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MISSION 

The Mission of the Travis County Sheriffs O1lice 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. 
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AUTHORITX 

I. STATUTE 

Pursuant to the authority c.f Section 158.031 through 158.040 of the Texas Local Government Code, 
the Civil Service Commission hereby adopts these rules that have the force and effect oflaw. 

II. CONFLICT OJF LAW 

Nothing in these rules shall be so construed as to be in conflict with the Constitution and the laws of 
the State ofTe:rns or th� Constitution and the laws of the United States of America. 
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CIYIL SE_RVICE_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. RESPONS1.8!LITIES 

The Commission shall adopt, publish, and enforce rules regarding selection and classification of 
employees; competitive 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. 

ill. TERMS OF OFFICE 

Term of office shall be for two yea.rs 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 t11e uriexpired part of the member's term. 

V. MEETINGS 

Regular meetings of the Civil Service Comm: ssion are held as determined by the Commission. The 
meetings are open ::c the public and the -cime, 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 r�quest 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 fall�. under its au�hority and may place the matter on the agenda for a future 
meeting. Any Commissioner may :eque&t 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 
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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. l 1, 

Agenda items relating to developing policies and procedures set forth in the Travis County Sheriff's 
Office General Policy 1\/[anual shaq 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.'Vf 
J ,, 

Two members of the Commission constitute a quor 1m.
I·! 

VIll. STAFFING 

The Commission ma:/ rec,uest -r.•ndinJ for personnel for the efficient administration of the 
Commission. 

The coordinator 5.hf II have the power and it shall be his or her duty 
A To develo� and :eccmmrnd for action by the Commission 

1. rules anc regulatio:1s 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 all promotior�al :�;·ocess with the Sheriff's Office as provided within Civil Service 

Commission Ruies and Regulations. 
C. To develop and implement annual budget. 
D. To facilitat� aciions and prcceedings of the Commission. 
E. To keep all mirutes and rer,ords of the Commission. 
F. Prepares annual statistical .3:ummary regarding grievances filed. 

IX. RULES OF ORDER 

During meetings of the Comrr.i1;si�m tr.at do not address one or more specific grievances, the rules 
contained in Robert's R11]�Q.:[Qr_der, Newly Reviseq, shall govern the Commission in all procedural 
matters to which they are ap,:,lieab!e and which :1re not specifically dealt with in these rules. 

The Commission i.c; an adr1i>Jistrative bcdy, and particularly will not be bound by technical rules of 
evidence or procedt1re i:1 it� apreals hearings. 

X. SECURITY 01• ClVIL SERVICE COMMISSION MATERIALS 
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All materials including but not lir1ited 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. 
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RUJLES AND REGULA TIO NS 

I. APP LI CAB ILITY 

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

II. EXEMPT EMPLOYEE '.iJ 

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

1. An exempt employee who has prior continuous service up to the time of appointment 
to an exempt positi :m, i� assigned to the last classified rank and/or pay range held per 
Chapter 3 of this manual before accepting the exempt position. 

2. An employee who v,,as hired directly into the exempt position from outside the agency 
is offered an sssig1 11nern: as an entry level peace officer, if he/she is a licensed peace 
officer; in entry 1ev::l ccrrections officer, if a licensed jailer; either of the two at the 

• I 
I· ' employee's option, if dual certified. If the employee is neither a licensed peace officer 

nor a licensed jailer the employee is offered another entry level position not requiring 
licensure. 

1 : 

3. When an exer1pt e,nployee is demoted as noted above at the will of the Sheriff and 
no pa�rroll slo� exists at the lower rank or range, the employee remains in the exempt 
pay,,J!l slot ai, an '\nder--fill, 1 1  receiving the pay and benefits related to the new, lower 
rank or range. J mmedintely upon t.he occurrence of a classified vacancy at the 
appropriate lower rank or range, the formerly exempt employee is transferred to that 
slot, relea.sing rr.e �:xempt slot for the Sheriff's appointment. 

B .  If at any time other than ' 'when a new Sheriff takes office, 1 1  : 

1. ... the Sheriff desif:iates an g.9cupied classified position as an exempt position, the 
designation cannot take effect until the position's occupant agrees in writing to the 
Civil Seivise Commission and to tJ,e Sheriff to accept an exempt appointment. 
Othe:rwise the Sheriff m2.y transfer the occupant to another equally classified position 
in crder to w1c2�e the slot befor,:- or after the designation. 

2. Once the Sheriff's designation of an exempt position takes effect, the appointment of 
a person into �he e:,;cmpt po�.ition is completely at the discretion of the Sheriff. 

I I' 6 
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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 
probationary period appiies for entry level positions. 

I • 

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

ID. ACKNO\VLEDG�VLF.:'il"T 

The Civil Service Commission acl:nm:vledges the existence of rules, regulations, general orders, 
policies and procejures of the Travis County �heriffs Office as set forth in the General Manual 
insofar as those provisims do not conflict with any established rules, procedures, policies or practices 
of the Civil Service Com:!1iss:.or. 

Conversely, the Sheriff recogr,izes foe au�honty, rules, regulations and procedures of the Civil Service 
Commission. F1.d1ern 1 fl' E ,  ii ;s ,:equired that the Sheriff submit and forward all changes and 
amendments to the rules. regul2.tio:is, general orders, policies and procedures of the Travis County 
Sheriffs Office to the Civil �e-vi�e Commission 

IV. ESTABLISHM ENT 

Those rules relating to tre rei;ponsibilities of the Civil Service Commission are contained in the Travis 
County Sheriffs Ofri.-::.e Gen';'ra] M.-r1ual. These mles have been approved by the Travis County Civil 
Service Comm1sS"io �, fr, r Sh-::riff' ,, OfFce En�ployees and are in effect until amended, revised or 
eliminated by the Comrnissio·1. 

V. AMENDMENT , ,· , 
·, · r Amendment to the rde:; may be m.ade: at ,my rnee·t ing of the Civil Service Commission. All rules and 

amendments shall beccme 1:>ffecti\' ;  on the date of their approval by the Commission. 

' , I·, '  
., t r  
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CHAPTER 1 
SJE:LECTION 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 contr ibutes to the goals of the Sheriffs Office. 

1.01 -- JOB DES'::'.P.J IPTIONS 

Job descriptions are issi.;.ed to pers,mnel and are filed in the Sheriffs Office personnel files. The job 
descriptions serve .. c i 1':-r1·YJ. :) �r!: ;nne'. , r�d those interested in employment or reassignment what is 
generally expected of a person in a particular position. 

1 .02 -- AUTHORITY 

Authority is the le[.ifr-11 ti,! n Y,v�•r • 1,rl11ch is ginn to the Sheriff to manage the Office's personnel and 
other resources. The Sh:riff delegates at1thority to other personnel as he/she believes will best serve 
the Office's goals. 

1.03 -- PERSONNEL S ELEC'BON 

The Sheriffs 0+1kt is an equal o�::,ortunity, reasonable accommodation employer. It is the policy of 
the Office to fill vz.cant job positiom, ,,vith the persons who best meet the needs of the Office. The 
duties of the Sher;t-1· �.5". r: nfc,rcer of laws requires his or her personnel to meet high ethical standards 
both on and off duty. Persons :;elected for employment must meet all applicable legal and 
administrative guideline5. They must ll':.derstand that they will be employed in an organization that 
has a Civil Service Commiss1or., •"1-hich governs its employment policies and procedures. Up to ten 
(10) positions des::� • ,ate d  t y  the She:iff are exempt from the policies and procedures of the Civil 
Service Commission and continue .heir employment at the will of the Sheriff. All employees must 
further understand •hat the Sheriff v. ill rro:m !gate his/her own policies and procedures which govern 
the standards of pr.rfo,:-m2nce :1nd c- Jnd1H.:t of the Sheriffs Office personnel. 

8 
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1.040-- EMPLOY�1lEl\T 
I , 1  

Any person desi1ing employ:n1;;nt with th� Sheriffs Office must first complete the application process. 

1.05 -- APPLICATION PROCESS 

Applicable procedures for each pc,�ition are identified in the job description for that position under 
'I !' I  a list of qualification:.. The Personnel Section maintains current job descriptions on all positions. The 
I 1 t
I , application prccts:, 11c :' include written examination, physical conditioning examination, medical 
' I  examination, interviews, oral examination, psychological fitness examination and background 

examination. Not ;lll of:he ·; bOVE :1pph to selecting applicants for all positions. 

1.06 -- SUCCESSF m� COMPITTION REQUIRED 

Applicants mu�t sur::cessf.ill:-,: corrp!ete r::ach step of the application process before proceeding to the 
next step. Applica:1!s v 1l:o have no+ successfully completed a step in the application process shall be 
informed of their f..1i 1. r:' \vithin 2. re1scnable time. L1 

1.07 -- MEDICAL EXA'\•I ['J" :!/ffON 

Applicants for pe::!_ e ,.c ) r e: 'i-:r.., ::: .Tee r 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 dL1ty. ,4.:·,pL :-ar.t-; mu�t also be free from any trace of drug dependency or illegal drug 
use, which shall be <letc ..mi'�Pd b� 1 meciir.al testing. 

Non-officer applicants r1us1 also be ab! � to demonstrate, through medical testing that they have no 
trace of drug depende1'c: , •"J r ilk� ti Jr,1 g use. 

1.08 -- PSYCHOl OGCC}· �, FXh:VIlNATION 

Peace/Corrections Off.c•�: '?.pplic::i.nts n, 11st be examined by a Sheriff's Office approved licensed 
psychologist or ps�· (;F: tr1" •  and be declared in writing to be in satisfactory psychological and 
emotional health to be a Pec..ce/Cor rections Officer. 

9 
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1.09 -- RESIDENCY REQT__jJRlE:vIENTS 

Peace/Corrections Offi :ers ·must bE citizens of the United States of America. Non-sworn personnel 
must be able to df!momtrate Unit�d States citizenship or provide appropriate documentation to 
establish that tr.ey :ire legally er.titled to reside and work in the United States. 

1.10 -- MISREPRESENTATIONS 

Any misrepresent::i• ion :· .f fa: ts : r foJm� 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 ��.i. incd thr,:,egh misrepresentation. 

1 .110-- ELIGIBil TTY l IST 

Successful applica us , •,1 i;: 1:Je pl 2 c d  on a list, from which selection for employment will be made. 
Candidates listed may b � m0vecl on, or removed from the list. 

1.12 -- EMPL01f �1EST O IFFfTI'S 

Offers for employrnl:'nt ::ire c, )nd:t :oned on satisfactory completion of the medical examination ( 1.07), 
psychological ( ::o rri 1 c - inr ,' - .08). and background �nvestigation. Employment is offered by the 
Personnel Section only ·.1pon approval by the Sheriff. 

1.13 -- SPECL<\.L PH:J VlB)O.\ !/ .FOR REHIRE AND TRANSFERS 

I. Tho:;e- '-vlo 1 : a' ·e d·.t� Oi'i": ,  - � and return within one year having already taken the Reading 
Compre.heri�io11 2nd Writin CJ; Skills will undergo complete updated background investigation 
and succe.; :J1.11l_11 r nn·:pl:�te the physical conditioning examination. 

I ' 

It is the respom1bil ;ty cf the background investigator to interview prior Supervisors for 
recommendatiori ,  on reinstatement. The TCSO Human Resources Director then recommends 
or denies hi · : -. 1 ,: �,f -· )·, 1 1  c?Vi•l i cznt. 

II. Those v 1ho \ ,;-;>'. ,; 1"bt, Of�: :.P. and return within one year who have never taken entry exams are 
required i-o foJ l  ,),� · a1�,pli ::ation procedures for new hires (l. 05 through 1. 1 1  ). 

It is the responsibility of the background investigator to interview prior Supervisors for 
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recommenunicm m rei;1statement. The TCSO Human Resources Director then recommends 
or denies hiring Jf tJ',e applicant. 

III. Those who le:ive the Of!ct� and return after o"'.'le year must follow application procedures for 
new hires (1.05 through Lil). 

IV. Those who +rar,sfer ::rom one career field to another having already completed entry exam: 

.A. Tur � ; r,  nf :-., �mal History Statement to TCSO Personnel Office. 
B. Ccnr�lr0• ce ii :  updn�cd background investigation. 
C. Appear before Review Board for scoring and placement on eligibility list. 
D. Tra. r, c- +'e ,- v,ir • ) : crn  within two weeks of notice given to the Captain/Director of the 

divis=.on i�·�i:-.�1 -;;hi-:/" the employee is leaving. 
E. Exceptions may occur as determined by the Sheriff, per Section 7.01. 

V. Thos.e ,vho tramfer from one career field to a�1other having never completed the entry exam: 

A. Sur. ,:-:'i,::fu 1 ::, co•�m!ete entry exams. 
B. Turr: in Perrn:1a: �---fatory Statement to TCSO Personnel. 
C. C�m1.:,lete 2 �  1� :::..-:12.+ej background inves1:igation. 
D. Af:.H::· 1• l:' -:-fi.ire 1:'. · ·.:- Review Board for scoring and placement on eligibility list. 
E. Trar.sfer ,vill occur within two weeks of notice given to the Captain of the division 

from ,vii ch the employee is leaving. 
F. E,�:�erti :i::-- s  may occur as determined by the Sheriff, per Section 7.01. 

Employeec-: ,1.·lv--' 1r c1mfi:r +rnm one career field to another complete a one year probationary 
period. I f  th:� vol)"-ri ·,r ary period is not satisfactorily completed in the new divisional 
assignment. ther thr �"; :'loyee i .; eligible to return to their previous division provided that : 

1. At the tirne nf transfer the employee is in good standing. 
2. The H�c sc·"s for failing to complete probation were not related to misconduct or 

di,;;;: =.:' l i : •.a i::,. :1cti ')11S. 

VI. Applicant:: hr  :rny ryartir 1-1 lar positions are allowed to interview before an Oral Review Board 
only twicf: _ A.p ·11i ·--- art c; d�nied placement on the eligibility list after two (2) consecutive 
interview� n1 c>v not  ly� r,011sidered again for one ( 1) year. 

VII. Previou5', e-w+:-yee� ma'/ be required to satisfactorily complete the physical examination 
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( 1.07), p�yd1obgical e:,,am;nation ( 1 .08), and background investigation .. 
VIII. Employees ·,vhc :lY-·�' tc,1i1 inated or who resign in lieu of termination, are not eligible for rehire. 

This directive r.uy be waived only by the Sheriff. 

I 1.14 -- CLASSU'ICAl'IO;.\T OF EMPLOYEES 
I I 

The Travis Count:i Sheriff �. ��'txi c :: Civil Service Commission adopts all rules established that pertain 
to classification of emp loye .:s by the Commissioners Court of Travis County and cited in Travis 
County Person-::cl ],;ndits G1-. id ·;:-l' nes and Procedures Manual for all Travis County Employees, 
Chapter 3; to the •�xt �1t i·: is '.l(Y inconsistent w'th the Civil Service Rules and Regulations Manual. 

I 

I 1.15 -- PROBATJO�ARY PERIODS I .  

A. The purpose of the probationary period is to test the capability and willingness of the newly 
hired or a : si6,: ccl .�.q:ky,�e to perform and to provide a set period of time in which to train 
probation::r:: ir �h� :: .dis 111:j knowledge necessary to perform assigned duties. 

B. Newly hiffc :- r ,1� �::g�•:-r:l e"l9loyees will serve a probationary period of one year from the date 
of duty ass,gnment. 

C. Appraisc1.ls 2.fe \.'. ,.:: 1�cl,1ctd in accordance with the General Manual. 

1.16 -- FAILl1Hl. ': ' ':' := ·,Ti:, •�t "ETE PROBATION 

=The Sheriff or his. '1 ' f• ;· d f:'s:!. g 1 ,1:, : at any time durilig the probationary period has the authority to 
terminate employment . 

1.17 -- NOTICE .L\ D /, PP'E .\;:-� OF FAILURE TO COMPLETE PROBATION 

I , The employee on prob :ion ·who rtceives a notice ot termination, may appeal to the Sheriff within 
.I 1., I ten (10) day 5. ·:"�- •.: r-; , , -r; f� •, , � ' : ! avt ter ( 1 0) days tc review the appeal. The decision of the Sheriff 

shall be final. 

, I 
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,. CHAPTER 2  
COMPETITIVE EXA�1INATIONS 

2.00 -- Competitive Examinations 

See Chapter 1 for inform.:ltion on Competitive Examinations as related to the selection process. 

·See Chapter 3 for nf::rnnation rm Comr-,etiti"':! E v.aminations as related to promotional process. .!
I '  
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CHAPTER03 
1 � r PROMOTIONS, SENIORITY, AND TENURE 

3.00 -- PROBATIONA.RY PERIODS 

A The purpose of the probationary 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 : :::d  obcJ 2pplies to employees '\-vho 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 transferred. l .  _ ·,rot ::t':ic)nary period will not apply to transfers within the career field or to 
assignments of Peace/Corrections Officers frorr. the line to the Administration and Support 
Bureau. 

B. Length of Prob1tior:ary Period 

- Newly promot, �d e1np1oyees will serve a probationary period of one year. 

- Empky�e�  wl� J tram+�r fr0m one c�.reer field to another serve a probationary period of one 
year. 

- Leave time ta!cen for family or medical leave will not be included in the calculation of the 
proba�ionary ::; ;-ricd . 

C. Appraisal=- of Err:ploye�•c_; Probationary Period 

Apprairnls ?re conc!i;.r.ted in accordance with the General Manual. 

3.01 -- FAILU0RE 10 CO:vn,LETE PROBATION 

1The Sheriff or dcsi1t:-1er ::!.. • ar1y time during the probationary period, upon determining just cause, has 
-1 1 i  the authority to return t11e probationer to his/her previo·Js rank. Just cause is documentation which 

I 

shows failure to mee� the ·,tandarci s of performance set by the Office, which includes but is not limited 
to documentation which shows a lack of willingr_ess to perform required duties, or a lack of 
dependability. or :i combinaticr of all. 

14 
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3.020-- NOTlCE AND APPEAL OF FAILURE TO COMPLETE PROBATION 

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

3.030-- SENIOR OFFICE,R/D!SPATCHER PROGRAM 

It is the desirP- of the ld1 1;11· � trrf.0·1 to provide ,;1reer enrichment opportunities to Corrections and 
Law Enforcement Officers, and Dispatchers. It is also desired to recognize those employees who 
have maintained c!err..onst.-ated joL' proficiency and whose experience enhances the accomplishments 
of Office goals. 

3.04 -- ELIGIBILlTY REQPIREMENTS 

Line level Law Enforce�:1ent and Corrections Officers are required to pass the test for Senior Officer 
status before CC:ll'lj.: :C'1.i : :1 :�f 1-.·; -:i ( :• ) yef!rs of uninterrupted service. 

Dispatchers are rr.qifr,.�ct to par. s tr.e test for Senior Dispatcher status upon completion of one ( 1 )  
year of uninterrnpted s•�rvice. 

3.05 -- SENIOR OFrlCfJ< 'DEf'_ATCBER EXAMINATION 

The Senior Offic�r'D:s:�n !-::ber E:>·.aminations are administered and supervised under the direction of 
the Civil Service C'"•'l1'11: s •; i r :  r: El .igible employees may begin testing up to six (6) months prior to 
their review da·L �-

3.060-- SENIOR OfFlCER/DISPATCHER DESIGNATION 

Upon succe£s-P: ! -::,nr ::!1 :::· : o ,·: :f 11 1 eligibility requirements and providing all file documentation ·!
reflecting normal stand:ffds for the Division and upon approval of the Division Captain or Director, 
they are designated ')y 1 ! 1�ir 1:-ad�e as either Deputy IJ (Law Enforcement) or Officer II (Corrections) 
or Senior Di.spntcher 

3.070-- MANDATORY .REQUIREMENTS F'OR SENIOR OFFICER/DISPATCHER 

Employees_who fail to take and/or pass th<:: Senior Officer/Dispatcher examination within the specified 
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time limit, are re,.1iewe;{ for corrective/developmental measures. 
3.08-- PROMOTJON.-: 

The following mies establis'1 the m!=..nimum c:·iteria for placement on the eligibility list for Dispatch 
Supervisor, Correction :; s.�rgf'2.nt, Corrections Lieutenant, Law Enforcemen Detective, Law 
Enforcement S ergeant and Law Enfcm::ement Lieutenant. 

3.08.001 Applicants for p,omotic,11 to the next highest rank must have served at least two years 
of unint':rr.tpted service in their current rank, immediately preceding the first day of 
·:!1 :: :-V)C r1tli ·n \"vhi-::1 1 the exa�1inat ion i_s administered. Leave time taken for family or 
Tcd i ::1 :  '. 0:ave will not be considered an interruption of service. 

Dis:-; JTC 1 S�tyr• · i i��,r applicants must also be a Senior Dispatcher, or must hold an 
in•(;T11e,! i ,, 1  e 1r afr,·an-:r.d TCLEOSE Dispatcher certification or an equivalent 
nai.i .,:,mallj recogniz,�d dispatch,er cer tification. If the applicant has less than the 
r�quire:; tw,� y _ ,1r: :.mintem1::ired sen-ice, but has previous experience as a dispatcher 
)r cii r,1..!, :ch ,;·: :1 er· . i sor. he or she must have the recommendation of their current 
'ill ' lf  p,·

. 
1 i : � · · .  f-:P 

. 
::-n 1�1mw1:catbns manag1:r. and division captain. 

3.08.002 
I I I  

A. l\rcticc o'� ;Jror;1cf ,mal b1�ard:; will be pos1'ed at least 120 days in advance. Candidates 
r:1.c3ir in\i tc, pr:-tic :p :t�e in the :::i�·ornotiona1 process must notify their supervisor and the 
Ci,1i1 s� ,;: �� Co!"'.'ltriission in writing no later than 60 days prior to the scheduled tests. 
Onr.� " ·'"'·Yd. t'x :;upervisor mmt sr�e tha.r a. current evaluation is completed within 
six rnn ,-tr , p/c1r : :  �he board . The Employee Development Folder is updated and 
botn sl·,al\ be forwardeci to the Civil Service Commission before the boards are 
�,:h ed1 1k'rl ·· c. 1:, '."'�:r1 .  It is the responsibility of the candidate to ensure his or her 

'eligi!:-iilit1 • re<iui T enents have b1;:en met in accordance with the Civil Service 
Ci�:y·mii;· 1c� ' �  F_,_,.1 �r, an:: Regulations . Candidates are advised to retain a copy of the 
w:-i· 1 ·:,:," :oti :�r; �.� 1 , :irLicipn.te th3.t .scknJ,,dedges the date it was received by either their 
5u;-wr 1i �·. 1r 0r tlie Civil Servise Commission. 

B. ThE' wr:t: :�n le::t •..vi l l te  admiristered at least ten (10) days prior to the oral 
:-xarnir!:: 1 i or: . T'he 'N ritten examination requires a minimum score of 70 based upon 
'.' tC't : l 3( ·)re 0f 1 OC' poin�s in crder for the candidate to be eligible to proceed to the 
r) r al i 1rtu- . ..-iew plw;;e :,f the promorional selection process. The test will be 
·1.cl,,..; .., ; ::: , ,;r�ri. , 1 rkr the san.1e environmentrl conditions for all candidates. Testing 
�<' � !'� ·-· ? !' d °'.i '::''U , ,, ; 1 1  be set by the Test J\ drninistrator. The Test Administrator may, 
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for :�· -;c 1 r· ?us1: , p n)Vicle an ,tlternative or make-up exam for individuals not testing 
dt, - � .-.�-, ·'.h:· ·e_s l- l t·. - · _1 scheduled �xamir1a-:i011 times. 

A Test :czeviev.1 Committee consisting of any combination of Majors, Captains, 
Di,ector:;, ,mc1, f _. ieutcnant5, frorr, the resj)ective bureaus will review all questions and 
an.:;v. ers t �h:·e t 1 :e test is administered for clarity, accuracy, and relevance, and make 
any n ;:eC:ed revis:ons. 

t\ c:irddr·�  n1 ·,y c:1f: a;1 appeal tegar<ling ary question on the exam. To do so, he or 
she :�' ,:.:,, 1 f.:· ,! ,l�F'.\ �i- tbe qur :,::ic..1. Afte.r completion of the exam the candidate must 
submit his Oi her :1ppeal to the Civil Service Commission Office in writing no later 
tha1 1 5 p . :r .  0,1 th·:! secon:! working day after the exam. The applicant appealing the 
te!t ques�ion w·, ) ] :·e1">1ai::1 :monymcus to the Test Review Committee members. Such 
qu�-::tio11 ;  1-"i l l  �h2n be revie.,vved by any :est Review Committee member(s) after the 
.�x:ir bL; . 1)e'�re the test scores are posted. Should any change be approved, it will 
oe rr ad.:i acr:: ss 1:he board to a!l those te3ting. 

\ J'.·c .� r•: .. ;w· t  � - - !: '·. :: U'! 1) l i c : ·:.t . the Ci,, il Service Commission or its designee will 
infcr··l-i the ap_:.11:ca;1t a� .  to h,)w many questions were missed in each category. A 

<r�·/ ;>v1 ,) ' ,J1� tf:!,t and 2.:1swer sheet by th,� candidate is not permitted. 

C. Tc 'i E•1:f';·T: .1; 1: f� ! igibility for th:� candidate to proceed to the oral interview phase the 
wr; .:· :>r '.:'•:c •1• ins.tion score wi!l be combined with years of service credit, Corrections 
Fl:c;l -:-, T·.ain;ng C:7,::er points, ar.d cc llege/TCLEOSE licensure points to determine 
ear::h c3r r.F0 .r·� ' �  ··· · ·eliminary �.core. Dispatch Supervisor applicants do not receive 
:X' ; ., . ,; _,_,·, ;· T r, ': < ' ·SE ! i r"'.r:' n:;: I'\[. !_av,• E_ forcement applicants do not receive Field 
Tr :�i :·. : :1g Off c �r c·r-di+. 

D. t\fter yf'?."� 0f s,�r,ice crf!dit. Fie)d Training Officer credit.1. and college/TCLEOSE 
1· c �r i;ff- � ::1 -::->-ir :; h ·' .,� bef:r. aco.ed. acccrding to the above, the top ten (10) candidates 
For f'acl-· rrnk :>'1 :i " '1yone wi�hin ten ( lO )  points of the highest preliminary score will 
l.1t> i · fr .i 1 1.\• ;nt :!!'"\ :e,:\'ecl for pl� :ernent on the respective eligibility list. These 
C8.':. ::l id2+ .:)S \\'il 1 o� r,rnvided in writing with the date and time of their oral examination, 
,'' n'l , l i , ·· nf 1 ri :'.t� t : ,rndd�tP. :- :1nd  f1eir 0ral l;'Xamination times will be posted. No oral 
br T ··":i ,,.., : n bt� r�qu :rec! in a c.ase where only one person has passed the promotional 
test for a partic,: 1 ,.i- rnnk, and that person has already acquired a minimum of 50% of 
t� t· :.i ggr(�g:ite ti-:•tal nossib!e score 

E. 1�h En�!,1 '..' _ 1 rnent Dt;vel,-iprr.ent Folder ,.:id Personnel File for each candidate shall be 
"'lac : wni lab l s  :'•y· board members to review. 
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1 , , 
• I F. Candid:::t e Revi •�w Board intervie\vs should be approximately thirty minutes in 

c!untior .  �;'·: , • ll t., , . ·.iudio tape:::!, and &hdl be conducted under the same environmental 
cc _,.... . c! 1 _ faic : ; s  fr . .! , I! : andicate£. Revie\1, Boards will be proctored by the Civil Service 
Commi f: ·;ion cltsign�e. 

G. A 1n;nimu;·1t of ·'iv:: { 5 )  board member� are required to convene the board. 

H. Ballo1:ing by me•11 hers o� the Candidate Review Board shall not be discussed among 
'.:h� ptrt· : ipa r�:- "1111:il all ballot i' on th2-t candidate have been turned in to the proctor. I ;  1 f  :he ::-Erd i :'. " -�, ·cc1uests s•; cr .. cc-mplc-t:erl score sheets and audio tape shall be 

I I 1;• ;;� 1 , 1 i:• :  ·1 '. :  �1 1 �  pro:-tor 1n ·:he r.andidc:�e's presence at the conclusion of the 
I • :ntf.rv; EP ' Tlw ::omputation shall be done by the proctor. For each candidate before 

Jche hci ,., t'w '; ·,:, c:tor shall drop th e highest and lowest scores and shall take an 
2-v -;t.3 :xc :r ··J· :: rr;F:a i;1iEg scor::s to determine the final score for that candidate. The 
casr;ctte ar,d score sheet�. will oe : �tairied by the Civil Service Commission for a period 
cf .1t  ) e,H 00 cl:::•. ,, . _ 

I. .'\1 t 1 : ··: T :: 1 1 '. t:1,.:_ ew bo�.rd •.nemhers ;h:111.! be present at all oral examinations. 
.\h:•··:; ;  · ,, ; ,!:., al i :o•· ;:,r1r'. :r. iprte ·1 11 dif-smc;;ions but will maintain their own notes and 

sc-r· · :r1 1_, c,r d,'.: ;1 :- ? ·; r.idnte. If r.n a:tenrnte ;::; called to replace a regularly seated board 
.11 1;;1 1  l•�'.; ,  th � dtc::· : ,  r':e v;i ! l  coPwleti� rhe rt:-i"'1a:ning oral examinations in the place of 
tht' ··t:,ft'.1 2!.- t ,c:. ,r-:l 1,'e;-rb:::r rmtici;Jati!:g  ·fo ! ly in those examinations. The alternate's 
sco :·: ng for al l  :: ,mr:'. ;o ate=, wi l l  be substi ·atr.d for those of the board member being 
r-: r 1.aC"e�l 

J. Tl1" '.:h �jff Chi��- Denmy ,md ?,,fa_j or •:iv er that bureau may elect at any time to 
!' •· "t ; :: ; �y�+.: ::-·, ·1 1 � ,, r::2 :11 1datf !{.eview B0a,d so long as final makeup of that board ·!
re·-:-:- �1 ins :-'w :•:> IT' .: -1-�,r 1�:i ch r::-i.r.cdc1,t r reYir wed. 

K. � . r•ni!,::v; Y vfr�· ;  , , ,ill l-•e ::w,;i ,d.:d (We 1. 1 )  point per year up to ten (10) years. 
I..'.) rw-:-,,i : v  1\· : 11· 1-.- · •  ,;,:•k1.1 l atecl :·�: cm dat r  of hire to the date immediately preceding the 
fi r!:·: r.n' of the rnori1:h in which the ,vritten examination is administered. 

L. Pr·c,r 1·,:, the c:jJ1�i ::str.�:i1�/: of tli.1� written ex;:i,m, the Travis County Sheriff's Office will 
r,n)\ ' i ·:lP. : :' r_l· '.� t 'ivii Se t'1 icf: Cctr.P1is� ior Coordinator each candidate' s calculated 
1.r. ·:/?':'':;t? ·:�ci ·· �� ':) ··, sect 0n C!";terir. in ite'.T1 ·'�(". 

M. C(l] L ,,!;:e 'T1�· 1 ..r-.n,;:; 1:.: -::rr-:fas sh .i11 oe mv2-rJd using the following criteria. Licensure:!
recj 1 1 ir�n- �r1!•1 ri•: si: he •·f1 et m icr to th".! Eirs1: day of the month in which the written 

·r�x · nr!nc.t ic,r. : '; aJp-11 . �stered 
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30 - 60 college hours* or Basic Peace Officer Certification . . .. . .. . . . ..... . . . . . .... . . . .  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 Jail er/Peace Officer Certification .............. 8 points 
Master's Degree or Master fa il er/Peace Officer Certification .. ................... 10 points 
Doctoral Degree ................... . ........................................ . ........................ ...... 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 he considered on�v if college credit was granted for them by the 
institution attended 

N. A maximum of 1 point may be accrued for service as a Corrections Field Training 
Officer and may be added to an applice.nt's overall score during promotional testing 
for Corrections Sergeant. Points may be used in ½ 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 eac:-1 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 promotion will be accmed in!½ point increments for 
each year worked as a practicing FTO. Total accmal will not exceed 1 point, 
regardless of time spent as an FTO. 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 acwmulated promotional point and shall not be 
allowed to use it in any part for t esting purposes. Staff members who are involuntarily 
transferred from an assignment and are no longer an FTO or who resign in good 
standing may use the accrued prnmotiotal ½ or whole point for a one time only 
addition to his/her overall score in an approved promotional process. The point or 
½ point must be used in the next avr,ilable 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 writte1 1 examination is administered. 

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

P. Placement on the eligibility list ,;\,rill 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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Writ· m T·:s1 

r· t"·, .~ •· ; , 1 ••• ,..T ·y, ,· 

l ! ; .· ' 

� 

n ' 1', 1 1" r ,, � : ' U '"� "l•"f''lo/if.H/ ·so 11,!RD (5'} 

,y'i'"' '.; .. t ( '[CSO History) r.n!, 1

I '  

be soc· ,, · f t:: �: c�g�:·e.gaw totd possible !:co ·e. 

Q. Cm1di �.:ks 1·•·' >  :, : sc n�c:eive additional con�:deration for specialized skills or diversity. 
T\·. :: :;h,�;· ;ff n.?.y :Tply t'.�c ! ,1: �onsic!,� � ?..f nns to the top three numerically ranked 
cand�c' ar��: c,;·: , '. i ; ' l 1s·: .ir.til :h .:: !je �t ire,: are selected; then he/she shall have that 
consir:' �;;;-.:ion or· 1 h1:' next three can didatrs .  

R. Promo· io1rnl Prou·�s Re!,1.'.lts • \dit'.1in three (3) working days of the completion of the 
pro,:1 . 1. i C, \ iSi 1:rc1-':: ': ;·.,_ th" ".:":i, i'. S�'"\11 c 1? Commission will submit all final scores to the 
Sheriff for ;·evi t�,v and posting, and individual scores will be available for the 
:c1 .1� i !·t �  . .- . -: · : ·  : _�- · •11· t1P. 1--.:i vii � erv: ��- Cc � mission Office. -

S .  Al'. �, i r -:-: � � ) j · YJ� .  • . '1 : .  k .�·1a(i � .:.1tj ,': �t v:i the administration of a psychological 
ex:w1i 1 �,( �,-- ' J' ."j ,j·e r  1 h ?.  3 :;.gi:-. or.,rn (:ff· c �  :i.pproved Psychologist or Psychiatrist. 

3.08.003 

Maximum points 
100 points 

Q,·1 ]  r � •• • ·:i 50 points 
Ij�1 ng =---,..:.t� 10  points 
C, · \l .._ :  '·: :· .! . ·;�:· ,: : ·: ,:;_ 12 points 
C:,rr;•t��; · --� �- J':"!'(': ,'\ " M:"lf -l_ l point ·!
Law Enfxce::ner!t Tmai PoS\iIJ le Score 172 points 

173 points 

._ 1-. : , , �.J u-'·! . .1 �- ':-1 . .. �, 1 i , �-1 . ...., _ � ,  points
.A• )· 

Appf!:1 ,,r· :: �· 4 poi nts 
vv--; t• ,:·r ;_·: ff ''t;",.; ; • · . '. cif,Xl Shlh 'S i:;o ints 

' " � :-: ills Orn 1 !:' ()nrrti"!n ·c: t i 1 !
1a -�onal i.:!

." 5 points 
:_:\1.'.ioning :-; c,��m--::) H lSi�1.! ) points 

Sitwi•inn·: �  H � '.' ·nni.1y Sc ran_:iri:) :1:£2 'S points 
- Li£"et ime Exr,erience J points 

f-:l_t l . ' ·' C. f. :'. 1. _i �;11 � '".>ji:L < i:;C'na' r 1  ::; p0in.�s 
Hun1rm F: r:\r·i(1ns Si:ua.ticmal #�� S points 

,.'. ".:'U..!!tS 

�; e •.: : 'ltS 

"fotal 50 points 
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Pl!' Crrif,, 

~, -·,-· . . . . I. !, J I , ' I. I \ : , 

.!·!C'n � 1 ;-, ; :: : - n :� _, '. ,1 R!_ · - ':�u· _ lc1 � ionr {<',!, 

- �.-ial ._fa .-y �: '.,: -\ : rSupe·· 1 : ;c, ·.: 

' 1 I 

DETTC1TV f 

Policy/Dirtci ves1 Civil Service 
C i: 1 :·w1 : '.,. , ; ,� , ; L u1 ; :. & RegJ1.ations J O  points 

fo ·:·f:':, f :J :  ··· , (• Proci:::dure�, (including b-..rr no[ limited to Penal Code, Code of Criminal 
· ·L u .�-= ·.! , . , :: " • 1 • . .  .: ,Jell: T -'. · -.:'parati :ni R :! ,'iew, and analysis of Offense Reports, 

:i'c- c! - 1u " .: ,  r: · :l. ·.i.i le Cause Affidavils, Complaints and other documents pertinent to 
Criminal l n,, ci•,ti :r:r'.i orn.!) 

90 noir.ts 

� 00 �OINTS 

2 :; .�oints Applies to both Bureaus 
20 points Applies to both Bureaus 

S':a ·,! )oints Applies to Corrections ?,,_: ! 1 ,� a r ·' � 'i (' 

J 5 points Applies to Corrections 
1'.2 :) ) ,:, ints Applies to Law Enforcement 

C,)de 0f 2r;niin ::.'. Procedures 20 points Applies to both Bureaus 
:-- :'l fc-c · 1  · l 5 points Applies to Law Enforcement 

1 ( 1(1 noINTS 

I' ' '- » A  T ( '1-- ·s1 _.u .r.•�,vri.:(-, c, , , .. " .._)}�.. u: Lii __ .. !. .. }('1._ . .. ._... ...  , �  .... . . 

Po!ic1. �\ifa11L• 1 l '. O ·:c,ints 
c; , ,; 1 S�r,, . :::c ·1v!.,tn·. . ::l 1. 'J 'Y)!�1tS 
S·1 .f' . ! -/ :,r, �-·\· 'St�-1 i·" �vl��.:;rial 20 'J0:nts 

.;-.1 ( : t :. · 1 i 'i! l ( �: -,-, "'Y 1· 1/l,Wfl :1 1 l .', noints 
DirF c t i , r.·" J O  x;nts ·!

1 5  points 

rr• • ', -J '  l • l!t)O POINTS J '·--' t -, _�_ 

3.08.004 

A. 
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1. .1' .t m�m½ers of the Detective Review Board will be licensed Commissioned 
·� ..: , ,: , ; ('i t.;! :�r:rs, serving in the Law Enforcement Bureau or in an 

, ,  ,1 ,- ,, ; n i  ,:,1 .-,:r�;on and �U:)port 3urea.·.t function from Law Enforcement. 

-2 .  ': '!eirb�r:; d th':'- ., andidate Review Board will consist of: 
()rce Cctptain 

i I !  T1 · . ro :r_! .ieJtC%':t'i 
•I 1 t  
" 

_, . Guid elines for selection to the Candidate Review Board : 

:.1, 1 1 cc.St t w8 ('?.) of thf' :mpervisors must be supervising officers 
-:,y/,uct:ng criminal inve·,tigations at the time of the board. 

· ! :  0 ·�1um rank of De;:ecfr, P- with the Travis County Sheriff's Office. 

h ,'.' bo;,r j c,; rir N be conve.�1ed under these rules, the Sheriff has the 
rLscreti :�· :. re, 2:;:-point a s;1:�:.titute to the unfilled position(s) on the 
bo,ird. 

t:, . ·:i �: l "'. c · t ic: · -:,!r.thc D'.)s.·":1 \ilemr.er<.: : 

..-· . ., i..?.v: Eri�·:ircement Bun::au Captain will collectively select two (2) 
r _ 1 P' 1 �enar ts from within the Law Enforcement Bureau. 

') ·--:-- r •:� ;,ppi:-,i�1t ·�c1 Lieu l �r· :'. t* !;hall appoint one (1) Sergeant from with 
:l·:!0. La\v �nforcemenl B1.1reau and two (2) Detectives. ., 

Tl.1 r-;  Ln ':.-:fon:rn"!ent Pur eau Captains will collectively select two 
(2) alternate members for emergency purposes. 

B. SERGI�Ai\ I 

1 .  '\L men '- er� 0f 1· 1:·� SergE'?.!It� B oard will be licensed Officers from the 
re�.pecti- , !':' P,t:rea.i for 1vlii ch tht ap;J\icant is testing, serving in that Bureau or 
in '.he Administration and Suppo11 Bureau function from that Bureau. 

2 . ·'.t: c n- ber�: "f tl�f' Can dia?.:.� R �v(,;,;._, Board will consist of: 
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~~•'.ld :-\ir,•~'; f:;r :::1~cfrn tC' ·:he C~'ldidate Review Board: 

- 11 ' 

I t  

' • 1 

J,,. o Li,�: it ;;narts 
Four Se;·geants 

3 .  Guidelines for seiection to the Candidate Review Board: 

:\11 i ni1 ,Tun·1 of one ( 1) year in cc .rrent supervisory rank with the Travis County 
�: hedf � ()rfo.::e. Leave lmie ta�.;:en for family or medical leave will not be 
: '.1dudec' :r the ca:culat:on of the one ( 1 )  year. 

::� 1 :nar.1 ::- :1.nrcr: be c:cnvened under these rules the Sheriff has the discretion 
r:! w:}0; ·,t a subs:itu .e to the unfilled positions on the board. · 

t.. Selection of Board i\:Iembers : 

T ! 1 1:. :--f:�\Ject1': e Burcw Di,:is:on Captains will collectively select the 
1 •, •:.i \ 2) ; . irut i:•··1an1:s fr �,rn , \•i· ;hin his/her respective bureau. .!
. r! ;;_,-:- -�ppoi:1ted Li�u•:e:1?nt shall appoint two (2) Sergeants from within 

� ; :·/h:·r ·t:'.';·' r-: r:tive b1 1 ::en . 

C . 're [): vi :;i1: -r1 B:tre::i.t..: Cap tains shall collectively select two (2) alternate 
r: · : err.ber-, fo,· emergency purposes. 

1. \11 merr: 1· �': •; �f :!1 � Lieute 1aF:� Re, ·iew Board will be licensed Officers from 
�he r�:sp :--:-�i 1·� B1:.:· :�iT. f0r wh;_ ::]·, the :1pplicant is testing, serving in that Bureau 
or in an Administration and Support Bureau function from that Bureau. 

2. \·1 em1:ie·· · '."lf tb� C:�'1didate Review Board will consist of: 

.. , ,  C Cc::  1 1Lliil�: 

F ou�- Lieutenant:, 

3 .  

'\1inimum of one ( 1 )  year in current supervisory rank with the Travis County 
·; :)e1.:!-::I:"' '.. 01+ke .  L�2v,! time ·:c1ken for medical leave will not be included in the 
� ?.J cu:at1 •:.,n of the one ( J )  :vear. 

1!_ · :1 X>od �;2.:1�-:-.1 be convened under these rules, the Sheriff has the discretion 



. , 

i \ · 

· ..,; q::i-;o ·,1:1
. "! .sub:J t ; t 1.n e  to 1:he un filled position(s) on the board. 

; I 

4. Se!ec�i or. of Board Members : 

·-:· i:i: .81.1:-r .. : 1 .1 f, '[a j or v ·i ! I  :;e!:- ct the Captains. 

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

c . T he ri;;spective Bureau Captains will collectively select two (2) 
'He.-:1ate .11 ember:; for emE:rgency purposes. 

D. DISPATCH SIJPFRV1SOR 

1 .  '\ ', ·: 1r.be1 c; . -)ft11e Dis.p3 tch Sup,�rv: sor Review Board may be from the Support, 
·. ;:i ,,,: b1 -l: 1(� :�·1iu1 1., ·x Corre, :t1.)n�· .'3ureau. 

2. \1embe1 .,. :--J ":1:e Ca:icti. date Rr.•;ie \v Board will consist of: 

-') �: -:. C on1rnu?icPi.on', \1:anager 
:-.-1 . 1 �  L: u1 ..: -1 : ·:r 1 (', : �:uivalem civilian supervisor) 
r · nree S :•rf_!e :rnt� f or :''.JU,valent civi lian supervisor) 

y;�1 i"r1'J ." r.f :1rt ( I )  •,:e:1,. in -:.i rre-·1t supervisory rank with the Travis County 
�h �rJ;" ,: t ·1ffic� . L :�,·.vc t :m.� �akt.:r1 for family or medical leave will not be 
- �  ·:l '.1 . it,:

1 in � b�  :··::- ·c:!:htic�.· c f tbe one ( 1 )  year. 

I I •  
::· .1 l:ii)<' '· ,: :-:r nnc1t be r ')nve!1 �d ur.:!er these rules, the Sheriff has the discretion 

·:c r1 y· :io!,1, ; ,_ �. u "iy;mutl:" to  the l ln11 i ' f:d position(s) on the board. 

4. Selectio , 1  ,..1f Board. Members: 

-� 'fL : Cc•n_r!e 1 1ir:r1.b�r" �.f::l.r: ::: ger shall appoint one (1) Lieutenant or a 
:;0•11 t >R _ 8l'"'l "� civiiia11 .mpervi:· or of the same pay range. 

h Thr-• Lieu:ena11t shall �eie�t the three Sergeants or comparable civilian 
'!: 1p1:- 1 -vi.so:-<: of the saue PW/ range. 

24 
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1· -:·::, : C :"J.:iir 1: . : 1 ic:1ti011� Mmugu and the Lieutenant will collectively 
,; �1 .:;r - c �, , �, ( 2} ait E: \·niJe members for emergency purposes. 
�,Tn m::,r;: '.ha 1 1  ·:\VJ (2) civilian supervisors may serve on a review 
\ J'. : '. d a t  a!w on = time. 

THE E_'_ LGfB1UTY ·u:sTS l'HUS ESTABLISHED FROM THE ABOVE 
PROCESS w,u .. BE IN .EFfl!.CT FOR ONE YEAR FOLLOWING THE 
DATE 'T JS !� ': .,� .li. '!"f ;": .'.5PED . �;, i  TD T. IST WILL BE POSTED LISTING 
THOSE ELIC!:r: ' . E  F ''.)F; Pl!C• �1'1 CTr•JN RANKED IN NUMERICALLY 
SCORr D O RfYf'!H. 

\\'Le:· a or 0r:i cri,-1u2d 'iin is e ·,t8.bli shf:d, and a position is available or has been 
apprnvcd i:•y ti-1::: C\.JL1rnis-;iu11e�-� Court, the Sheriff shall, within thirty (30) 

·,: a ,� c> :!gn i , e  ll . e rnpl, )J � � frcr:1 the eligibility list in accordance with 
S .::,:tic,. �i 3 . '.)8 w iW tl 1 e c:v:1i' <il·,le :::-r approved position. Once designated, the 
i; r.p\:yt ,: b! 1 ' ; ,  :· ·  >>:l l') s t , •:h position without regard to when such 

.::io : i' i c i  1 · ,  ·· 11 :(: ,! ! l Ni !· , 1 .1 : · : � a ,· 1 ·, o the promotional list that is in effect at 
1 

1 :  .i : : E i '  : 1 r •.-· si t i0·1 i �  u !ti r: 1ately filled. 
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CHA £l T E  (( � 
I .AYOFFS AND DISMISSALS 

4.00 -- REDUCTION lN FORCE (LA·r0ol�"l:i'S) 

A reduction in force is a c'.ecrease in the number of e�nployees authorized, or decrease in the number 
of employees in a specific clas-ifl c:ation .:es,1lting from a discontinuance of service, organizational 
changes, functional rea:;:::i::::i:rnenrs o f  t?.sh PI ( 1, 1 :f: r:! !, ! ii nds authorized; and, is not to be considered 
a disciplinary action. 

Changes in position 2 uthcrinri ::m required in <.1 reduction in force will be determined by 
Commissioners Co-.lrt , :  ,1 t• , ;E 'Jc i·1 ·:ti:n-::·i \r · -h� c rder ed reduction of budgeted funds, or the 
reduction of authorized pmiti0n:- by the del etion of budgeted positions by position number in a 
specific bureau/division. 

Whenever possible, em;�11 1:,:, 1c?•: ,x·.:up:1i r- g  ·>::- r :ti (''.":•: r �- 1.1 -: deleted due to a reduction in force in one 
County bureau/div;sion or office shdl b ,� ffferre :l fo:- reassignment to other position openings for 
which they are qualified in the same or other jivis1on/offices. This action will be coordinated through 

· ,  Travis County and the fr�vi:i C ::ierty Sherif:\; Offir.e Per.wnnel Section. 

Length of service of an e:.":1r-: 1 , >) ( : '�! :!-:o:!- · >du� :.,:-•!1 \:-'. b} o�t'f rntings, shall be based upon the number of -
calendar month� of :;on· 1 r . i 1ou<; T ··;:n ,j �  Co 1mt:1 She;i·f\:1s Office service. Leave time taken for military, 
family or medical le<1:1e 1¼ ill not 1

) : includ�d in i'he c::1kulation of the length of service and will not be 
considered a break in t11 : ·  ,-i:y·t; .,_. tt': t: , :·F ,..,.; ·>' u,�rin ·1 , ,  , if absence on leave without pay for any other 
purpose shall be corJsider�ci c. bren :1 i tJ '·!1c c�1rti · uons service. Any employee laid off shall, after 
timely reinstatemel'1. regai1� £:er :;:,  ·it�· V• ; c;es tit'd ::t ti'.:: Li:-:1<! of layoff. :. 

' , ,  

·!l > i  Employees in the chssiiir·d c:-,er ,, i -:f! s11 nll be 1?..ici r:rff m reduced in rank on the basis of inverse order 
of seniority. 

All promotional rank in 1' nc r\a -;,;;fed sPrv1 c-:-, 1 . : :-,_. t �nam, Sergeant, Detective and Senior Officer, 
shall be reduced to �he w·�'t lo• ' f -, �B.nk • • i,�i t th! :.1, :  rtagl' of positions is adjusted. 

, If seniority is tl ie 3,1 ine. •I e ·1 1  �1 · ,e ,  · . :Y ,, : .:!t )r, l\.c 0;i §;in:i.l eligibility list is the first laid off. : : .!



depleted. 

1 , . 

i , ,  

reinstatement list, if any, wi�hout regard to b.e curren� eligibility list until the reinstatement list is 

4.020-- REINSTATEi'!l l"�-i T .0.,F "'S 

!The names of employer-:, h : -: ') :  
' ' :-ir derr,c tf'!d in acco:·dance with this rule shall be entered on a list in 

the inverse order of their laying off or reduction of rank. 

A background investigat ion �vi l 1  :·.o� br r;onducted on a reinstated employee. As a matter of 
procedure, in-service trr+:in3 ,vi ! ' he oftr�red to the reinstated employee. 

Any new certificat;ori5 \; :) ' :-i •• •n: -w ;  in the affected class will come from the appropriate 
- 1· 

Any employee !\�fusing reinstate-rncm to the classified service or promotion to previous rank shall be 
dropped from the reim'a ,P- ·..,,_e--::- l i �t 

Any employee scoring "below sta.1clard" on his/her last two performance appraisals shall not be 
eligible to be place,�. 011 :1 �:�i·:,<: " ': · -:- · r�n t · , s+ 

Any employee r efusing to ar.ce;1t :-ed•.1c�i :.w1 i ·, 1 rank d1uing layoff and terminating his/her employment 
shall not be eligible for placement -JtJon a reinMatement list. 

4.03 -- RESIGNA TIC '\, ,;s 

An employee, ·whc desiH:: : ·.':." ::e<\'.'.1. · :1 nc (1C s�c1,1ding with the Sheriffs Office!, shall submit his/her 
written resignah)1 .1 to 11: ·' .' i1 0r • · , -,:�,,i --or :mci the Sheri:':P 3 Personnel Section and, except for good 
cause shown, give ,,t !er.st r- , ·,o i ':' )  weeks notice of his/her intention to leave the organization. 

' , 
, ,  4.04 -- DISMISSAL 

An employee m;1 y l:;� rh,1 · i �.sPd ( ·, l m  the Sheriff s Office for just cause as identified in Chapter 5 of 
these rules. 

I ' •' 

7.7 
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CHAPTER!S 
lHSCJPI.Il\'ARY ACTIONS 

5.00!-- DISCIPLINARV A CTlOr�-s AND CORRECTIVE/DEVELOPMENTAL MEASURES 

The administraiion desires to E"1c:ourage progress rnward the accomplishment of Office goals, and 
policy purposes. and to �ncournge comphance with Office rules. Disciplinary actions are sometimes 
necessary to correct actions or om: ssio r s  , vhic:!1 ar � i·�consistent with the goals, policies, and rules. 
Hereafter such actions :ir omi::-.sio_ J �  :- ·  t 1 �ferred L., a'; vic,lations. 

The procedures related 1 0  this policy are pr�)Vided to guide supervisors in their determination of 
' I violations, and :1 1 ':bir ,r:lc:<'t io ' o? J isc:.!=, � -- 1 :uy 2 ,:t i : ,r:i· e· : r�c.ommended actions which are necessary 

to deter repeated incident s by the violator or other employees or which is necessary to maintain the 
integrity and co:T:r�rnn:tT.· -· :: ;,pe:·r fJ r th·? 0£nce. 

5.01 -- DETERJ'.-11NA ".' _'G i•, ,J F YJOf A 'r ffp·· s  

Violations include any auior. 01 inaction which unnecessarily inhibits the accomplishment of (or 
progress toward) f�r:- acc omp· i sh :r tnt c f" :m Offi :e goal. or policy purpose, or which violates a rule. 
The determinati:m cf' r1 · 1 :' 1 '." ri1 .' ; trn: :1 '. J : - ··1acr:: J-- ·: ::in e1T'ployee's immediate supervisor. Prior to 
making such deterrnirn�::i ,:-1 . t)1c 5 1  '.::e:· ,•: :,.o: shall b� cmeful to consider all reasonably attainable 
information and av :i i.d '!0:t,i:1g r: ,.11-\l�r pr :· rn 1 11l feelings (positive or negative) about the subordinate 
interfere with his/her j t«lgtm:m 

5.02 -- SUSPECTED CJ�S\'lfNA L AC rs 

An employee \\.ho i s  c1 1T�st�d ( · ·0 i�vol 1T •:1 m 2. �.itu2tion requiring inquiry from law enforcement 
authorities for r:1 le7-:d �. --; .-n i11<1.l ::: .-: 1 i \ •j ti , :· ' ,:, 1 1 noti�: his-1her irr.mediate supervisor within 24 hours of 
the incident and prc·,irk i:hr f:i : : ', rdr.t�cl t0 the incid,�n� 

Once notified, the st:pe�·•,1i . or �; 1all irnmecl,;ately notify the Sheriff or his/her designated substitute, and 
is governed by hi�./her i·: ,;':rt:ct:u , s n�;or to the �,heriffs or his/her designee's presence, the legal 
rights of such s:.1spccted 1 : .n , ; c , · ·� •-' rnn1 , i 1.' �\e er.suj:ed a:.; any other criminal suspect. 1.

28 
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5.03!-- ALTERNATl\'E DlSCIPLfNARY ACTIOr, s AND CORRECTIVE/ 
I' I DEVELOPMENTAL MJ�ASURES 

Alternative actions inc l 1 .• c � : 

1. Counselin.� or training. 
2. Oral reprimand. 

I •  3. Coacbiug n:\'A)r� l I I 

4. \Vritc e: 1 LU · i  -.·0 i"1 c t  
5. 1,�] i ::f n u t 'l du1 v ; ,_ 1 ·11 ,·b s c,1 !J er reccmmendation). .!
6. Suspem1on 'Nirncut pay. 
7. Actr f.�ions. probat ion of position for up to on� year. 
8. De1:·toti(: n 
9. Dim1�s:;al . 
10. Crim;nnl :�uges. 

Once a supervi sor 11n,; : 1 .-: : ,: ci" : :· 1: � t!1 a·- h;s/her s1 1bordinate is responsible for a violation, and 
recommends ac tic -� 0· ;· ..: :· ·· J . ·0: :  u , ,, c; f' l ing 'Jr training, ornl reprimand or coaching report, he/she 
reports the vio12tion ar:i : : ·�r c :1 : - t i.n :htion to the Sheriff or his/her designee orally or in writing. 

The Sheriff or l ii :-./h :�r .-1 t.! : :T'f:'f: rev;ews ::.11 recommendz,tions, and decides what disciplinary action, 
if any, to take. 

A supervisor rrn:i.y r,�lieve. .9. 'm·�,or dinat:; fro:r-1 duty when he/she believes that employee's continued 
·presence is da:i:�' :"ro .t ; , , . ,  : ! .1w1X�/J-, t: !'E,-=:: ·:· .; r o t!1e, -s , ,s that his/her presence constitutes interference 

with the effective orern<jons of thL"' Office; e.g. someorn� is intoxicated while on duty. Extreme care 
is exercised in rnaki11\� t , ; ,; ::\r;•ci:;i!:.'!\ 2.r.c t!� e supervi.3c r tak ing such action immediately notifies his/her 
supervisor. 

Counseling or train;.1w(writ �en c:r _ orn.11 : s  tlie wost p r-=ferred means of correcting and developing 
behavior, and ! ·- � t<; t>:d 1 • 1" � r: �! : ; : "" "n.1i · : : ,�· tieliev"''> c i_:cn P..c;:ion is adequate to fulfill the purposes - -
expressed in 5. 00. 

1.9 
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Oral reprimand;_ i .1 \. l v .-. :.. ., i .1 � ; ·.::. �� -l � ��- ,� .1�.Jrc str !t!��y c,d:1Hni3tered to emphasize the seriousness of -
the violation and/or ne,:d for furn re avoidance of the Violation. 

Additional probation of position may be imposed by the Chief Deputy or Sheriff for up to one year 
when documented wo:·k performance is inadequate, apparently due to a lack of skill, ability or 
dedication to Ctuty .  · :  . i  ,'.1� 1 :1ken for family or rnedical leave will not be included in theTj :;; 

calculation of probatio:1ary tiir.e. 

5.07 -- DISCil'Lr"/" \: "' ',0. ' ��'T' J T''J�' 

Written reprimands an, used ,�;hen the lieutenanthupervisor believes a corrective measure will be 
inadequate to ac•:-ompF ;;h ti:� purpose�. c:f :-.00. The rec0mmendation of a written reprimand should 
include the proposed -.1.-ritL .ri rrpt:marJcl ,  a'ld i�· �ent to 1.he next higher organizational level for 
approval. 

Recommendations for _smoers �onwithot1Lrul.Y are made for one or more days based on what the 
recommending . , '.!�� :T ,j - �- '  :- �,1 : .� " :  •y: : 1 , '.r.:-:0mpl·\h J,e ')u ,..pose of 5.00. The Chief Deputy reviews 
such recommendation"-. c1 'ld de-:- ides to .1phold, modify or  deny them. If he/she agrees with the 
recommendatic:: w su':r,e:1 3. he 1:.hi� may modify it t o  incl�1de more or less days; he/she then sets the 
time when the �- l ' "-.:'C!E : ·..n d· �dd o.�('Ur ;,, 3 rr1an 1 tcr which will best serve the Office, and informs all 
concerned pers('rr•:>� 1f th: ;J, i ,�f rJ:.�put:r deP.ie:; tl1 :: r .�c;cirmendation, he/she notifies the supervisor 
and the employ�e th<1t · ·.r-:1 � "c l· �- cl i scinlined. 

Recommendz..ticrn�J;i,:-J:� .�·:r1r:;:f� ·1 '.·.-e rx; ;le by a lir'J:enant/s·.tpervisor when he/she believes this action 
is necessary to n r,r ·-, ·--v' , 1.· '. ,·, · · , - - ·n•'. · nTr:'�S�E-cl : ,, : 0 )  The ChiefDeputy, if he/she concurs with 
the recommenr.,\ t iol l. :: et :· ·n ,:f-::ecrive date  for derr. ction and informs concerned parties. Persons 
demoted may be plarec :'1 th� l�st rank J,e[d or an�' kc;�m i-;-; duded rank that was created after he/she 
promoted past it ner ·= i-, ?;: te•· ? of th�' manual  Ex:nnole: Person promotes from Deputy II to 
Detective to Sergeant. Vi� i s  !atP-r n�vi.ewed for ciemo·(ion :md a rank of Deputy III was created while 

l , I he was a Detec rive H-� r ·rn he demoted to the rank of Deputy II, Deputy III, or Detective. 
I 

Recommendation-: for (1 , �;�i:.�·3) rr:� r-1ml� by a licute:1�n r/m1pervisor when he/she believes this action .is necessary to ,.., (;(', 0"":'< c ' ·  •:'y, ,, , ,r :1 ',)�C -�v.pr��s�c· ; .'.' :� 05. ,, ..he ChiefDeputy, ifhe/she concurs with 
the recommenc· :,':1. c-r. s0: : i· ,:-:r1 e+focfve d ?.te f)r tr;,rnir 1tion and informs concerned parties. 

Criminal charg�� ari" fi:t· ,:l a,·. :� in�ctcd b�,1 the Shriff aB-e:r reporting and handling in accordance with 
5.02. 

Supervisors, inducting 1 h,� Sl:erifi� rnay i.:1ter.vene at any time on matters under disciplinary review 
within that supervir.�1:'s �:hai �  :"f son;.•m.nd 
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1All disciplinary acti0i"1s 1··e t�')!1Yarded tc the Personnel Section to be included in the Personnel File. 
Only the Sheriff has 1·h e  ;11_ ._ l ho� =�y to remove Clocmnentation of disciplinary actions from the 

Personnel File. 

5.08-- APPEA!LS 
Appeals proce(;ires ar1� ,.: ddre5'�. ,�ct :n Chrpter 5 anc. i t s  procedures. 

' 
, . .  
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CHAPTER. 6  
GRIEVANCE PROCEDURES 

I '  
1 ' 6.00 -- GRIEVANCESi 

It is the policy of tr.e Office that grievar.ces are cle::ilt with directly, quickly and fairly. It is recognized 
that occasions or events rnay occur when an employee believes, rightly or wrongly, that a condition 
of employment or dtcision affecting him/her is unJust or inequitable. It is important to employee 
morale and the maimenar_ce of Office tean-1,-vork t'.1: '.t tbr.se complaints be resolved. 

I '  
I! 
i 6.01 -- SUPERVISORY RESOLUTION 

Within ten ( 1 0) working days of the action or inacf r ::m giving rise to the grievance, the employee 
presents the gritvar:ce in ,vriting tJ hi5/her svpervisor, unless by written agreement of both parties 
waiving such dear.!i:1 �� •·>:- fer gocd cau sP. shown to t1;e C'::,mmission. The supervisor responds to the 
problem as soon ?..s rractical , 1��1t i:·. no �-1 �'.e is that ::'!Jre than ten (10) working days. Failure of the 
supervisor to re�.p::itd :-hrt l '.  b ::  dt 1�rnEd n cl eni 11 .�.1� :te g:ievance. In a circumstance where the 
supervisor is the subject of the grie .ranc"!, tbe emp1 1):• ·e-e may choose to take his/her grievance to the 
next higher rnt'10ri�:' ((, c:2 : . 

I
I 

6.02 -- APPE.A.J .  BEY Oi'\U l. lMEHYATIE Sl;PF:RVJSOR 
,I I 

If the grievance is :-::.rit snti�fr-:tcri\ resolved undc 6 .  0 1 .  c,r if the grievance involves the complaining 
party's supervisor +h: �,�· • l'!ovE·,� present, the gr=.e,:,1.n,::e in ·writing directly to the next higher authority 
within ten ( 1 0) 'vnr'-:iri;.! �'- :1.)'3 cf !Jr: , ·ing :<:-ce i·:ec� !l r•::s1Dnse from the previous level of supervision. 

0Supervisors recei', :l'g su:.:h grie\'rnce� u::� a:il ·! •:"!HS8�1ably available information to evaluate the 
problem and in f')nn  ��- � , :o'llrlairmg rarty of their decision regarding resolution of the grievance 
within ten ( l 0) working days. 

! I I  

Personnel who are riot �atisried at this point, but who have aot yet reached the Bureau Captain or 
Director, mr.y cont;2ue 1:c1r yi:1g thtir �riev ance t ,, 1:h:- nex� 11igher level of supervision. In each case 
the appeal mu!-"t be q• 1r-r_i tt;�c in ',.'l-i1:in·? v,,i_foin ten ( 1 1) )  1J1orking days after the response of the 
previous level cf "'Jt:P.r v 1 ,;ion. S'. l7•1 ef\.-i':'0r� rece�ving such complaints use all reasonably available 
information to evaluate lhe prob\ein a.'.1d inform the CC'P. '!! laining party of their decision regarding 
resolution of th e griev;,nce within t �n ( t O) working days. 

·1 , ,  
I 
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6.03 -- INTRA-Ol<'FICE: APPEAL 
II: ' Grievances not reso'.ved iC the satisfaction of the ,::cn1plaining party at the Captain/Director level may 

be appealed to '.:W Majo 1  of their Bureau. lf not -. e:mlved, the complaining party may then appeal in 
writing, within :en ( l 0) -. , er king di'._;;s .. tc, tl·,e -::)1; e-f: i :, f'�,uty. If a grievance reaches the level of Chief 
Deputy, the Chief 'las 1 5  1,-v ·-1rkin_s days t.) aimv.�r tr ,c grievance in writing. Following that appeal, 
the aggrieved party may.. -.;vithin cen ( lC)  woi·king :fr .ys. aµ _:ieal in writing, to the Sheriff. The Sheriff 
will have 20 workii:g d:iys to resv�nd t() any grk. ,,ances below that of a termination. In the case of 
a terminatioi1, -th•:: ;;he r i?: v. ill \a\'� 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 

,l 1 1  been affirmed Cil "l'.2 p11:vio ,.1 s  l.;'·;e· f:>:cept fo:- ,1:a :·��rs 1m.der the jurisdiction of the Commission, 
decisions by th1: �J1e ·iff ;'.,,-� fi .�,. l .  

.\ . 
6.04 -- APPEA0LS �lE'l."OND THE S ff12HfFF 

Only matters u;:cl e·· �he Cvi l S f f :i 1:e Cmrimissic: r.uthor;:y as indicated in Article 158.035 of the 
Local Governr1�nt C"' ::Yl .: are ap·1e11 abk bey:· nd Lh:� Sh ;:'"iff 

An employee v,·1�r . ·:nrir:i:- �he fin<1 1 decis i oi: ')f�he C.-1rn•r1i c; '.�icn, is demoted, suspended, or removed 
from a position r:'. ,:�: a_. ir :::::.I rhr ,� :: ;:ision by filing a �: ::fr:ion in a district court of the County, no later 
than the 30th d·�y f.fr�r 1: 11,� dav i·:t•:: ,·Jec;s 1on 1 !=:, i�!;1 1td .  A.11 c ppeal under this system is tried de novo. 

6.05 -- APPEA LS PURPOSE 

The purpose c� a1' :i.pr r::a1 r:•rcc?ch irc tr) +he Co:·r.rn:ssioP is to provide a further recourse to the 
Disciplinary Action or Grievance Policies contained in these rules. The Commission Chairperson or 

•I : his/her designee v 1JI ch�,;.r �he ,?pt11? 3lcs r.ror:Pr; di:1gi,. 

.6.06 -- APPEALS .i'.tE'!iOJ. l 1TJ[f):\ P[(0{.'E n L  IJ.:s 

An employee tas 1 h•; r: 1;! 1t ' ,:, 1pr,eal tr,e SheritTs fi nal decision relating to a disciplinary action or 
grievance to the -�xtent provided ir, Arti cle , 5 g Cl:, 5 . A notice in writing stating the reason for the 
appeal must be :er::r.i ·.·ec hv t'rie C c 1 rmjssio;1 wit11i1·1 te'1 ( 1 0; working days after the employee receives 
written noticE of the �i:,c-.ip!inary d :ci �io•.1 or written noticr rJf the Sheriff's decision on their grievance. 

The grievance sh,dl include the f-=1Llowing informatiol l :  
• Grievan� ' s  ·1 :1.1 =11.._ ��,'. :1 r u·,! :  an �' ,:i lK . ·1 1: 1i'. n 1  ;)u 
• Cause for grieva:1cl:' 
• Desired rel1 {·f n:r:1w,·1 "'d 
• Copies of any g ; e,12:1r. �s anJ r-:s;rn-·1sf. s r� :;e i\ l:d froTn grievant's chain of command. 

Upon receipt cf 1 l:e ,�,,·i t t :'n not:r::e by the Cc1t11Y11 i � s ion 1s designee, the Commission has ten (10) 
working days to conduct any further irivestigati::,n or to determine if a hearing is warranted and to 

https://p11:vio,.1s


, l 

·• ) 

• •  
� 
. (5) workinc '"  -i,!• c', ,-'f .·, ., ·1,r '! 0 -fL,r r ·- ·,, 01 - •·. ,·

I .  
make such dec; sio,1 known, in \Vnting, co the employee. If a hearing is warranted, the Commission 
will conduct a h::.a1 i:·g , / th:n si:>- months of receipt of th.e appeal unless waived for good cause as 
detemined by the C ommissior. 

The employee Jr �ter: � mc1.J DC ·ep:esc 1t ,=d by  CJ�111� el or a person of their choice before the 
Commission. 

During the hea· ·i n_,: , the ;; , 11.111 0\ u· : re,., _!: ' ' :  b i .- /i tei" ,· .: �-e fir.s·L . The Sheriff then presents his/her case. 
Then the emr,lc \'f-� wa� ;n:sent :1 · · e'l:ett i l .  The Co n -:i i ssicn may then question either side for further 
clarification. P 1l : •';::'· i1r .. -: , r .. - ; s  �1 \· :,n1 te�t.:rn c,n\. · . 

All character witness tc�:timony v,J I  be submitter! i ri the form of letters with a four letter maximum 
per appellan� . 

At least ten ( 1 0 ; .  \\- .orkirig da_ys bdore thr- hearing. the employee and the Sheriff shall exchange lists 
of witnesses �'.1 'x: (;,11ed ··; r:d dc::·.·rc �nt.� � ;  h 1� c'T.-.r::r'. . lip:-:-n request by either party the Commission 

-may shorten th: s fire � 1. tpon ·; 1: .)"li ".'!, cf �O(h� - -: � 1 E'i:' No , :,itness may be heard and no documents·! -
received into e 1 i d':':1 ce · T l 1?(,� tl� •?': :ire ::•n t1·,:: :.-·H 'ha�1ge1: l ists. Upon showing of good cause for not 
timely listing ·ch>. ufferec:I ev 1 clenr. = the Comn-.issioc ,·nay decide to allow additional evidence. 

All hearings are tnpe rec crdect er u,1 t��.c ,,.it eri 

The Commi�;�io.1 ::hail 
t,, .. ' ,l .. .  

··':':n(·' c:· a!;�;!,, ) clc :- i :; ic :�. i·--i ·,:.1r .- · 1 :�f. �-c. ·(he employee and the Sheriff within five 
· ..,  ;' I 

.!
'.. . 

!'
.\ . .I 

The Commisi.: 0r - -�· rv rn11-.•:\ r: tl· · "' ::; "-:::irl i" ? r· :  2eti .�,1 ': f tb:' S 11�riff; modify disciplinary action as it may 
deem appropri·� :e · ,:· r ? 1 ·c1 :� :  1 !:-: -� r':.fof r e,�ucs---:·d b:: t}} ,<: a; ;1eal. In no case shall the Commission 
increase the sever-i 1:y of -:h e  disi:: ;p l i1 :.ary :1ct!ton. 

If the demoted, rnspended or remc1ved employee is re�.tored to his or her position by order of the 
Commission . be �r sh � :Pl !  r , ':: r.\,.� c•·n1 -pe'.1S 'th· ·, of sdary and benefits accumulated as the 
Commissior. der ·n 2.pr· ·,·,1Jr:�!,,- 1� 

' : . 

·The Civil Servii:;e ,: · orrnr : :,'Jic ··, b:, · he .<:,1. · 1. r·,,y-itv u ;•:impel any vvitness to appear and give testimony 
at an appeals resolution heJring 

The employee ·1 Dct /or t\-e Sh�frf ·1 '.:!V re,1 1 1�sr th:1t r".1bpcl::na be issued for any individual who has 
material facts c•: c �her r·elf�va._-,1· i r:·:or-r.z- .:i :::,n v,1h1 ch \vould have a bearing on the outcome of the 
grievance. Tht pany requt:s�ing ti iat ,· 1 -'-b t:ioer,c, 1 s �;u: shall be respom,ible for providing the name, -
current hone o t·1 1 si .' E ·; �- ,.:: ;ir�  s and e"tephone nurnbe ·(s) for each potential witness. Once issued, 

.either party is e11t 1 t :;>d tc , ;· 1:ly or! 1 h ,: $Ut'i'.)G  ena to compel attendance of an individual listed thereon. 

https://u,1t��.c,,.it


Subpoenas wir be issued ii: act:'or,jance with the Te·rns Rule:) of Civil Procedure and be obtained at 
the District Com1 i evel. 

If a witness sh2 ll fail to :::::: J= ff, �  1 ·1 r� Cc,1:\·1n1issior: ,r ei �her party may request attachment to issue 
against the non-compli&rr: ·;:i cL•: '.:>:;. Th :: i:i,i:,y requ-::�:-ring attachment shall be responsible for seeing 
to the procedur,;,_l a.;pec'{ �  t ' f  iri: i%' 1'}_nce AJ1 attack:ent !,hall be obtained at the District Court level 
and executed in a,:;cordc1.ncf. wi1:li .:.e Texa,; Rules of' Civil 'Procedure. 

If the party reque� ·ting th;• suhpo-::nEL rcquire,3 the pt f�.en,:,e of:' one or more witnesses who do not have 
relevant infcrm2.tion about the occ'.. 11Tence that gave r;se to the disciplinary action and grievance, the 
Civil Service Commission, c;n ir � n1 \ 11 mot ion or a n�'.:ltion of the other party, may assess all costs of 

·the subpoenas. i nc · l: dir.2; ::;•• :' ·c ] i  . :: S'i: : .. :�ai.:-::-c! 1:-:'. .- n�::ri = :!1 1; the presence of a witness who does not 
� ·inr ,·! ,. 1 e,,, . . ,!, ··c· . .·.., , .! , : ·.- - - ,  ': · ,  •!. s·.c•1;:- � ·  1· 1• ·, ··· - ·0have infonT!

J.J_C .. ·! - - • l .. ' .. ' . t ' .  I ... • • • � � ... . l L - • · • .• 1.. • - j ..  . L •• - __l ,. ' 1·), requesting the subpoena•··;: ,{ 

0No costs may bE· Hr,se:,:,� rl fr::!" ,u 1_·. • win�0.
, , , ,;hr,,  in!fo� c .p::iion of the Civil Service Commission, 

provides relevant ;nfonm.tion or 'N110 appears witLout ,1 subpoena. 
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CHAPTER!7 
:OTHER J'1IATTEkl'.S R· ::: '.·_ .ATl.. �G 'fO fJ.. !Ll�CTION OF EMPLOYEES AND 

1THE PROCLDl"!RA:, c'LND Sl !HSTA�TIVE RIGHTS, ADVANCEMENT, 
BENEFITS AND 'WORKING CONDlTUJNS OF EMPLOYEES 

7.000-- CONDUCTIN G L\V.ES TlGA.Tl ONS OF CITIZEN COMPLAINTS 

Following receipt of a citizen c8r:-iplaint not reso·ved at lower supervisory levels, the Chief Deputy, 
� , 1 Sheriff or the Sherift1s de!,ignee p1 irsues all reasonac lc investigative leads to determine the accuracy 

of the alleged occurrence. OncF; the � i 1  � �i 'f ha ;  :-le( ided to notify the accused employee, he/she is 
contacted, a:,:i: •;:d i n !"' , · · 1 : .1 1_ , ·:n : '.  . k_,- ,.,_J -::.• · h i :?:h,';1 · f. :d : :  1,3 r im1 or knowledge concerning the alleged 

·occurrem:e. T 1 1 �  � •1e 1! :'·' 1 1 . 1:; ii.: : r : :, 1 '.. 3.r s:.'nr '<,' ;; �  Lk : r. polygraph to aid in the attempt to 
successfully rern'v� i ::01 1 , .. 11[ ii :·,: r e• '.1 1-' !  ; r ,i: d ac� en .1n j 5, ·;i :: n  is alleged, the employee is first advised 
ofhis/her leg-cl 1·igh• s c.: '· r-1:: y c. ti :!..:. , :, : r, 1i ·d ·,i Lf�ct vr,ulC: 'J ..: advised and is permitted to obtain legal 
counsel prior to answe:-ing any questions if the Sheriff intends to file criminal charges. 

1
I 
'. : 

I j ' 

,I ;� 7.01 -- INTRA--OfFlC"f'. P�Vf}�T1G ATIONS 

1. For the ·11w·0s · ! : , , ··f ':b i : � >: 

1a. "Cc:np l ,., ; '. : ,"' · ( "  r .� E  1!� ;,  .- F· '�'- - ,:- ·: 1�/1-: r�::ir i-ti:. to or who files a formal complaint of 
·..:rprnfr. 0,c- i,� (, : :; I � :- n ;: : 1 r.t ·:r t11 ·� u:��1 •)f n employee of the Travis County Sheriffs 
Offi (:e. 'P1:s c! ces nG': i'-::cl.u :i � 1::11: J ,·!t enrn.1 .\ffairs Investigator assigned to the case. 

b. "C:: �np1ai ,1t" 1 t'e 1 1: �  ,ny a'h1 c.-ion . .  1ot ification or other report which initiates an 
Internal Affairs i nvesi:i�c1t ior. 

c. " lnn.! ' .r ,s1�; ff l'.1 ,! 1 AJt:fr .·st i -;1 �1 , i :-,n! ·:e1"Jv! , investigation conducted by the Travis 
Countv �hP-ri{'f'c-; ()f't1. c:e cf 1 :nnrof,�,- ,,i 1,nal rnnduct by a Sheriff's Office employee, 
wlii r. !i cc•1.1 1.:l '"e';' : ! '. i r  + �:"· ir.:- r '::i�.i+; �r : >f di�c.iplinary action. As used herein, such 
·n,:c111in�1, s prci f:c,1 ; :!,. �x::-1 �1 c!'.:: s n n" · ! , . -,; �ii �'.rl , i on of criminal activity. 

d. "Jn,  ·e�f -�,tc,r "  ,�, �- � : '.s a n  ·�rr;1 1 .0y:c:e Jf the Travis County Sheriffs Office who is 
a�-sig!ie.l :· ; )  ::r.11:h:c+ :1:� : r -.,e!:'tigaDon. 

e. '! �inpre- �: :  ; � H : a;.-J .. , ;; 1 ::'. ..1 '; '.  ' 1. .; .: ,' 1 , :, : 1 1. . 1 .- : .  _ :)!' omission of an employee which violates 
·:1 fedeH'. s t�: . .;_ � - ,mtv .J" :..,.�un i -· · , :� I  :-r n 1�.1te, regulation or ordinance, or which 

�- I., 
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violate:. a .:,c 1 1 ,t ,_-; :c er, or wLich vioiates any of the policies, procedures, or rules of 
the Travi s Coun1Y ! ;heriff's OfficE:, t '. 1cluding, but not limited to the Office General 
\-1a, , ua · , :-;, hL,r:n  er  Uiv; ',;; ;)r: .. \·,: 1 · -:! J1 ; ; al Manual, and any applicable Office or 
Divi ;i o:, :w�· . 1 �,r·1 ,-1 : ;-r: 

.2. An investiga�or rn:�y ir,tPr , : ,,,v; an � 1npk,y-::e 1�/hc, i �  the subject of an investigation only during 
the employee's assigned working hours unless th,� employee is compensated in accordance 
with the ap;_)lic3ble Co1.' '''Y provisior: for 0 1.reiime compensation. The Sheriff may not,I ' 
conside:· work .ni1;� .:-(l b� , 1' �ll1!'• 1oyr:r :Icing a:si;;:-:ed working hours due to participation in 
an inve:,tigc1t�c; 1 in ckw·m>..i.·1f whet];�:- tc, �mpo�e a punitive action or determining the 
severity oL d i : : ::i:. . - : · ·.'.::·� " r •.cn . t.'>lv'. .�-n-1; : b .· =:c r':'quests off duty hours for interview, he/she 
will wai \le .:: ;T11 p(:·, s ·� •  : C l' . '. >E of G(lffv'f".j�nce. 

3. An hve�::ig1 ·:1;r : ··. :: : ·  :· r: t ; . ,;!:: :·vi:�-.,1 L" :::·:-;-:r>.\ 1 ' 

home wi��1out tre 1:mrk:.:• 1�:E:1. :.:-. '::iTf'.iss;_on 

4. Neither tk :·,_:-111r1 1; ,1< ..,. · 0r r ·v=:� ; :J : 1  ,,,-,.,,),. 
.investig:it ic- ·. n: ay cc · �., . :t ·. '.: .: : .T, := :o' :. � , . 1t in: -

. ·and, up,�n c • Jin ' : '\: . :- · ; _,, .! · -red ;: 1 ·e : :1 ., ...,. · 
relaterl inter .-; ::. , ·  ·:: r · 1.-- -: :: ! 1 1 :: ·,,e. ;'. 

· 1 1 1  15. The invr: :;ti \: atc .. r :·1 :-h .t _" : � :'. 1-:! f:.-:�i ,·.l:J + - c 
·!

� , ;r conduct the investigation at the employee's 

; r, !�,:rsonally involved in the incident under 
'l'(1r ·:m'.-)loyee under investigation may inquire 
· �ir :>-·..1 c.h person present during an investigation 

··:·.� ;:d - -.:,ee under investigation with a written 
statement :-,F tl1; r..3 t 1 · ··� ·::i .,� 1:. 1 - �� c-:- 1:,::-- ?.i nt or :• ! l egat ion prior to any interview of said employee 
for schedu] ,:>d iH1:erv>=w : ; ,•,\es�. g00d c:rnse is �J-,o,:\ln, such written statement shall be given 
to the em ,·1 y:u ?r l ':'r 0··. · , 

:, 1 :"' '1,,: h-:,;:. ,.,, tl···� :r,tf::vi :m; is conducted. For interviews that occur 
shorly i l-i::�-- :h�: 6n:r; r,, · 1 1- -:, ·0 c-iJ �n+ !• •:··; �t ': h ,·:!: i:?n:' '):� the incident, the investigator in charge 

1shall fur : : : ·,! 1 t!--.r : .·. 1: . , · : :·: , · ,,. ) :  ,::. f rcr' ·· 1 , ; ·- .. , . _, 1 1 <i�ure of the complaint or allegation prior 
to the int�-- ,:_r·. • · l : 1 '\· :, , c'.:c i,?s a , vrit ' t'n ·, t :: t e·r:1em must be provided within three (3) 

I ;  working day� afer foe inte: ,11e\v . 

6. The invP.!m ;. ,a tcr , ,: i d  r: c ! 11 1 � 1 !  tn; 1 : ritr ·J f; 1; •;t , 1 } 1 r- te�: 1.enQth of time necessary to conduct the 
interv\e·,v :,o th� '.:rnr!oy:�e unrler in vest: gation c-.::ir make arrangements for availability. 
Invei;ti g .:>+ '.i rs ;) n 1J q) l , ·w 1 1� J :',')1' ·3, :�1': , �·1 •·e!·:,_; 1: ticns during an interview session to afford the 
em))ioyi�f t nder i :·1'.:P.c;t ir: :•! ' 11. ? ': cip•:: ,�'iunit'. ' --(' -:i.ttend .o personal physical necessities. 1 1 1 

:" ·iev,!. a·, i ,·, ·ic:s1\�i,·!or may r:.c:1 t 11:·e :·.� �n!an employee under investigation with 
punitive act im, . Fl0 : ,1e\'!:T. 1;·• 1'�v estigator 1nay i ·,form the employee that his/her failure to 
truthfullv answer qu:'!;tiof! S direi: -:ly rf'latecl to the investigation or his/her failure to cooperate 
fully in r!, �: "'' 'e�:1· i r r it t ion 'X , �e:: • i: 1 i·1 r.i 1; ·i 1 1 : ; r ?. .r�1u:�ion independent of any that may result 
from the in:: \ l:k 1 t 1 1 1":l. � r :nv:;,tWi".tion . 

7. During :rn ir!i- 1!

, ... 
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8. With prior no tic�, eid·, er u i i· -1ve:; iga!or c :  '.Le: en,ployee under investigation may record the 
.employee'3 in-i:e1· ,.- i , :·:.1 3e:, ',; ._ · ; _  Tl: e par�iu; ;;,�· ,:_ r��.punsible for providing their own recording 

devices and mc:1 ia ��·!. recc., ·din::, . 

It is the respon�;ibi l i . :y c f '. ! i �  Sh�ri�f ancl hi=- ur her rws:gnees to ensure the fulfillment of the Office's 
=obligations to t �e rn':i! i :· . T:. s ,·,: :  r.:;:. �?: i! it:, ,!'.11: h(: a·-1th ,ri;y to schedule and assign personnel to 
1. - -fulfill that oblig::i.:.i -: : --1 �- 1. � :i :� _ : :- , . ·:ci(i :; - -: l::: ·,11:  , , , . : ��:.:: ;1 _  Transfer assignments shall be made on 

need, as well :is con:i � : . - :r': :, ·· ,; nf' :: : '.' :: ··: : ..\ ., l i .1bility, special skills and to promote harmony within the 
I . Office. However. e11 1p · oyees fr �li.l J th:1.t tney h«ve l�een ,:g_priciously or maliciously reassigned may 

address their cor•cerr '; 1 h1 , ,u�,h i •IC • ,.T1 f ·,:1n :-e )Y�ocec1ures set out in these rules (Chapter 6, 
Grievances). 

Procedures for t/ 1 : i  · g -.. ,, c : n,_. ; �:-. ·.- · · 1 1:-', �: � --ibr. .• =.n• :.' b� t h e  ..:: ivision Heads to the Sheriff for approval 
and will outline i' C 1 '? . ir\· d� ,S. · , ,"� -- , tJ-:c 1 T1, ,=.- p :· ) : •�cl ·.-r- :: , ,iE be posted with the notice of vacancy. 

7.03 --EMPLOY�' 1 
\ ?;':::r·:·� : �� P 'i '.[FF, i\D:J !'TY ON OR REMOVAL OF AN ENTIRE 

. ·\ c�1n ;  l 'T!�' -'Filr\;,:· TT8>' 

1 -1. TLw 11, ,. · t: ·.·i�·, .'.Firr.! · , ,- i ,. • c11-ic!_:c.:\ TJ. t:: 1r. the administration ofthe Sheriff's Office and 
cmp'.oyee�. a re tran -.ferred ·with it, � h c ,se employees then are no longer under the 
_i ctri- :l ic1: ;�,!- -, · • 1·; ,- ,' ' ; , ,. : , '; r:._-, ,i_ c f. •::>, -,, ...,�\ � c.. ·.on and these Regulations. Except for 
sit1.r�f0 ' S  r- :: 1.· �:-. '.rJ h·, 1 1 ; �  }: i� --'1 1 1 c+ i (" :-•-h1-F-:-rce policies, any such transfer must be 
voh 1 n.trl !'i.- :· n 1 ) 1r, · :·1 9 1 .' :)f.:1111 -: ' a::-(;;f!e:J r:'mployee. Notwithstanding this restriction, the 

· ·!:� 
1wc .� r , , r · ; n/ · ;•b ; , ;; fi e .� ·�rr i: ; � · · ' :-, :: 1 ) ,1 11signment to other departments or 

P. �e1· c·1,'· ; ' ,_ ,' •.: �,: .n 1! , ' i :  11 ,'W• lawft.ii nt.jective, including to the end that a given_!
Ac1 i..-it). 1F .1r -::1 i 0 ·1 � :.- n br: ·, r:1.r1 '.�i,io 11f•cl i l1 ? ·:; orderly and productive manner from the 

· 'H'.-r:Y ! �; · , !0 r!�: '.Y:� : 1- �  S '  1.: ·: - ::.!' :  ryt_ � '..' -- , _, -� :"!other department or agency. Classified 
�1;��· 0:i''}C:- tht·.s ? ::s : l·- -• 2d :·( !mGir. ·_;; 1c.-: � :!· � r : �)mmand of the Sheriff for the duration of 

-�1 ; (: r:� ' : '.-:' -"Ir' .11� ,. .... ., 11: i1 rt:�, n ·r�d J _• , [pr m�- o�her applicable laws for other purposes ..
·nr '"'W,''�. Th:-, ·! : ,! �r:, n:·1�1:: · ;, :_!1 �1 1·° 1 "-:- t e ,,� ?.�gulations or until removed under any 

ntl 11:-:- a•·: ;)F �a; -J "  E r, ·:1r of r !,�:',f P.�?!- 1 ? i ,�m- . -:: · oher applicable laws for other purposes 
, . 

2. lf in  ��Y. �l ; ' ig -\ r+.i, ·i ·y/f m·::-: ;_ ::· ::, 2. .r ng "h 11 some or all of its existing employees, is 
, (rh� r ')  • ·., .: :�; ; · e : : +' � Pff r: : (\ i li t. · );· :-- 5rer.ti vely newly acquired employees may 

1�.\Cr: -: 1:�r= · · :·J ·:�� si·Vif!'J . ,. ._, [' � •� C-� t ') 1 ( e  f _;. t •.�\\,';P_ f ·'!

�! ) \he · ; •·0.;'c� <''� f� ·1t•,1 !n · 1 f�.� · 1! 1 s ': .... -,e<:t al l TCSO new-hire standards, including -

https://Ac1i..-it).1F
https://lawft.ii
https://�.:�,:.n1
https://�:-.'.rJ
https://fr�li.lJ
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b. ] ,, _ .:,:1. : ye, r , i  �-): -h : 1 :: ::: r :::•b :.:·, ic. Ea.-y •�eriod must be served. 

1� • ·C . J ·--· 11E . .v.::: e. � ,: . r , :(e· ·� :-· c• . ·  '.· ·;r.T i ce outside or within TCSO must be 
:' ·�··:eie; : _: ·1 ,0 '. 1  fr,r ,::c:: :: n p:·o ,f1 f':•:tiY� assigned employee. This will be 
. � :'rir1J) i  -b'.:  ] '--:v the Ci· .: , s.-�P -i:e Commission in open hearing. The 
- ·ce, ·1J:j ,,;j ,y \'iil] 11terprc1 a:,cl app;y the provisions of any Inter-local 
i -�; :· '?T . :r · : r ·:�·un ; �s : '.Tc -i : ::· . 1 : · •-; formal action which may have been 
"eJ :• :· · , e o . · · : · :f;, ,_- • _ · , : :: ,: �  : : · 1·.,:::-1 : ;: the transfereof theeActivity/Function. 
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Activity/Function •· Any organiza.ional compo:1e11 t or ,,\·orking group having a definable mission 
which could be logica:ly inci.udect into or removed o .1t of the overall or general mission of the 
Sheriff's Office. 

Adverse Action - An ,l:·iion t,uen by ,w DLiGc if' · ·\; form of a written reprimand, or to dismiss, 
suspend, or demote an employee . 

Appeal - A request, in writing, b/ ,:ny employee, a :idressed to and filed with the Commission in the 
_!1manner and witl: in the -;· ,11r;: pre, - � '. 1 . :� · 1:- th� � .:; n; '..r:. ;  s1�1;k. ,.tg an investigation, review, or hearing of 

the facts. 

Capricious - With :.lllfoundc.:i m:)r ,vat iJ 1 1, upon a \\ htm, arbitrary, impulsive. 

Career Field - ,\ ;;:, T_iiJC: ,l1 1 :Dr.oymen: o "v"• ) 1 k  Le 1.!i· :\ fi C:efinable boc.y of knowledge, practice and 
skill, implicating a restricted or  lirn�t::.d pcc.: (icali-cy tc, cross- over by practitioners from one to another. 
In the Sheriff c., CfficE' t'�c � -ri11 ·: · i p1I l '.i rc ,:.r 1::-ield :, ,Fe C,y:rections, Law Enforcement, Clerical, 

Medical, Cor.1p ;+�r C\: :·: · , .: i0 :-i r.· ; •  i ,J  ' Y .:· :· ;. : _  � ,1r. ·- · · t 2 1 : : :. a.!ld Radio Communications. 

Civil Service Huie - P . mle officia!ly adopted by the Travis County Civil Service Commission for 
Sheriff's OfficE. E:11;:- 1 c :,-ee<· .  

I I ·Civil Service s��f'� •· r-:·u : : ·:i: :- : ; : •: l ,::yc: ·� 11,h ·� rr: , ,,- :k ·, ? ,:.1,·�1 ; 1i strative support to the Commission and 
functions as the <1dr.-..: r i 1,L?,.:iv� l i �: is ')n -5-:,r th� C01�1�T2 i�si0n 

Classified EmpkTrr-r- • /t .,1 F>;,�r l 1· : , ,,e t 1:':h� �,; .1;'.d'-1 
-:: O:�ce who is not designated as exempt as 

outlined in the Texas L• )cal (hvernm�n·: Code anrl 1,, ho ha_ met all requirements of initial probation. 

Designee - On :: wh::i i �  C'� S i5I'.1atr:-d ro s1 1hstitute v 1ith the :t, ,_]l power to act. 

..
: . 

Duty Assign,m�ut ... A.!;�i -�:11rrient tc· a p :-st or positi on witl, in the Sheriff's Office. 

https://s1�1;k.,.tg
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Eligible - Designates the sta•· 1 �.s of a pe!..SO:' \Vbose name has been placed on an 
employment/pnrr o tiC' r1 :: l · �· <: �- - - ,1 ?;· ,c : ,-: · : ·,;· :i <•i c1 -:: :1 re51 Jlt oftesting. 

.Examination • · A!'.) tesff r �la.t ed V v1r:01!1 s 'tep :; i:;y-- '.�mp\: yment and promotion. 

; r Exempt Employl:!•e - An employee. the� Sheriff ha, designated as exempt as outlined in the Texas 
Local Government C o ·t!�. 

Grievance - A : � ,1 ' (:-s t : 1  ·, ·;i ti r1.i ,  ':_,· �•�' � n:p l r :,:c add1 essed to and filed with the appropriate 
1 -: supervisor in th,:: 1:1anner ?nd ' \'it!· in the ::im :: 1)rovidF.1 I by t},�se rules seeking an investigation, review, 

or hearing of facts. 

Hearing - A0se� 1inn h:l :I fi)r the rn:,rpo�e of receivit1g evidence and reaching a decision with respect . 
to matters or isstie:, R;';}rnJ.= ri:1.te 1.1 · i u htr, :P. ec to th e Civil Sm-vice Commission for determination. 

'• 1 Mandatory Pr-omotion - Viandatn:·y can� Er  ac1va: 1ce 1 11ent in a particular division: Deputy I to Senior 
Deputy status, C ,.ir .:-f�:· on:: 0 ;.f a· : :· '.'.:' �;�n: � ·-· C ··•· :�feit : Officer status and Dispatcher to Senior 
Dispatcher stat •; s . 

Promotional Pror,�ss •· ';h�: m�·1ns •;lrd ::ir� -::ec.urer.- 1. 1�· ed each year to determine advancement through 
·the ranks begir." !�' '.J v :!• •· t >c i.:� •�c:r1r.e·· 1 ". r.t t.:i c0,r·,ence ,:uch process as it applies to the positions 

of Detective, S e-r�!i':r r :i;-, � [ > c·., tr•1°. -,nt , · · · 1 1 � :·: :_·1 ::! , · .m .J e1,· iir1g with the posting of those eligibility 
lists. 

.!
rRepresented f1'y • /I. s · ··�fr··1 f ,; ·;~ '.' i  6 ') � J· :- s �L�-:-• rm or <l.. l'!ving person to act on behalf of, speak 

for, and in al l rcs:-ects deferd th:· ·,:io:.:: i -ci :,·� 0f :=in �:1:1r byee ;n the appeal hearing by the Civil Service 
•I , Commission. 

Seniority - Ye::r:, r-1 y·. th: ,:n �  -:1.:.. , ·  gai :.'= -:- t-y r1n e-w1loye : �hrough length of service within a given
position or tot s ! ·�f. .i".';.�:"'  '.', i· n Trn · :--. C ·: , · ,·• <:-: . I. : >1 1:,.: - :m" '::1ken for family or medical leave is not 
included in the ca lcn!at 10n ot +\e k 11srth ot f,e!'vic-;. 

Suspension .. :'he :vri•·, r1 ·:,f 1: :, ·, : rJ 1· :--, •1g vh· :-1; ,.\.1 �•n-1L,loy<':�•! through appropriate disciplinary action, -
is forbidden 1 o ·yo:t : 

Temporary Eml]if1•1et - .\n eP--1Plo: 'ee b 1.!·ed +-or any :)osition that is not an authorized regular position 
for a limited r_,e;·i ed r:: f' • '" V  t�·� y,-, 1 y rir· • :�' <'":re-�(! r , � ( J 'i year or 900 hours, who is not eligible for 

1employee ber.�1;t,, �:":(·1:r t  '1 � :·f' �: : i • · • ci D'. ' � ·.1 --, 3;-1 r1 w ) :) 11:"'." he either full-time or part-time. 

4 1  
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Working Day - Fi:r ruq:oses o '� -::c1 1nti11g cta:v�• :1 -.�· J::king day is any day, Monday through Friday, 
excluding C:nmcy h :):i::- �rv s 
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