents
received into e ‘idence rless they ore mn tha oxchangec lists. Upon showing of good cause for not
timely listing <12 cffered evidence the Comir.issior may Jecide to allow additional evidence.

All hearings are tape re¢srded or rranserited

The Commission shail ~2nder al;=14! (l(?‘?ii'si(]?‘: v wriding o the employee and the Sheriff within five
(5) working da, laftar she apd ~#aa e e

The Commiss or vy utha A th= Lcintivzre actinn < f the Sheriff, modify disciplinary action as it may
deem appronrizte o1 grant the ralef requessed by tire arpeal. In no case shall the Commission
increase the severitv of -he discipivary action.

If the demoted, suspended or remcved emplovee is restored to his or her position by order of the
Commission. he ~r ske shall vere've campeasaticn of selary and benefits accumulated as the
Commissior. deers apy—oride

6,07 -- USE CF SEBP AR g8

The Civil Servi.e » omur Jisic « Pan he svnhoritv t compel any witness to appear and give testimony
at an appeals resolution hearing

The employee 1nd’or the Sherr'f v ay remjest that eubpoena be issued for any individual who has
material facts or crther ~elevent irobdreqdon which would have a bearing on the outcome of the
grievance. The pariy requesting hat subpoena 1ssue shali be responsible for providing the name,
current home o tusi € w02 0r2 s and welephone mamber(s) for each potential witness. Once issued,
either party is entit.2d to i:ly ol 1l suoncena to compel attendance of an individual listed thereon.

a4
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Subpoenas wil" be issued i accordance with the Texas Rules of Civil Procedure and be obtained at
the District Court ievel.

If a witness shall fail to sopeas, 112 Conumissiar o either party may request attachment to issue
against the non-complian: wigess, The pariy requasiing attachment shall be responsible for seeing
to the procedur=l aspec:: of iis ise:nce, An zltl.a(,lucnt shall be obtained at the District Court level
and executed in azcordance with e Texvas Rules o1 Civil Procedure.

If the party reques:ing the subposne requires the prezenze of one or more witnesses who do not have
relevant infermation atout the occurrerce that gave ose to the disciplinary action and grievance, the
Civil Service Cmmnission on 1ts omvii maticn or 4 mrotion of the other party, may assess all costs of
the subpoenac. incuding oo seell osis, cansad ke recni ng the presence of a witness who does not
have inforrad:ior hlevi 1- el oz d seaine’ oo ety requesting the subpoena.

No costs may be asses:on for an whnes he, inlthe opiion of the Civil Service Commission,
provides relevant znformetlon Or Wit appears without a subpoena.

b



CHAPTER!

THE PROCEDURAL AND SUBSTANTIVE RIGHTS, ADVANCEMENT,
BENEFITS AND WORKING CGNDIT:ONS OF EMPLOYEES
7.000- CONDUCTING iNVESTIGATIONS OF CITIZEN COMPLAINTS

Following receipt of a citizen coraplaint not reso ved at lower supervisory levels, the Chief Deputy,
Sheriff or the Sheriff's designee pursues all reasonat'e investigative leads to determine the accuracy
of the alleged cccurrence. Once the Sii2-iT has Jecided to notify the accused employee, he/she is
contacted, advied inhw e, ondl  ked U hisdhe 0] nanion or knowledge concerning the alleged
occurrence. Th> Shel ™ n xy a-+ v ar erploys: tk2 & polygraph to aid in the attempt to
successfully reso've a2 zoumleing T9a ! act o mrissicp is alleged, the employee is first advised
of his/her legel “igh*s cv vy oty ipied siucgeect -voulcd e advised and is permitted to obtain legal
counsel prior to answe:ing any questions if the Sherift intends to file criminal charges.

7.01 -- INTRA-OFFICE INVESTIGATIONS

1. For the ~urnosag ~f thic &
a. "Ceorplrizart! rae ks ¢ peror whe reacris to or who files a formal complaint of

urprofessionzl sondvet T the vart of 11 employee of the Travis County Sheriff's
Office. Ths dees not i=eludz the Irrernal Affairs Investigator assigned to the case.

b. "Complaiat” 'rein: iy a'lzeasion. aotification or other report which initiates an
Internal Affairs investigatior

C. “Investivaidon! yeann so Iedernsi Artaic: investigation conducted by the Travis
Countv Sheritf's Office of vnorofieesional conduct by a Sheriff’s Office employee,
which cond req:l in the i ragitior of disciplinary action. As used herein, such
zaning specificol!t exciudes pav ‘resticaion of criminal activity.

d. "Tnvect aetar” menve an rnloviee of the Travis County Sheriff's Office who is
assignel riy condect a0 irvectiganon.

€. Tonpretsaemal coasas risens e G o omission of an employee which violates
1 federal stooo oountv o omunieeal sigaate, regulation or ordinance, or which



viclates a ceuct oocern, or vhich viojates any of the policies, procedures, or rules of
the Travis Countv Sheritt's Ottice, including, but not limited to the Office General
Maoug' < n o barzor o Divicon Sooe2duial Manual, and any applicable Office or
Division, meauraa e,

An investigator ray irder-ew, 21 2mployze whe is the subject of an investigation only during
the employee's assigned working hours unless the employee is compensated in accordance
with the apnlicable Corrtv provision for ove-time compensation. The Sheriff may not
consider work “niszad by o emrioves during assizned working hours due to participation in
an inve;tioclticrv. in determining whetlier w, impose a punitive action or determining the
severity of i diuzimvivary 2rton. 18tha 2 looze reguests off duty hours for interview, he/she
will waive 2o, p‘ aention t Paun of conveisnee.

Aninvessigator e sot cvervieny oo emplos s or conduct the investigation at the employee's
home without fke Pm; le ee's nerrnission

Neither the comp'ainza or ¢ v=-30n ™ s narsonally involved in the incident under
investiganc 3 !‘-‘.-.13' condvar e frozyoatine The 2muloyese under investigation may inquire
and, upan ¢oing wo, e intad SF e e of aach person present during an investigation
related inteiie s 2 Y2 enialnves

The investizator = chasos enh” ‘Fm*i"'“ k¢ »ronlovee under investigation with a written
statemerit of | h: ratyre aF b a o t or =l’e2ation prior to any interview of said employee
for schedulad interview < iniess gor\d cause is shewn, such written statement shall be given
to tha em -~ wge arJep> - & F ours pafre the “riecviews is conducted. For interviews that occur
shortlv infe- tho vime o't agidznt oo ot thilicene o the incident, the investigator in charge
shail furish the sz ooy b aine - U vh e oature of the complaint or allegation prior
to the inte— e [ b oos erses g written stztement must be provided within three (3)
working days afier tne inter view.

The invesiizater wil comnniente ke estanstes ‘ength of time necessary to conduct the
interview 50 the emplovee unrler invest'eation can make arrangements for availability.
Investigatars sl all allow 1e oranke intebnintions during an interview session to afford the
employ=e 1 nder investigehion 2 anotunity <o attend to personal physical necessities.

During an ivter-iewt an irvesrantor may nen fyrezienlan employee under investigation with
punitive actior. He.wveder 4 investigator inay 1+{orm the employee that his/her failure to
truthfully answer guzstions direc <1y related to the investigation or his/her failure to cooperate
fully in vhe vestioation oy mesnlt 17 diseiniivs ryt ction independent of any that may result
from the inzidet rodsr invastigation.



8. With prior notice, eicher =i invesigator ¢ thie enployee under investigation may record the
employee's invervicny sensi. . [le narties av. r2iponsible for providing their own recording
devicas and wedia ol rece ding,.

7.02 - INTRA-CGRFIC & TR W mFENR

It is the responsitiili-v o +he Sherif and his ur her aesignees to ensure the fulfillment of the Office’s
obligations to t~e priblic. Thisjzronsibilit aad the auth: ricy to schedule and assign personnel to
fulfill that obligation ™ol vy T ordaw-1 b ¢his <ot on. Transfer assignments shall be made on
need, as well as conz 3:ano 5 of ©oeneev liability, epecial skills and to promote harmony within the
Office. However. anmp oyees fo3li 2 that taey have been cepriciously or maliciously reassigned may
address their corcerrs thiough ae orevanze nrocednres set out in these rules (Chapter 6,
Grievances).

Procedures for fi'li o oconcies o T Re sulhmited o 1he Division Heads to the Sheriff for approval
and will outline 2 ¢'2v¢le Soad = thed The neyseder = vl be posted with the notice of vacancy.

7.03 --EMPLOYVTES LT oT0n w2y THE ADDITY N OR REMOVAL OF AN ENTIRE
ACTIVAIRV/F N TTION

1 [Eor Aviiacoed? i ramched e the administration ofthe Sheriff’s Office and
ampioyees are tran.ferred with ir, those employees then are no longer under the
daris dieriels o Teke il Seevice Toormiscon and these Regulations.  Except for

situat'ons cocersd by the Redction-Tn.Farce policies, any such transfer must be
voluatari mn the nars nitapsy ~assitied] enyployee. Notwithstanding this restriction, the
e mey T chisified setcorss 00 assignment to other departments or
eoercies ‘o oot onv lawtii objective, including to the end that a given
Activity/Furerinn con be svansitioned i1 £ 2 orderly and productive manner from the
W vignlorloe a7 gha St 01 200 sinther department or agency. Classified
' ovens thes sesiered vemain wace s 2 command of the Sheriff for the duration of
s perioeme s ool remaeed goder ant other applicable laws for other purposes
Ar eopnes Thedlalyg ramz ' inpa tese Regulations or until removed under any
other anplicane par of thase Pael = 1an: v cther applicable laws for other purposes

SRS

2. [Fan eyusuing ActivingTanesion, a.cng wth some or all of its existing employees, is

a¢dad in e Greri e (fine, the vespectively newly acquired employees may
nes e clagartiedl eobicos oa ke fylavying

2] The reresed erentovea smst meat all TCSO new-hire standards, including

R
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Jankeg oo ar. ing, F27 the pro s osed iod.

ALt yoer arw-hive nrcbuicnary weriod must be served.

Tre- daete cond® S oo eorvice outside or within TCSO must be
Teemg@ fvdd feroagon proaoectiv: assigned employee.  This will be
psenranlither By the €' Sarvice Commission in open hearing.  The
“rerrisaion will aterpret and appy the provisions of any Inter-local
Soomepars or Do esioree Toovt formal action which may have been
@ efliee i o ook’ the transfereof theeActivity/Function.



DEFINITIONS

Activity/Function - Any organiza.ional compaonant or werking group having a definable mission
which could be logically incinded into or removed oat of the overall or general mission of the
Sheriff’s Office.

Adverse Action - An aciion tagen by i Ofiice i ~hi2 {oiin of a written reprimand, or to dismiss,
suspend, or demotz an emplcyee.

Appeal - A request, in writing, by uny emplovee, addressed to and filed with the Commission in the
manner and within the i'me pros o B thesa o™ seek vy an investigation, review, or hearing of
the facts.

Capricious - With unfounded monvation, upon a whim, arbitrary, impulsive.

Career Field - Avv /e of einp.oymen: o vvoik e s 5 cefinable body of knowledge, practice and
skill, implicating a restricted or iriizd pracicality to cross- over by practitioners from one to another.
In the Sheriff's Cflice t-c orinvipal Trroer Field: are Corrections, Law Enforcement, Clerical,
Medical, Comyp =*~r QOpeiting @ oral Yoo Ma= - pers o and Radio Communications.

Civil Service Rule - 2 mile officia'ly adoptzd by the Travis County Civil Service Commission for
Sheriff’s Office Emz='c wees.

Civil Service &2 - Cruroy opsloye: whe prow des administrative support to the Commission and
functions as the adrvristracive lizicon for the Comission

Classified Emplevee - A emplovee oJtha Saeeif?= O%ice who is not designated as exempt as
outlined in the Texas L >cal (overnmen: Cocde and w ho has met all requirements of initial probation.

Designee - Onz who is decignated to sithstitute with the £l power to act.
Dismissal - The act ofter frade an wroniaree

Duty Assignment - Assionrment f¢ a p ot or position within the Sheriff’s Office.
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Eligible - Designates the status of a perse» whose name has been placed on an
employment/proreoticnsl et s e s wesition as g reanlt of testing,

Examination - A1) tests r2lated t= variohs siens fi.- emp'cyment and promotion.

Exempt Employ=e - An employves the Sheriff has designated as exempt as outlined in the Texas
Local Governmert Co+®

General Many ' - b Srer s T o IOV e Nipeg!

Grievance - A :c.qest 0 soriting, Sy 2o spepdeves addiessed to and filed with the appropriate
supervisor in the manner end witl 1 the wine sroviderl by thase rules seeking an investigation, review,
or hearing of facts.

Hearing - AOse=zion h<ld for the purpose of receivieg evidence and reaching a decision with respect
to matters or issues apnrorniateh subiined to the Civil Service Commission for determination.

Mandatory Promotion - Viandatn'y career advaicement i a particular division: Deputy I to Senior
Deputy status, Correctons O#ic:o 10 Sen:r Co-maction = Officer status and Dispatcher to Senior
Dispatcher stat.s.

Promotional Praress - "Th: means ard urosedures iced each year to determine advancement through
the ranks begir=ira v+ the cmcirice1ant to conmence wach process as it applies to the positions
of Detective, Serueart pind [entertant o ' and er ling with the posting of those eligibility
lists.
1

Represented Fy - Az afores o 09604 (k2 <200 on 0f 2 [lving person to act on behalf of, speak
for, and in all resxects deferd the wosizicn of an eraypitoyee 'n the appeal hearing by the Civil Service
Commission.

Seniority - Yezrs monthe =nd do gaizec by an emnloyes through length of service within a given
position or tots! iesvize i Tysv o Copper Loave ~m- “aken for family or medical leave is not
included in the calctiation ot the lzogth ot servics.

Suspension - The aoricd af e duesag vlich en employes! through appropriate disciplinary action,
is forbidden 10 “o:l.

Temporary Empicvee - Ain emvlovee rited “or any nosition that is not an authorized regular position
for a limited vericd ft = geanrety nes to exeead - a2 (1) year or 900 hours, who is not eligible for

employee benatite ayeng ¢ ren e o lous and wwan me he either full-time or part-time.

a1
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Working Day - Frr purjoses o connting dave 2 working day is any day, Monday through Friday,

excluding Councy holicas



