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TRAVIS COUNTY EMERGENCY SERVICE DISTRICT No. 1 
North Lake Travis Fire & Rescue 
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POLICY NO.:  L-1 

 

ISSUE DATE:   

 

 EFFECTIVE:  January 1, 2006 

RESCINDS POLICY: 

 

 

 REFERENCE: 

 

 

Policy and Procedures 

AUTHORIZED BY: 

 

Travis County ESD #1 Commissioners 

 

  I.  PURPOSE 
 

To provide a general and uniform guide to District Employees in matters 

related to daily administration and management. 

 

 

 II.  BACKGROUND 
 

It is the intention of the District Commissioners that all employees are 

treated fairly and equally.  With that goal in mind, this handbook is 

designed to address common questions and issues which might normally 

arise.  As with all such attempts, there may be instances when a 

situation is not addressed or not addressed fully.  In such case, every 

attempt will be made to treat each and every employee with due regard. 

 

Unlike other sections of the Policy and Procedures Manual, this section 

is written as a continuous document with specific chapters.  Adoption 

and revision dates for each chapter are shown in the Handbook Outline.  

This handbook can be utilized as a stand alone guide for employees of 

the District. 

 

 

III.  POLICY 
 

Employees of Travis County Emergency Services District No. 1 will adhere 

to the provisions of the Employee Handbook.  All personnel are required 

to be familiar and knowledgeable with the contents of the handbook. 
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POLICIES AND PROCEDURE OUTLINE 

 

 

 
CHAPTER ADOPTION DATE REVISION 

DATE 
   

100 - Employment   

     101 - Nature of Employment 

     102 - Employee Relations 

     103 - Equal Employment Opportunity 

     104 - Hiring of Relatives 

     105 - Immigration Law Compliance 

     106 - Conflicts of Interest 

     107 - Outside Employment 

     108 - Non-Disclosure 

     109 - Disability Accommodation 

  

   

200 - Employment Status and Records   

     201 - Employment Categories 

     202 - Access to Personnel Files 

     203 - Employment Reference Checks 

     204 - Personnel Data Changes 

     205 - Orientation Period 

     206 - Employment Applications 

     207 - Performance Evaluations  

 

 

 

01-23-2007 

   

300 - Employee Benefit Programs   

     301 - Employee Benefits 

     302 - Vacation Benefits 

     303 - Holidays 

     304 - Workers’ Compensation Insurance 

     305 - Sick Leave Benefits 

     306 - Time Off To Vote 

     307 - Bereavement Leave 

     308 - Jury Duty 

     309 - Witness Duty 

     310 - Pension 

     311 - Medical Insurance 

     312 - Supplemental Life Insurance  

  

 

08-08-2006 

 

2006 

   

400 - Timekeeping and Payroll   

     401 - Timekeeping 

     402 - Paydays 

     403 - Employment Termination 

     404 - Administrative Pay Corrections 

     405 - Pay Deductions 

 2006 

   

500 - Work Conditions and Hours  05/12/2009 

     501 – Safety 

     502 - Work Schedules 

     503 - Trading of Time 

     504 - Use of Telephones 

     505 - Tobacco Products 

     506 - Meal Periods 

     507 - Overtime 

     508 - Use of Equipment and Vehicles 

           A.  Motor Vehicle/Equip. Operating Standards 

           B.  Use of Dist. Vehicles 

           C.  Dist. Property and Equipment 

     509 - Business Travel Expenses 

     510 - Computer and E-Mail Usage 

  

 

 

 

 

 

10-2006 

 

   

600 - Leaves of Absence  06-09-2009 

     601 - Medical Leave 

     602 - Family Leave 

     603 - Personal Leave 

     604 - Military Leave 
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700 - Employee Conduct and Discipline     05-12-2009 

     701 - Employee Conduct and Work Rules 

     702 - Drug and Alcohol Use 

     703 - Sexual and Other Unlawful Harassment 

     704 - Attendance and Punctuality 

     705 - Personal Appearance 

     706 - Fire Station:  Visitation and Dormitory 

     707 - Return of Property 

     708 - Resignation 

     709 - Security Inspections 

     710 - Solicitation 

     711 - Discipline Procedure 

     712 - Problem Resolution 

 

 

 

11-14-2006 

 

 

08-19-2008 

   

800 - Miscellaneous   

     801 - Life Threatening Illnesses in the Workplace   

   

 



100 - 5  

 

100  EMPLOYMENT 

 

 101  NATURE OF EMPLOYMENT 
 

Employment with Travis County ESD #1 is voluntarily entered into, and the employee 

is free to resign at will at any time, with or without cause.  Similarly, Travis 

County ESD #1 may terminate the employment relationship at will at any time, with or 

without notice or cause, so long as there is no violation of applicable federal or 

state law. 

 

Policies set forth in this handbook are not intended to create a contract, nor are 

they to be construed to constitute contractual obligations of any kind or a contract 

of employment between Travis County ESD #1 and any of its employees.  The provisions 

of the handbook have been developed at the discretion of management and, except for 

its policy of employment-at-will, may be amended or canceled at any time, at Travis 

County ESD #1’s sole discretion. 

 

These provisions supersede all existing policies and practices and may not be 

amended or added to without the express written approval of the Travis County ESD #1 

Board of Commissioners. 

 

 

 102  EMPLOYEE RELATIONS 
 

Travis County ESD #1 believes that the work conditions, wages, and benefits it 

offers to its employees are competitive with those offered by other employers in 

this area and in this industry.  If employees have concerns about work conditions or 

compensation, they are strongly encouraged to voice these concerns openly and 

directly to their supervisors. 

 

Our experience has shown that when employees deal openly and directly with 

supervisors, the work environment can be excellent, communications can be clear, and 

attitudes can be positive.  We believe that Travis County ESD #1 amply demonstrates 

its commitment to employees by responding effectively to employee concerns. 

 

 

 103  EQUAL EMPLOYMENT OPPORTUNITY 
 

In order to provide equal employment and advancement opportunities to all 

individuals, employment decisions at Travis County ESD #1 will be based on merit, 

qualifications, and abilities.  Travis County ESD #1 does not discriminate in 

employment opportunities or practices on the basis of race, color, religion, sex, 

national origin, age, or any other characteristic protected by law. 

 

This policy governs all aspects of employment, including selection, job assignment, 

compensation, discipline, termination, and access to benefits and training. 
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Any employees with questions or concerns about any type of discrimination in the 

workplace are encouraged to bring these issues to the attention of their immediate 

supervisor or the Fire Chief’s Office.  Employees can raise concerns and make 

reports without fear of reprisal.  Anyone found to be engaging in any type of 

unlawful discrimination will be subject to disciplinary action, up to and including 

termination of employment. 

 104  HIRING OF RELATIVES      
The employment of relatives in the same area of an organization may cause serious 

conflicts and problems with favoritism and employee morale.  In addition to claims 

of partiality in treatment at work, personal conflicts from outside the work 

environment can be carried into day-to-day working relationships. 

 

Relatives of persons currently employed by Travis County ESD #1 may be hired only if 

they will not be working directly for or supervising a relative.  Travis County ESD 

#1 employees cannot be transferred into such a reporting relationship. 

 

If the relative relationship is established after employment, the individuals 

concerned will decide who is to be transferred.  If that decision is not made within 

30 calendar days, management will decide. 

 

In other cases where a conflict or the potential for conflict arises, even if there 

is no supervisory relationship involved, the parties may be separated by 

reassignment or terminated from employment. 

 

Travis County ESD #1 defines a relative as a member of ones immediately family.  For 

the purposes of this policy “immediate family” is the employee’s spouse, parent, 

child, sibling; the employee’s spouse’s parent, child, or sibling; the employee’s 

child’s spouse; grandparents or grandchildren.  Special consideration will also be 

given to any other person whose association with the employee was similar to any of 

the above relationships. 

 105  IMMIGRATION LAW COMPLIANCE 
 

Travis County ESD #1 is committed to employing only United States citizens and 

aliens who are authorized to work in the United States and does not unlawfully 

discriminate on the basis of citizenship or national origin. 

 

In compliance with the Immigration Reform and Control Act of 1986, each new 

employee, as a condition of employment, must complete the Employment Eligibility 

Verification Form I-9 and present documentation establishing identity and employment 

eligibility.  Former employees who are re-hired must also complete the form if they 

have not completed an I-9 with Travis County ESD #1 within the past three years, or 

if their previous I-9 is no longer retained or valid. 

 

Employees with questions or seeking more information on immigration law issues are 

encouraged to contact the District Office.  Employees may raise questions or 

complaints about immigration law compliance without fear of reprisal.  

 106  CONFLICTS OF INTEREST 
 

Employees have an obligation to conduct business within guidelines that prohibit 

actual or potential conflicts of interest.  This policy establishes only the 

framework within which Travis County ESD #1 wishes the business to operate.  The 

purpose of these guidelines is to provide general direction so that employees can 
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seek further clarification on issues related to the subject of acceptable standards 

of operation.  Contact the District Office for more information or questions about 

conflicts of interest. 

 

An actual or potential conflict of interest occurs when an employee is in a position 

to influence a decision that may result in a personal gain for that employee or for 

a relative as a result of Travis County ESD #1’s business dealings.  For the 

purposes of this policy, a relative is any person who is related by blood or 

marriage, or whose relationship with the employee is similar to that of persons who 

are related by blood or marriage. 

 

No “presumption of guilt” is created by the mere existence of a relationship with 

outside firms.  However, if employees have any influence on transactions involving 

purchases, contracts, or leases, it is imperative that they disclose to the Fire 

Chief’s Office of Travis County ESD #1 as soon as possible the existence of any 

actual or potential conflict of interest so that safeguards can be established to 

protect all parties. 

 

Personal gain may result not only in cases where an employee or relative has a 

significant ownership in a firm with which Travis County ESD #1 does business, but 

also when an employee or relative receives any kickback, bribe, substantial gift, or 

special consideration as a result of any transaction or business dealings involving 

Travis County ESD #1. 

 107  OUTSIDE EMPLOYMENT 
 

Employees may hold outside jobs as long as they meet the performance standards of 

their job with Travis County ESD #1.  All employees will be judged by the same 

performance standards and will be subject to Travis County ESD #1’s scheduling 

demands, regardless of any existing outside work requirements. 

 

If Travis County ESD #1 determines that an employee’s outside work interferes with 

performance or the ability to meet the requirements of Travis County ESD #1 as they 

are modified from time to time, the employee may be asked to terminate the outside 

employment if he or she wishes to remain with Travis County ESD #1. 

 

Outside employment that constitutes a conflict of interest is prohibited.  Employees 

may not receive any income or material gain from individuals outside Travis County 

ESD #1 for materials produced or services rendered while performing their jobs. 

 108  NON-DISCLOSURE 
 

The protection of confidential information such as medical and other emergency 

reports is vital to the interests and the success of Travis County ESD #1. Release 

of any information must be made by the Fire Chief or his designee. 

 

Employees who improperly use or disclose confidential business information will be 

subject to disciplinary action, up to and including termination of employment, even 

if they do not actually benefit from the disclosed information. 

 109  DISABILITY ACCOMMODATION 
 

Travis County ESD #1 is committed to complying fully with the Americans with 

Disabilities Act (ADA) and ensuring equal opportunity in employment for qualified 
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persons with disabilities.  All employment practices and activities are conducted on 

a non- discriminatory basis. 

 

Hiring procedures have been reviewed and provide persons with disabilities 

meaningful employment opportunities.  Pre-employment inquiries are made only 

regarding an applicant’s ability to perform the duties of the position. 

 

Reasonable accommodation is available to all disabled employees, where their 

disability affects the performance of job functions. All employment decisions are 

based on the merits of the situation in accordance with defined criteria, not the 

disability of the individual. 

 

Qualified individuals with disabilities are entitled to equal pay and other forms of 

compensation (or changes in compensation) as well as in job assignments, 

classifications, organizational structures, position descriptions, lines of 

progression, and seniority lists.  Leave of all types will be available to all 

employees on an equal basis. 

 

Travis County ESD #1 is also committed to not discriminating against qualified 

employees or applicants because they are related to or associated with a person with 

a disability.  Travis County ESD #1 will follow any state or local law that provides 

individuals with disabilities greater protection than the ADA. 

 

This policy is neither exhaustive nor exclusive.  Travis County ESD #1 is committed 

to taking all other actions necessary to ensure equal employment opportunity for 

persons with disabilities in accordance with the ADA and all other applicable 

federal, state, and local laws. 
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200  EMPLOYMENT STATUS AND RECORDS 

 

 201  EMPLOYMENT CATEGORIES 

 

It is the intent of Travis County ESD #1 to clarify the definitions of employment 

classifications so that employees understand their employment status and benefit 

eligibility.  These classifications do not guarantee employment for any specified 

period of time. Accordingly, the right to terminate the employment relationship at 

will at any time is retained by both the employee and Travis County ESD #1. 

 

Each employee is designated as either NON EXEMPT or EXEMPT from federal and state 
wage and hour laws.  NON EXEMPT employees are entitled to overtime pay under the 

specific provisions of federal and state laws.  EXEMPT employees are excluded from 

specific provisions of federal and state wage and hour laws.  An employee’s EXEMPT 

or NON EXEMPT classification may be changed only upon written notification by Travis 

County ESD #1 Board of Commissioners. 

 

In addition to the above categories, each employee will belong to one other 

employment category: 

   

FULL-TIME FIREFIGHTER'S are non exempt employees, those who are not in a temporary or 
introductory status and who are regularly scheduled to work Travis County ESD #1’s 

full-time schedule.  Full-time, Regular Firefighters are normally scheduled for a 

53-hour per week schedule. Full-time firefighters are generally eligible for Travis 

County ESD #1’s benefit package, subject to conditions and limitations of each 

benefit program.  Specifically included are vacation, sick leave entitlements and 

retirement. 

 

FULL-TIME, NON EXEMPT- Firefighter I employees are those who are not in a temporary or 
introductory status and are classified "full-time according to the requirements of 

the Texas Commission on Fire Protection. Full-time, Regular Firefighters are 

normally scheduled for a 53-hour per week schedule.  For practical purposes, this 

classification is hourly in basis, and is not eligible for sick leave, vacation 

entitlements and other district benefits. 

 

FULL-TIME, NON EXEMPT-Firefighter II employees are those who are not in a temporary or 
introductory status and are classified “full-time” according to the requirements of 

the Texas Commission on Fire Protection.  Full-time, Regular Firefighters are 

normally scheduled for a 53-hour per week schedule. For practical purposes, this 

classification is hourly in basis, and is eligible for sick leave, vacation 

entitlements and other district benefits. 

 

PART-TIME employees are those who are not assigned to a temporary or introductory 
status and who are not regularly scheduled to work more than 30 hours per week,  

(Part-time firefighters are not regularly scheduled to work more than 24 hours per 

week).  While they do receive all legally mandated benefits (such as Social Security 

and workers’ compensation insurance), they are ineligible for all of Travis County 

ESD #1’s other benefit programs. 

 

Included in this classification are those volunteer firefighters who work fill-in 

shifts as staff firefighters. 
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INTRODUCTORY employees are those whose performance is being evaluated to determine 
whether further employment in a specific position or with Travis County ESD #1 is 

appropriate.  Employees who satisfactorily complete the orientation period will be 

notified of their new employment classification. 

 

TEMPORARY employees are those who are hired as interim replacements, to 

temporarily supplement the work force, or to assist in the completion of a specific 

project.  Employment assignments in this category are of a limited duration. 

Employment beyond any initially stated period does not in any way imply a change in 

employment status.  Temporary employees retain that status unless and until notified 

of a change.  While temporary employees receive all legally mandated benefits (such 

as workers’ compensation insurance and Social Security), they are ineligible for all 

of Travis County ESD #1’s other benefit programs. 

 202  ACCESS TO PERSONNEL FILES 

 

Travis County ESD #1 maintains a personnel file on each employee.  The personnel 

file includes such information as the employee’s job application, resume, records of 

training, documentation of performance appraisals and salary increases, and other 

employment records. 

 

Personnel files are the property of Travis County ESD #1, and access to the 

information they contain is restricted.  Generally, only supervisors and management 

personnel of Travis County ESD #1 who have a legitimate reason to review information 

in a file are allowed to do so. 

 

Employees who wish to review their own file should contact the Fire Chief’s Office.  

With reasonable advance notice, employees may review their own personnel files in 

Travis County ESD #1’s offices and in the presence of an individual appointed by 

Travis County ESD #1 to maintain the files. 

 203  EMPLOYMENT REFERENCE CHECKS     

 
To ensure that individuals who join Travis County ESD #1 are well qualified and have 

a strong potential to be productive and successful, it is the policy of Travis 

County ESD #1 to check the previous and current employment references of all 

applicants. 

Response to outside agency(s) regarding employment reference checks for current or 

past employees of Travis County ESD #1 will only be made by the Office of the Fire 

Chief.  Response will be in writing only to reference check inquiries that are 

submitted in writing. Responses to such inquiries will confirm only dates of 

employment, wage rates, position(s) held, and eligibility for re-hire.  No 

employment data will be released without a written authorization and release signed 

by the individual who is the subject of the inquiry. 

 204  PERSONNEL DATA CHANGES 

 

It is the responsibility of each employee to promptly notify Travis County ESD #1 of 

any changes in personnel data.  Personal mailing addresses, telephone numbers, 

number and names of dependents, individuals to be contacted in the event of 

emergency, educational accomplishments, and other such status reports should be 

accurate and current at all times.  If any personnel data has changed notify the 

District Office. 
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205  ORIENTATION  PERIOD 

 

The orientation period is intended to give new employees the opportunity to 

demonstrate their ability to achieve a satisfactory level of performance and to 

determine whether the new position meets their expectations.  Travis County ESD #1 

uses this period to evaluate employee capabilities, work habits, and overall 

performance.  Either the employee or Travis County ESD #1 may end the employment 

relationship at will at any time during or after the orientation period, with or 

without cause or advance notice. 

 

All new and re-hired employees work on an orientation basis for the first 180 

calendar days after their date of hire.  Employees who are promoted must complete a 

secondary orientation period of the same length with each reassignment to a new 

position.  Any significant absence will automatically extend an orientation period 

by the length of the absence.  If Travis County ESD #1 determines that the 

designated orientation period does not allow sufficient time to thoroughly evaluate 

the employee’s performance, the orientation period may be extended for a specified 

period. 

 

In cases of promotions within Travis County ESD #1, an employee who, in the sole 

judgment of management, is not successful in the new position can be removed from 

that position at any time during the secondary orientation period.  If this occurs, 

the employee may be allowed to return to his or her former job or to a comparable 

job for which the employee is qualified, depending on the availability of such 

positions and Travis County ESD #1’s needs. 

 

Upon satisfactory completion of the initial orientation period, employees enter the 

“regular” employment classification. 

 

Employment status is not changed during the secondary orientation period that result 

from a promotion or transfer within Travis County ESD #1. 

 206  EMPLOYMENT APPLICATIONS 

 

Travis County ESD #1 relies upon the accuracy of information contained in the 

employment application, as well as the accuracy of other data presented throughout 

the hiring process and employment.  Any misrepresentations, falsifications, or 

material omissions in any of this information or data may result in Travis County 

ESD #1’s exclusion of the individual from further consideration for employment or, 

if the person has been hired, termination of employment. 

 207  PERFORMANCE EVALUATION 

 

STATEMENT OF PURPOSE 

This policy outlines the procedures and expectations for regular performance 

evaluations of Fire Department employees.  The Fire Department uses performance 

evaluations to recognize what employees are doing well, note areas for improvement, 

establish performance improvement goals, and support pay decisions. 

 

SCOPE 

This policy applies to all directors, supervisors and full-time and part-time 

employees. 
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PROCEDURES  

Orientation Evaluation:  Supervisors are responsible for conducting a performance 

evaluation with each of their new employees at the end of the six (6) month 

orientation period.  The supervisor and employees will meet and discuss the 

employee's performance successes and areas for improvement.  The employee may submit 

a written self-evaluation to be included with the supervisor's evaluation.  After 

the meeting, the supervisor completes the employee's evaluation form that must be 

approved by the Fire Chief.  A Personnel Action Form must accompany the evaluation 

if a pay raise is being recommended.  Once all approvals have been received, the 

supervisor will meet with the employee to review the final evaluation and any 

approved pay increase.  At the conclusion of the meeting, the employee will be given 

a copy of the evaluation and the Personnel Action Form.  The originals signed by the 

supervisor and the employee will be sent to Administration. 

 

Annual Evaluations: All regular full and part-time employees will receive an 

annual performance evaluation. Administration will send out packets to the Fire 

Chief approximately two months before annual raises are to be implemented. The Fire 

Chief will meet with each of his/her employees and discuss the employee's 

performance successes and areas for improvement during the past year.  The employee 

may submit a written self-evaluation to be included with the Fire Chief's 

evaluation.  After the meeting, the Fire Chief completes the employee's evaluation 

form.  The Fire Chief is responsible for ensuring that an evaluation and Personnel 

Action Form is completed for each employee in their department.  After the Fire 

Chief approves the evaluations and recommended pay increases, the forms are sent to 

Administration.  The Fire Chief may meet with each supervisor to discuss the 

evaluations and recommended pay changes.  Once the Fire Chief approves the 

evaluations they will be presented to the Board of Commissioners for final approval. 

 

Performance Pay Increases:  A current evaluation is required to be completed and 

sent to the Fire Chief before an employee is eligible to receive any applicable pay 

raise.  Performance pay increases will be administered in accordance with the 

Policies and Procedures and current Board of Commissioners approved budget 

guidelines.  Pay increases require the approval of the Board of Commissioners before 

being communicated to employee. 

 

Performance Improvement Plans:  If an employee is not meeting expectations or the 

supervisor recommends the employee receive a minimal pay raise in accordance with 

current budget guidelines, a Performance Improvement Plan may be developed with the 

employee in accordance with Personnel Policy. 

 

Performance Evaluation Form Criteria:  At a minimum, the form should acknowledge 

employee accomplishments and strengths, note any areas for improvement and establish 

performance goals for the next review period.  The employee will also be allowed to 

add comments to the evaluation.  The form(s) selected should be reviewed with the 

Fire Chief. 

 

Evaluation Disagreement:  If an employee disagrees with a performance evaluation, 

they may include their own statement to be included in the personnel file.  

Performance evaluation results and any related pay increases may not be appealed. 
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PERFORMANCE IMPROVEMENT PLANS 

 

STATEMENT OF PURPOSE 

It is the intent of this policy to establish clear, positive guidelines for 

correcting and preventing job performance deficiencies. 

 

This Performance Improvement policy sets forth non-comprehensive guidelines for 

supervisors to follow if they so choose.  This policy is discretionary and is not an 

employment contract.  The Fire Department reserves the right to deviate from this 

policy at any time as circumstances may warrant. 

 

ELIGIBILITY 

This policy applies to regular full and part-time employees who have successfully 

completed the New Hire Orientation Period. 

 

PROCEDURES 

Performance Improvement:  It is the responsibility of each employee to maintain an 

acceptable level of job performance.  Supervisors may use performance improvement 

guidelines to assist employees with performance problems, but the policy does NOT 

necessarily apply to employees who have violated the Fire Departments Discipline 

Procedure Personnel Policy or who have committed other rule violations.  When the 

job performance of any eligible employee falls below an acceptable level, the 

employee's supervisor has the discretion to utilize this policy in an effort to help 

the employee improve his/her performance. 

 

Formal Performance Improvement Program:  An employee who performs below an 

acceptable level may, at the supervisor's discretion, be placed on a formal program 

designed to improve performance.  After consultation with the Fire Chief, the 

supervisor will present the employee with a written memorandum stating: 

1. The specific deficiencies observed in the employee's performance; 

2. The specific improvement necessary; 

3. The period of time in which improvement must occur; and/or 

4. What further action, including termination, may result if the employee 

fails to show satisfactory and sustained improvement. 

 

Consultation with the Fire Chief is not required for routine counseling and 

feedback.  An employee cannot appeal placement on a performance improvement program. 

 

Signature on Performance Improvement Document:  The employee and the supervisor 

should sign the performance improvement document.  The employee's signature 

indicates receipt of the document only, not necessarily agreement with its contents.  

If the employee refuses to sign, the supervisor should note on the original document 

that a copy was given to the employee.  The original will be maintained by the Fire 

Department and a copy given to the employee. 

 

Failure to Improve:  The supervisor may recommend an extension of the performance 

improvement program if, in his/her judgment, such action is warranted.  However, if 

an employee's performance remains unacceptable, the employee will be subject to 

disciplinary action, up to and including termination. 
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Merit Increases:  If an employee is not meeting expectations or the supervisor 

recommends the employee receive a minimal pay raise in accordance with the current 

budget guidelines, a Performance Improvement Plan will be developed with the 

employee.  An employee on a performance improvement plan will have any merit action 

delayed until the employee has maintained an acceptable level of performance, as 

determined by the Fire Chief. 

 

Orientation Period:  During the New Hire Orientation Period, this Performance 

Improvement Personnel Policy is inapplicable.  A supervisor may choose to apply this 

policy with a promoted or transferred employee during the Promotion Orientation 

Period. 

300 EMPLOYEE BENEFIT PROGRAMS 

 

 301   EMPLOYEE BENEFITS 

 

Eligible employees at Travis County ESD #1 are provided a wide range of benefits.  A 

number of the programs (such as Social Security, workers’ compensation, state 

disability, and unemployment insurance) cover all employees in the manner prescribed 

by law. 

 

Benefits eligibility is dependent upon a variety of factors, including employee 

classification.  Your supervisor can identify the programs for which you are 

eligible.  Details of many of these programs can be found elsewhere in the employee 

handbook. 

 

The following benefit programs are available to eligible employees: 

Vacation     Military Leave     

Holidays     Uniforms 

Workman's Comp 

Sick Leave 

Voting Time Off 

Bereavement Leave 

Jury Duty 

Witness Duty 

Pension Plan 

Medical Insurance 

Supplemental Life Insurance 

Auto, Employer Owned Car 

Travel Allowance 

 

  

Some benefit programs may require contributions from the employee, but most are 

fully paid by Travis County ESD #1. 

 302   VACATION BENEFITS 

 

Vacation time off with pay is available to eligible employees to provide 

opportunities for rest, relaxation, and personal pursuits.  Employees in the 

following employment classification(s) are eligible to earn and use vacation time as 

described in this policy: 

 Full-time Firefighters 

 Full-time Exempt  Employees 
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 Full-time Non-Exempt  Employees 

 

 

 

 

The amount of paid vacation time employees receive each year increases with the 

length of their employment as shown in the following schedule. 

  Vacation accruals: 6 days after 6 mo. and 1 day per month after 

 VACATION EARNING SCHEDULE 

---------------------------------------------- 

YEARS OF ELIGIBLE SERVICE        VACATION DAYS 

                                 EACH YEAR 

---------------------------------------------- 

   1  thru  4          12 working days 

   5  thru  9     15 working days 

  10  thru 14     18 working days 

     15 +                           21 working days 

---------------------------------------------- 

 

Accruals for Full Time employees who work a 40-hour week are made at the end of each 

calendar month.  Accrual for personnel working other schedules is based upon 

completion of working 168 hours.  Vacation days accrue from date of employment but 

may not be used until 6 month probationary period has been completed. 

   

The length of eligible service is calculated on the basis of a “benefit year.”  This 

is the 12-month period that begins when the employee starts to earn vacation time.  

An employee’s benefit year may be extended for any significant leave of absence 

except military leave of absence.  Military leave has no effect on this calculation.  

(See individual leave of absence policies for more information.) 

 

Once employees enter an eligible employment classification, they begin to earn paid 

vacation time according to the schedule. However, before vacation time can be used, 

a waiting period of 180 calendar days must be completed.  After that time, employees 

can request use of earned vacation time including that accrued during the waiting 

period. 

 

Paid vacation time can be used in minimum increments of four hours.  To take 

vacation, employees should request approval ten days in advance, from their 

supervisors.  Requests will be reviewed based on a number of factors, including 

business needs and staffing requirements. 

 

Vacation time off is paid at the employee’s base pay rate at the time of vacation.  

It does not include overtime or any special forms of compensation such as 

incentives, commissions, bonuses, or shift differentials. 

 

As stated above, employees are encouraged to use available paid vacation time for 

rest, relaxation, and personal pursuits.  In the event that available vacation is 

not used by the end of the benefit year, employees may carry unused time forward to 

the next benefit year.  If the total amount of unused vacation time reaches a “cap” 

equal to two times the annual vacation amount, further vacation accrual will stop.  

When the employee uses paid vacation time and brings the available amount below the 

cap, vacation accrual will begin again.  District Commissioners may waive this 

requirement in specific cases. 
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Upon termination of employment, employees will be paid for unused vacation time that 

has been earned through the last day of work. 

 303  Holidays 
 

Travis County ESD #1 will grant holiday time off to all employees on the holidays 

listed below.  If the holiday(s) fall on a weekend, the District may elect to allow 

alternate days off. 

 

New Year’s Day  (January 1) 
Presidents’ Day  (Third Monday in February) 
Memorial Day  (Last Monday in May) 
Independence Day  (July 4) 
Labor Day  (First Monday in September) 
Veteran's Day (November 11) 
Thanksgiving (2-days; Thanksgiving and day after Thanksgiving) 
Christmas (2-days; December 24 and 25) 
 

 

Travis County ESD #1 will grant paid holiday time off to all eligible employees 

immediately upon assignment to an eligible employment classification.  Eligible 

employee classification(s): 

 Full-time Regular Firefighters 

 Full-time Exempt Employees 

 

Full-time Non-Exempt Employees 
 

If a recognized holiday falls during an eligible employee’s paid absence (such as 

vacation or sick leave), holiday pay will be provided instead of the paid time off 

benefit that would otherwise have applied. 

Travis County ESD 1 will allow 8-hours of holiday time off to eligible employees who 

work a 40-hour week. 

Firefighters are subject to being scheduled to work on a recognized holiday(s), due 

to shift assignments.  Each eligible employee working a 24-hour on and 48-hour off, 

schedule will be awarded 12-hours of holiday time at the end of the month in which 

the holiday(s) occurs.  This 12-hour period correlates to an 8-hour period for 

uniformed/non-uniformed personnel working a 40-hour week. 

 304  WORKERS’ COMPENSATION INSURANCE 

 

Travis County ESD #1 provides a comprehensive workers’ compensation insurance 

program at no cost to employees.  This program covers any injury or illness 

sustained in the course of employment that requires medical, surgical, or hospital 

treatment.  Subject to applicable legal requirements, workers’ compensation 

insurance provides benefits after a short waiting period or, if the employee is 

hospitalized, immediately. 

 

Employees who sustain work-related injuries or illnesses should inform their 

supervisor immediately.  No matter how minor an on- the-job injury may appear, it is 

important that it be reported immediately.  This will enable an eligible employee to 

qualify for coverage as quickly as possible. 
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Neither Travis County ESD #1 nor the insurance carrier will be liable for the 

payment of workers’ compensation benefits for injuries that occur during an 

employee’s voluntary participation in any off-duty recreational, social, or athletic 

activity sponsored by, or not sponsored by Travis County ESD #1. 

305  SICK LEAVE BENEFITS   
 

Travis County ESD #1 provides paid sick leave benefits to all eligible employees for 

periods of temporary absence due to illnesses or injuries.  Eligible employee 

classification(s): 

 Full-time Firefighters 

 Full-time Exempt Employees 

 

Full-time Non-Exempt Employees 
 

Eligible employees will accrue sick leave benefits at the rate of 8 hours every 

month of full service for Regular Full-Time, Non-Shift personnel; or, 12 hours upon 

completion of working 168 hours, as in the case of Fire, Uniformed-shift workers.  

Sick leave benefits are calculated on the basis of a “benefit year,” the 12-month 

period that begins when the employee starts to earn sick leave benefits. 

 

Employees can request use of paid sick leave after completing a waiting period of 

180 calendar days from the date they become eligible to accrue sick leave benefits.  

Sick leave must be earned before it is granted. Paid sick leave can be used in 

minimum increments of one-half hour.  Eligible employees may use sick leave benefits 

for an absence due to their own illness or injury. Employees who are unable to 

report to work due to illness or injury should notify their direct supervisor at 

least one hour before the scheduled start of their workday if possible.  The direct 

supervisor must also be contacted on each additional day of absence. 

If an employee takes sick leave on the day immediately preceding or following a 

designated holiday, the holiday will be charged to sick leave and will not be paid 

for. 

Sick leave benefits will be calculated based on the employee’s base pay rate at the 

time of absence and will not include any special forms of compensation, such as 

incentives, commissions, bonuses, or shift differentials. 

The accrual rates are as follows: 

Employees Accrual per pay period* Maximum Accrual 

      

Regular Full-Time, Non-Shift Four (4) hours per pay period 960 hours 

Fire, Uniformed - Shift Six (6) hours per pay period 1,344 hours 
 

*The accrual is not available for the employee to use until the first day of the 

following pay period or month. 

Sick leave benefits are intended solely to provide income protection in the event of 

illness or injury, and may not be used for any other absence.  Unused sick leave 

benefits will not be paid to employees while they are employed or upon termination 

of employment, unless otherwise directed by the District Commissioners in specific 

cases. 
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Licensed Physician Statement:  A statement from the treating physician is required 

in the following cases: 

 1. An absence from work of more than three (3) consecutive 8 hr.   

  days or two (2) 24 hr. consecutive shifts must be documented by a  

  physician's written statement describing the dates of disability   

  and, if applicable, releasing the employee to return to work   

  without limitations. The supervisor may request a similar    

  statement at any time. 

 2. According to worker's compensation reporting requirements. 

 3. At the third (3) Occurrence. 

 

The physician's statement should state the estimated period of time the employee 

will be unable to report for duty. 

Return to Work Release: A return to work written certification is required from an 

employee if they receive treatment from a physician or doctor for an illness or 

injury.  This form should be presented to the supervisor and forwarded to the 

Administrative Office. 

 

Occurrence 

An Occurrence is each separate time an employee uses sick leave.  Occurrences will 

be tracked in a twelve (12) month period starting each January 1 and ending December 

31 of the same year.  Sick time off and Occurrences will be looked at differently. 

Example:  An employee may call in sick and be off for five (5) days during an 

illness.  The sick time will be logged as one (1) occurrence but five (5) days sick 

against his accrued sick leave. 

At the third (3rd) Occurrence in a twelve (12) month period – (January to December) 

the employee will be counseled about his/her use of sick leave and the employee will 

be required to produce a statement from a treating physician before returning to 

work.  Failure to produce a physician statement will result in a written warning in 

the employee’s personnel file. 

After the fourth (4th) Occurrence and every Occurrence thereafter, a statement from 

a treating physician will be required each time before returning to work.  Failure 

to produce a physician’s statement will result in shifts off without pay or 

termination. 

 

Return to Work Release: A return to work written certification is required from an 

employee if they receive treatment from a physician or doctor for an illness or 

injury.  This form should be presented to the supervisor and forwarded to the 

Administrative Office. 

 

Abuse of Sick Leave 

Inappropriate use or abuse of sick leave by an employee may be subject to 

disciplinary action, up to and including termination and/or denial of use of paid 

sick leave.  In addition, if a supervisor has reason to believe abuse is occurring, 

he/she may require a physician's written statement for the absence.   

Although the Emergency Services District provides sick leave accrual at a specified 

rate, excessive absences on the part of the employee may signal a performance 

problem to the supervisor.  Continued use of sick leave at higher than average 

rates, as defined by the Fire Chief, may create situations within a work group that 

hamper accomplishment of tasks and expectations.  The Fire Chief may take corrective 

action by setting attendance goals through a Performance Improvement Plan or 

enforcing the appropriate disciplinary action. 
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 306  TIME OFF TO VOTE 

 

Travis County ESD #1 encourages employees to fulfill their civic responsibilities by 

participating in elections.  Generally, employees are able to find time to vote 

either before or after their regular work schedule.  If employees are unable to vote 

in an election during their non-working hours, Travis County ESD #1 will grant up to 

two hours of paid time off to vote. 

 

Employees should request time off to vote from their supervisor at least two working 

days prior to the Election Day.  Advance notice is required so that the necessary 

time off can be scheduled at the beginning or end of the work shift, whichever 

provides the least disruption to the normal work schedule. 

 307  BEREAVEMENT LEAVE 

 

Employees who wish to take time off due to the death of an immediate family member 

should notify their supervisor immediately. 

 

Up to three days of paid bereavement leave will be provided to eligible employees in 

the following classification(s): 

 Full-time Firefighters 

 Full-time Exempt Employees 

 

Full-time Non-Exempt Employees 
 

Bereavement pay is calculated based on the base pay rate at the time of absence and 

will not include any special forms of compensation, such as incentives, commissions, 

bonuses, or shift differentials. 

 

Approval of bereavement leave will occur in the absence of unusual operating 

requirements.  Employees may, with their supervisors’ approval, use any available 

paid leave for additional time off as necessary. 

 

Travis County ESD #1 defines “immediate family” as the employee’s spouse, parent, 

child, sibling; the employee’s spouse’s parent, child, or sibling; the employee’s 

child’s spouse; grandparents or grandchildren.  Special consideration will also be 

given to any other person whose association with the employee was similar to any of 

the above relationships. 

 308  JURY DUTY 

 

Travis County ESD #1 encourages employees to fulfill their civic responsibilities by 

serving jury duty when required.  Employees in an eligible classification may 

request up to two weeks of paid jury duty leave over any one year period. 

 

Jury duty pay will be calculated on the employee’s base pay rate times the number of 

hours the employee would otherwise have worked on the day of absence.  Employee 

classifications that qualify for paid jury duty leave are: 
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 Full-time Firefighters  

 Full-time Exempt Employees 

 

Full-time Non-Exempt Employees 
 

If employees are required to serve jury duty beyond the period of paid jury duty 

leave, they may use any available paid time off (for example, vacation benefits) or 

may request an unpaid jury duty leave of absence. 

 

Employees must show the jury duty summons to their supervisor as soon as possible so 

that the supervisor may make arrangements to accommodate their absence.  Of course, 

employees are expected to report for work whenever the court schedule permits.  Upon 

return to work the employee must present a certificate of jury service from the 

court. 

 

Either Travis County ESD #1 or the employee may request an excuse from jury duty if, 

in Travis County ESD #1’s judgment, the employee’s absence would create serious 

operational difficulties. 

 

  

 309  WITNESS DUTY 

 

Travis County ESD #1 encourages employees to appear in court for witness duty when 

subpoenaed to do so. 

 

If employees have been subpoenaed or otherwise requested to testify as witnesses by 

Travis County ESD #1, they will receive paid time off for the entire period of 

witness duty. 

 

Employees will be granted a maximum of 12 hours of paid time off (per year)to appear 

in court as a witness at the request of a party other than Travis County ESD #1.  

Employees will be paid at their base rate and are free to use any remaining paid 

leave benefits (such as vacation leave) to receive compensation for any period of 

witness duty absence that would otherwise be unpaid. 

 

The subpoena should be shown to the employee’s supervisor immediately after it is 

received so that operating requirements can be adjusted, where necessary, to 

accommodate the employee’s absence.  The employee is expected to report for work 

whenever the court schedule permits. 

 

310 PENSION 

 

Travis County ESD #1 participates in the Texas County and District Retirement System 

(TCDRS). Employee participation by payroll deduction is mandatory.  Employees may 

retire at age 60 with 10 years or any age after 20 years.   Handbooks are available 

with full details of the retirement plan. 
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311 MEDICAL INSURANCE 

 

Travis County ESD #1 provides medical insurance for its Full-time Employees.  

Employee coverage is paid for by Travis County ESD #1.  Coverage for family members 

may be approved by the Board of Commissioners.  

 

312 SUPPLEMENTAL LIFE INSURANCE 

 

Travis County ESD #1 provides supplemental life insurance for its Full-time 

employees.  This benefit is administered as a component of the medical insurance. 
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  400  TIMEKEEPING AND PAYROLL 

 

  401  TIMEKEEPING 
 

Accurately recording time worked is the responsibility of every nonexempt employee.  

Federal and state laws require Travis County ESD #1 to keep an accurate record of 

time worked in order to calculate employee pay and benefits.  Time worked is all the 

time actually spent on the job performing assigned duties.  Section 7 (k) of the 

Fair Labor Standards Administration provides that firefighters may be paid overtime 

on a "work period" basis.  A work period for TCESD #1 shall consist of seven 

consecutive days in length.  Overtime pay is required when the hours worked exceeds 

53 hours in a work period.  Overtime will be paid at straight time if paid leave is 

used during the work period. 

Nonexempt employees should accurately record their work time using forms designated 

by Travis County ESD #1.  They should also record the beginning and ending time of 

any split shift or departure from work for personal reasons.  Overtime work must 

always be approved before it is performed. 

Altering, falsifying, tampering with time records, or recording time on another 

employee’s time record may result in disciplinary action, up to and including 

termination of employment. 

It is the employees’ responsibility to sign their time records to certify the 

accuracy of all time recorded.  The supervisor will review and then initial the time 

record before submitting it for payroll processing. 

  402  PAYDAYS 
 

Employees are paid bi weekly.  

In the event that a regularly scheduled payday falls on a day off such as a weekend 

or holiday, employees will receive pay on the last day of work before the regularly 

scheduled payday. 

If a regular payday falls during an employee’s vacation, the employee’s paycheck 

will be available upon his or her return from vacation. 

  403  EMPLOYMENT TERMINATION 
 

 

Termination of employment is an inevitable part of personnel activity within any 

organization, and many of the reasons for termination are routine.  Below are 

examples of some of the most common circumstances under which employment is 

terminated: 

 

RESIGNATION - voluntary employment termination initiated by an employee. 

 

DISCHARGE - involuntary employment termination initiated by the organization. 

 

LAYOFF - involuntary employment termination initiated by the organization for non-
disciplinary reasons. 

 

RETIREMENT - voluntary employment termination initiated by the employee meeting 
age, length of service, and any other criteria for retirement from the organization. 
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Since employment with Travis County ESD #1 is based on mutual consent, both the 

employee and Travis County ESD #1 have the right to terminate employment at will, 

with or without cause, at any time. 

 404  ADMINISTRATIVE PAY CORRECTIONS 
 

Travis County ESD #1 takes all reasonable steps to ensure that employees receive the 

correct amount of pay in each paycheck and that employees are paid promptly on the 

scheduled payday. 

 

In the unlikely event that there is an error in the amount of pay, the employee 

should promptly bring the discrepancy to the attention of the Fire Chief’s Office so 

that corrections can be made as quickly as possible, not later than the next pay 

period.  

 405  PAY DEDUCTIONS 
 

The law requires that Travis County ESD #1 make certain deductions from every 

employee’s compensation.  Among these are applicable federal, state, and local 

income taxes.  Travis County ESD #1 also must deduct Social Security taxes on each 

employee’s earnings up to a specified limit that is called the Social Security “wage 

base.”  Travis County ESD #1 matches the amount of Social Security taxes paid by 

each employee. 

 

If you have questions concerning why deductions were made from your pay check or how 

they were calculated, your supervisor can assist in having your questions answered. 



600 - 1 

500  WORK CONDITIONS AND HOURS 

 

 501  SAFETY 
 

To assist in providing a safe and healthful work environment for employees, 

customers, and visitors, Travis County ESD #1 has established a workplace safety 

program.  This program is a top priority for Travis County ESD #1.  Its success 

depends on the alertness and personal commitment of all. 

 

Travis County ESD #1 provides information to employees about workplace safety and 

health issues through regular internal communication channels such as supervisor-

employee meetings, bulletin board postings, memos, or other written communications. 

 

Some of the best safety improvement ideas come from employees. Those with ideas, 

concerns, or suggestions for improved safety in the workplace are encouraged to 

raise them with their supervisor or with another supervisor or manager.  Reports and 

concerns about workplace safety issues may be made anonymously if the employee 

wishes.  All reports can be made without fear of reprisal. 

 

Each employee is expected to obey safety rules and to exercise caution in all work 

activities.  Employees must immediately report any unsafe condition to the 

appropriate supervisor. Employees who violate safety standards, who cause hazardous 

or dangerous situations, or who fail to report or, where appropriate, remedy such 

situations, may be subject to disciplinary action, up to and including termination 

of employment. 

 

In the case of accidents that result in injury, regardless of how insignificant the 

injury may appear, employees should immediately notify the appropriate supervisor.  

Such reports are necessary to comply with laws and initiate insurance and workers’ 

compensation benefits procedures. 
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SAFETY STATEMENT 

 
In recognition of the responsibility of the Commissioners of Travis County ESD #1 to 

establish procedures for the prevention of employee accidents, this Safety Policy 

and Guidelines has been developed. 

 

Our objectives are to provide to the best of our ability: 

 

1.  An accident and injury free work environment. 

2.  Protection of the general public. 

3.  Reduction of costs associated with accidental losses. 

4.  Greater efficiency through the control of unintentional production 

interruptions. 

 

The achievement of these objectives is based upon good planning and insuring that 

safety is an integral part of day to day operations and work procedures.  This can 

only be accomplished if all personnel take and abide by the rules and regulations as 

prescribed by federal, local, state and municipal safety and health regulations and 

the Travis County ESD #1 Safety Guidelines. 

 

The efficiency of any department can be measured directly by its ability to control 

unnecessary loss.  An accident resulting in personal injury, property damage or 

equipment loss represents needless waste.  It is imperative that all 

employees/volunteers recognize their responsibility to control these losses and that 

they take all necessary actions to do so.  Their performance in this regard will be 

measured along with their overall performance. 

 

It is my earnest request that all employees of the department devote their serious 

attention toward making this program an integral part of day-to-day business 

operations. 

 

 
_______________________________ 

John Craddock 

President 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   



400 - 3  
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SAFETY COMMITTEE GUIDELINES 
 

1. Purpose: Provide a forum to present department safety topics and allow open 

   discussion. 

 

2. Goal:  To eliminate safety hazards and injury to staff, volunteers and  

   visitors     

 

3. Make Up: The Safety Committee shall be made up of the following personnel: 

 

  a.   Raymond Tennison, Chief 

  b. Dan McAlister, Assistant Chief 

  c. Three Rotating Officers 

  d. Two Rotating Firefighter 

 

4.  Scope: The Committee shall meet the first Tuesday of each month to discuss 

safety policies, guidelines, procedures, and enforcement.  Said meetings shall 

consist of at least three members.  The committee shall see to it that 

recommendations from any governing body, insurance carrier, and or safety 

organization, shall be put in place.  Department wide meetings will be held one 

Monday night a month at the beginning of scheduled training.  
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Safety Guidelines 

 

Safety is to be given primary importance in every aspect of planning and performing all District 

activities.  We want to protect you against injury and illness, as well as minimize the potential loss of the 

capabilities we deliver to our taxpayers.  As explained in the Department Safety Policy, two principles 

drive our safety procedures: 

 

All accidents are preventable, and 

No action will be taken until an unsafe condition can be rendered safe. 

 

Please report all injuries (no matter how slight) to your supervisor immediately.  All District employees 

are covered by Worker’s Compensation Insurance that requires reporting of the accident or injury within 

twenty-four hours in order to assure coverage for the individual. 

 

As you go about your work, you may be the first to notice an item that needs repair or constitutes a safety 

hazard.  It is your responsibility to notify your supervisor immediately of the unsafe condition.  If your 

supervisor is not available, it is also your responsibility to mark off the unsafe area or equipment with 

tape or flagging to prevent injury to others. 

 

General Safety Guidelines: 

 

Observe and practice the safety procedures established for the job. 

Never distract the attention of another person, as you might cause him or her to be injured.  If  

     necessary to get the attention of another person, wait until it can be done safely. 

Pile materials, skids, bins, boxes, or other equipment so as not to block aisles, exits, electric  

     lighting or power panel, valves, etc.  Fire Doors and aisles must be kept clear. 

Keep your work area clean. 

Shut down your machine before cleaning, repairing, or leaving it. 

Do not block access to fire extinguishers. 

Do not throw objects. 

Clean up spilled liquid, oil, or grease immediately. 

Avoid overloading electrical outlets with too many appliances or machines. 

Use flammable items, such as cleaning fluids, with caution. 

Walk—don’t run when on scene or at the stations. 

Use stairs one at a time and use handrails. 

Lift properly – use your legs, not your back.  Ask for assistance when lifting heavy objects. 

Keep cabinet doors and file and desk drawers closed when not in use. 

Sit firmly and squarely in chairs that roll or tilt.  Do not lean back in a chair.  A good rule of                    

    thumb for chairs is ―four legs and one foot on the floor at all times. 

Wear or use appropriate safety equipment as required in your work. 

Avoid ―horseplay‖ or practical jokes. 

Use equipment or apparatus only after safety procedures and requirements have been explained       

     and you understand them. 

Use air hoses only for the use intended.  Avoid blowing air at yourself or anyone else. 

Wear appropriate personal protective equipment, including breathing apparatus, bunker gear,      

     boots, gloves and when appropriate, goggles, hearing protectors, etc., when working on an        

     operation which requires their use. 

Keep your work area clean and orderly, and the aisles clear. 



400 - 5  

Use the right tool for the job, and use it correctly. 

Use ladders or step stools for accomplishing tasks out of normal reach. 

 

Operate motorized equipment and fire apparatus only if authorized by your immediate  

     supervisor.  All apparatus operators must be authorized to use each piece of equipment by the  

     District. 

 

Failure to adhere to these rules will be considered serious infractions of safety rules that would affect 

employee evaluation and may result in disciplinary actions. 

 

Safety Guidelines When Operating Machines & Equipment 

 

Machine guards must be in place while machines are in operation. 

Loose clothing, jewelry, rings, or anything that could pose a hazard must be removed before  

     operating equipment. 

Employees must wear steel toe shoes and prescription safety protection (if necessary). 

 

You are expected to work safely, to observe all safety rules and to keep the premises clean and neat.  

Remember that carelessly endangering yourself or others may lead to disciplinary action, including 

possible dismissal. 

 

Report any unsafe condition or acts to your Officer. 

 

Help to prevent accidents. 

 

REMEMBER 

Good safety practices are not limited specifically to those in writing.  The best safety practices are 

followed with common sense and good judgment.  ACCIDENTS DON’T JUST HAPPEN!!  THEY 

ARE CAUSED BY CARELESSNESS!!   

 

I have read the company Safety Policy and Safety Guidelines.  Any questions that I have had about them 

have been answered.  I fully understand them and will comply with them.  I understand that my failure to 

comply with them is cause for termination of my employment at Travis County ESD #1, North Lake 

Travis Fire and Rescue. 

 

                                                                                        __________________________________ 

           Employee Name Printed 

 

____________________________       __________________________________ 

Witness          Employee Signature 

 

                    __________________________________ 

           Date 
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                                   NORTH LAKE TRAVIS FIRE & RESCUE 
Travis County ESD #1 

 

 

Mailing: 

 

 

  

Post Office Box 5278  Chief Raymond 

Tennison 

Jonestown, Texas 78645  512-267-3586 

  Cell 512-585-9326 

Physical:   

18300 Park Drive  

 rtennison@austin.rr.com 

Jonestown, Texas 78645   

SAFETY COMMITTEE MEETING FORM 

 

Meeting Description 

____________________________________________________________________________________ 

 

Results Desired 

____________________________________________________________________________________ 

 

Date _____________________________________  Time _________________________ 

 

Person Conducting Meeting 

____________________________________________________________________________________ 

 

Items to be Discussed: 

 

1.  

____________________________________________________________________________________ 

 

2.  

____________________________________________________________________________________ 

 

3.  

____________________________________________________________________________________ 

 

4.  

____________________________________________________________________________________ 

 

5.  

____________________________________________________________________________________ 

 

6.  

____________________________________________________________________________________ 

 

7.  

____________________________________________________________________________________ 

 

 

Comments, Notes, Suggestions 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 
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 ___________________________Self-Inspection Checklist Date______________________ 

Inspector        Time_________________________ 

 

General Conditions Yes No N/A 

        

Are walking surfaces clean, clear of debris, and dry?       

Are stairs, steps, handrails, and landings in good condition?       

Is area lighting adequate?       

Is general housekeeping acceptable and storage neat and orderly?       

Is furniture in a good state of repair?       

        

Building Evacuation and Life Safety       

        

Are exits properly identified and lighted?       

Are exit paths clear?       

Are exit doors operable?       

Is emergency lighting operable?       

Does the fire alarm work?       

Are emergency phone numbers posted in conspicuious areas        

     throughout the building?       

        

Fire Prevention       

        

Are portable fire extinguishers available?       

Are extinguishers serviced/tagged annually?       

Do smoke, heat and other detection alarm systems work?       

     Date last tested?       

Is the "No Smoking" policy enforced?       

Are combustibles and trash controlled?       

Are flammables properly stored in cabinets?       

Is there any evidence of electrical equipment overheating?       

Does wiring meet code requirements?       

Is there any evidence of electrical wiring overheating, blown fuses,       

     tripped circuit breakers or worn insulatin?       

Are multiple plug outlets and use of extension cords kept to a        

     minimum?       

        

Kitchen Fire Prevention       

        

Is there a 10-pound dry chemical fire extinguisher (bicarbonate-based)       

     in the immediate cooking areas?       

        

Outside Grounds       

        

Is the parking area well maintained?       

Are exterior walkways in good physical condition?       

Are all lights functional?       

Is signage adequate and properly secured?       

Other concerns?       
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 502  WORK SCHEDULES 
 

Work schedules for employees vary throughout our organization. Supervisors will 

advise employees of their individual work schedules.  Staffing needs and operational 

demands may necessitate variations in starting and ending times, as well as 

variations in the total hours that may be scheduled each day and week. 

 503  TRADING OF TIME 
 

Travis County Emergency Services District #1 allows employees, subject to the 

following conditions, to agree, solely at their option and without direct or implied 

coercion, to substitute for one another during scheduled shifts.  Pursuant to law, 

the hours worked will be excluded by the District in the calculation of the hours 

for which the substitution employee would otherwise be entitled to overtime 

compensation.  In effect, where an employee substitutes for another, each employee 

will be credited as if he/she had worked his/her normal work schedule for that 

shift.  The trading of time is a private arrangement between two employees.  Other 

than the "Trading of Time" form described below, neither/nor the District and the 

employees will maintain any records on time trading and will not monitor employees 

to ensure that one employee reciprocates to another employee for time traded.  The 

District will not be responsible for settling disputes arising between employees 

concerning the trading of time.  As stated above, employees may trade shifts in 

accordance with the following rules and procedures: 

 

 An employee that is requesting another employee to trade time shall not 

use coercion or promises of rewards for trading time 

 Officers may trade time with other officers 

 Firefighters may trade time with all full-time firefighters. (No part-

time employees) 

 Probationary Firefighters may not trade time; this does not include 

employees who have recently been promoted and have not completed their 

probationary period. 

 The trading of shifts shall not disrupt, deter, or impair day-to-day 

operations, or project assignments of shifts. 

 An employee that is substituting for another employee shall not record 

his/her time as time worked as a result of trading time. 

 Each employee involved in the trading of a shift must have approval of 

their respective shift officers.  In the event a shift officer cannot be 

reached, (as a last resort) approval may be obtained from the Fire 

Chief. 

 Before an employee may trade time with another, he/she will have 

completed a "Trading of Time" form and have it signed by both shift 

officers affected.  The shift officers have the right to waive this 

"Trading of Time" form when an emergency exists.  It is the 

responsibility of the employee that agreed to work for another employee 

to make sure the shift is filled.  If for some reason it is not filled, 

the employee working for another will be required to use his/her 

vacation, holiday, or sick leave, or find someone else to fill the 

position.  If the employee working for another does not come to work 

then they will be subject to discipline.  Trading of Time is a benefit 

and should not be abused. 

 Employees may not owe other employees more than three substituted shifts 

at any one time and each Trading of Time transaction must be completed 

within a '45' day cycle unless a waiver is granted in writing by the 

Fire Chief. 

 Violations of this policy may result in discipline. 

  

  



400 - 9  

 504  USE OF TELEPHONES 
 

Personal use of telephones for long-distance and toll calls is not permitted.  

Employees should practice discretion in using district telephones when making local 

personal calls and may be required to reimburse Travis County ESD #1 for any charges 

resulting from their personal use of the telephone. 

To ensure effective telephone communications, employees should always use the 

approved greeting and speak in a courteous and professional manner.  Please confirm 

information received from the caller, and hang up only after the caller has done so. 

 

505  TOBACCO PRODUCTS 
 

In keeping with Travis County ESD #1’s intent to provide a safe and healthful work 

environment, all tobacco products are prohibited indoors throughout the workplace. 

 

This policy applies equally to all employees, customers, and visitors. 

 506  MEAL PERIODS 
 

All employees are provided with meal period(s) as appropriate, each workday.  

Supervisors will schedule meal periods to accommodate operating requirements.  

Employees will be relieved of all active responsibilities and restrictions during 

meal periods, except for emergencies. 

 507  OVERTIME 
 

When operating requirements or other needs cannot be met during regular working 

hours, employees may be scheduled to work overtime hours.  When possible, advance 

notification of these mandatory assignments will be provided.  All overtime work 

must receive the supervisor’s prior authorization.  Overtime assignments will be 

distributed as equitably as practical to all employees qualified to perform the 

required work. 

 

Overtime compensation is paid to all nonexempt employees in accordance with federal 

and state wage and hour restrictions. Overtime pay is based on actual hours worked.  

Time off on sick leave, vacation leave, or any leave of absence will not be 

considered hours worked for purposes of performing overtime calculations. 

 

508.A   MOTOR VEHICLE-EQUIPMENT OPERATOR STANDARDS 

 
STATEMENT OF PURPOSE 

 

The purpose of this policy is to establish a policy covering minimum standards for 

the qualification of employees/volunteers and applicants to operate District 

vehicles and equipment. 

 

Furthermore, to minimize the risk of vehicle/equipment accidents by improving the 

quality of drivers by permitting only those persons with appropriate licenses and 

acceptable driving records to operate District vehicles/equipment. 

 

APPLICABILITY 

 

This policy applies to: 

1. District employees/volunteers driving District owned, leased, or rented 

vehicles or motorized equipment; 
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2. District employees receiving a monthly car allowance; 

3. District employees/volunteers receiving mileage reimbursement for use of the 

employee's personal vehicle while conducting District business; and/or 

4. Applicants for positions that require the operation of District vehicles or 

equipment. 

 

District employees/volunteers covered under this policy will, upon its effective 

date, be subject to these standards.  All applicants, who are finalists for 

positions that require the operation of a District vehicle/equipment, or will be 

eligible for a car allowance or mileage reimbursement, will have their Motor Vehicle  

Driving Record (MVR) audited prior to being hired. 

 

PROCEDURES 

 

For those employees/volunteers who drive a District vehicle during the course and 

scope of their employment, an audit of the employee's/volunteer's current driver's 

license as well as the employee's/volunteer's driving record, will be performed at 

least annually by the District Administration office or through the appropriate 

agency. 

 

 

DEFINITIONS 

 

District Vehicles:  Are any owned, leased, and/or rented passenger cars, pickups,  

trucks, or other similar type vehicles as defined by the Texas Motor Vehicle Law. 

 

Habitual Violator: A person who has four (4) moving violations within any 

consecutive twelve (12) month period, or seven (7) moving violations within a 

twenty-four (24) month period. (Texas Motor Vehicle Law, V.C.S. 6687b Sec. 22(b)(4), 

1985). 

 

Moving Violation: For the purposes of this policy is the same as defined in the 

Texas Motor Vehicle Law (Examples: speeding, running stop sign or signal, failure to 

yield, etc.). 

 

Chargeable Accident:  Is any accident reported on a Motor Vehicle Record (MVR) 

unless specifically stated as "not at fault" or "no fault" in the report. 

 

GUIDELINES: 

 

The District will require all employees/volunteers driving District 

vehicles/equipment, or employees/volunteers driving personal vehicles to conduct 

District business, to have the appropriate driver's license as required by the 

District and/or State of Texas. 

 

Failure to meet the qualifications/standards listed below will be grounds for 

suspension of the employee's/volunteer's driving privileges. 

 

Minimum Standards for Eligibility:  Employees/volunteers who drive, or applicants 

who would be required to drive District vehicles and/or operate motorized equipment 

in the course of their employment will be required to meet, uphold certain 

standards, and submit evidence of the following minimum qualifications/standards: 

1. Current Texas License:  The employee/volunteer or applicant must hold and 

maintain a current valid Texas driver's license in the appropriate class for 

their position held, or applied for, before beginning work in the position 

requiring the license; 

2. Minimum Age:  The employee/volunteer applicant must have attained the age of 

eighteen (18) years of age in order to be eligible to operate District 

vehicles and/or operate motorized equipment under this policy; 

3. Physical Qualifications:  The employee/applicant must be physically qualified 

to hold a driver's license and to safely operate a motor vehicle and/or 

motorized equipment; 

4. Insurability:  The employee/applicant must be insurable under the District's 

automobile insurance program as determined by the District insurance policy; 

and/or 
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5. Not a Habitual Violator:  The employee/applicant may not be a habitual 

violator of traffic laws as defined by the Texas Motor Vehicle Laws. 

 

Additional Criteria:  In addition to the above criteria, the District has 

established guidelines that will be used to evaluate employee and applicant 

driving records.  A Motor Vehicle Record (MVR) will be requested on all 

applicants and at least on an annual basis on all employees/volunteers 

required to drive/operate vehicles/equipment in the course and scope of their 

employment.  Each employee/applicant must also meet the minimum driving 

criteria as outlined below: 

 

 

 

APPLICANT EVALUATION CRITERIA 

 

Applicants, for positions requiring the operation of District vehicles/equipment, 

WILL NOT be eligible for hire if: 

1. Suspended License:  The applicant's driver's license is currently under 

suspension or revocation; 

2. DWI/Accidents:  Within the past three (3) years, the applicant has been 

arrested for or convicted of: 

 a. Driving Under the Influence, (DUI); 

b. Driving While Intoxicated (DWI); 

c. Any other alcohol-related driving offense; 

d. A Hit and Run; 

e. Failure to stop, render aid, and disclose I.D. at the scene of an 

accident; and/or 

f. Negligent Manslaughter involving a motor vehicle accident. 

3. Driving Record:  The applicant's driving record contains any of the following 

that have occurred within the last two (2) years: 

a. Three (3) moving violations; 

b. Two (2) moving violations and one (1) chargeable vehicle accident; 

and/or 

c. Two (2) chargeable vehicle accidents. 

 

Note: All vehicle accidents listed on the driving record will be considered 

"chargeable" unless otherwise stated on the record or unless the applicant can 

provide immediate evidence to show that the accident was non-chargeable. 

 

 

EMPLOYEE/VOLUNTEER EVALUATION CRITERIA 

 

Employees/volunteers in positions requiring them to drive District 

vehicles/equipment WILL NOT be eligible to operate such vehicles and 

employees/volunteers receiving a car allowance or mileage reimbursement WILL NOT be 

eligible for such payments if: 

1. Suspended License: The employee's/volunteer's license is suspended or revoked; 

2. DWI/Accidents:  Within the past three (3) years, , employee/volunteer has been 

convicted of: 

 a. Driving Under the Influence, (DUI); 

b. Driving While Intoxicated (DWI); 

c. Any other alcohol-related driving offense; 

d. A Hit and Run; 

e. Failure to stop, render aid, and disclose I.D. at the scene of an 

accident; and/or 

f. Negligent Manslaughter involving a motor vehicle accident. 

 

Action under this section of the policy is predicated on evidence of 

CONVICTION.  An employee/volunteer who has been charged with an offense listed 

under this section, but who has not been convicted, will not be automatically 

disqualified from all driving and/or operating privileges. 

 

Exception:  The Fire Chief may immediately, upon arrest for and while waiting 

the outcome of a charge under this section, remove an employee/volunteer from 
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driving privileges.  The employee will be placed on unpaid leave until such 

time as the outcome of the charge has been determined.   

  

Should the charge result in conviction, even if probated, the affected 

employee will be ineligible for driving/operating privileges and the 

provisions of "Post Eligibility Determination Guidelines" outlined below will 

apply.  Ineligibility to drive may result in termination from employment. 

 

3. Driving Record: The employee's/volunteer's record contains any of the 

following that have occurred within the last two (2) years: 

a. Three (3) moving violations; 

b. Two (2) moving violations and one (1) chargeable vehicle accident; 

and/or 

c. Two (2) chargeable vehicle accidents. 

 

4. District Accidents:  The employee/volunteer has, within the past twelve (12) 

months, been involved in three (3) District vehicle accidents.  Only 

preventable District vehicle accidents in which personal injury occurs and/or 

the total incurred property damage exceeds $500 as determined by the Fire 

Chief or his/her designee utilizing a police accident report, if available, 

will be counted toward the three. 

 

Incident Reporting Requirements:  Employees/volunteers who are in jobs requiring the 

driving/operating of District-owned/leased vehicles/motorized equipment or who use 

a personal vehicle while conducting District business will report: 

1. Any traffic convictions listed in the Suspended License, DWI/Accidents or 

District Accidents sections of this policy and all accidents incurred on the 

job to their supervisor immediately. 

2. Any traffic convictions listed in the Driving Record section of this policy 

and all accidents incurred off the job to their supervisor within five (5) 

business days of the action or incident. 

 

Failure to report traffic convictions and accidents, as outlined above, will be 

sufficient grounds for removal from driving and may subject the employee to  

disciplinary action, up to and including termination. 

 

 

 

 

 

 

POST-ELIGIBILITY DETERMINATION GUIDELINES 

 

Termination of Employment:  Employees, who are required to operate District  

vehicles/equipment and are determined to be ineligible to drive due to their driving 

record, may be terminated. 

 

 Note:  Employees who are terminated due to poor driving records may be 

eligible for re-hire into non-driving positions or into driving positions 

after achieving an acceptable driving record. 

 

Car Allowance/Mileage Reimbursement:  Should an employee who received a car  

allowance or mileage reimbursement become ineligible for driving privileges, that 

employee will have his/her car allowance or mileage reimbursement revoked until such  

time that the employee meets the minimum driving qualifications/standards outlined  

in this policy and are eligible for reinstatement of driving privileges. 

 

District employees/volunteers who have been found to be ineligible for driving  

privileges under Driving Record and District Accidents sections of this policy, MAY  

have their privileges reinstated under the following conditions. 

 

1. The Department Fire Chief must approve this option in advance.  The Fire Chief 

is not required to authorize this option simply based on the request.  The 

Fire Chief will handle each employee/volunteer on a case-by-case basis using 
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the employee's/volunteer's overall driving, work performance and safety 

records as part of the decision making process. 

2. The employee/volunteer successfully completes a Defensive Driver Training 

Program approved by the District, and submits evidence of satisfactory 

completion of the program to the Department Fire Chief.  Furthermore, the 

employee/volunteer will be required to participate in the approved Defensive 

Driver Training Program on his/her own time and not during the employee's 

regularly scheduled work hours. 

3. An employee/volunteer who has been ruled ineligible for driving privileges may 

use the defensive driving course option only once every three (3) years in 

order to have his/her eligibility status reinstated. 

4. Other than the defensive driver course option, an employee/volunteer who has 

been ruled ineligible for driving privileges, will remain ineligible for 

driving privileges until his/her driving record meets District driving 

qualifications/standards. 

 

AUDIT OF EMPLOYEE/VOLUNTEER DRIVING RECORDS 

 

For employees/volunteers who are authorized to operate District vehicles/equipment,  

employees/volunteers who receive mileage reimbursement for using a personal vehicle  

while conducting District business, and employees/volunteers receiving a car 

allowance, an audit of each employee's MVR will be performed by the District  

Administration Office at least once each year.  The following procedures will apply: 

1. The Department Fire Chief will submit to the District Insurance Coordinator a 

list of all department personnel who have driving responsibilities or who are 

eligible for a car allowance or mileage reimbursement.  This list will include 

the employee's/volunteer's name, date of birth, and current driver's license 

number.  The District Insurance Coordinator or designee will obtain a three 

(3) year Motor Vehicle Record (MVR) on each employee listed. 

2. Employee/volunteer MVR's will be reviewed by the Insurance Coordinator, the 

underwriters for the District insurance policy and the Department Fire Chief. 

3. Upon review of the MVR, in those instances when the employee's/volunteer's 

driving record does not comply with established criteria, the Fire Chief will 

meet with the employee/volunteer to discuss the results of the MVR and to take 

the appropriate action in accordance with the provisions of this policy. 

4. Review of the driving record/history will mean management review of the Texas 

Motor Vehicle Driving Record and all violations listed thereon, and a review 

of all vehicle accidents involving District vehicles/equipment experienced 

during the review period. 

 

Out-of-state records, if available, will be obtained for applicants and employees if  

the individual has had a valid Texas driver's license for a period of less than  

three (3) years. 

 

508.B   USE OF DISTRICT VEHICLES 
 
STATEMENT OF PURPOSE 

 

 

The purpose of this policy is to establish the rules and procedures governing the 

assignment, use and reporting requirements of District vehicles, including take-home  

vehicles.  This policy will implement both federal and state mandated regulations 

and District policy and procedures. 

 

ELIGIBILITY 

 

The District Board of Commissioners may recommend a take-home vehicle for an  

employee if the following criteria are met. 

1. The employee is the primary operator of the vehicle; and 

2. The employee resides within the Emergency Services District #1 boundaries or 

no more than 15 miles from the Emergency Services District #1 boundaries; and 

3. The employee is authorized to drive a District vehicle; and 

4. The employee has not had the privilege revoked. 

 

DEFINITIONS 
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1. Take-Home Vehicle:  Is any vehicle that is owned, leased or rented; and is 

taken from the District premises after normal working hours to be used for a 

bona fide District purpose. 

2. Bona Fide District Purpose:  A bona fide District purpose is conducting 

official District business only.  Bona Fide District purpose does not include 

personal use or assignment of a take-home vehicle as a benefit or as 

compensation. 

3. Exempt Vehicles:  According to federal guidelines and for purposes of tax 

calculation only, certain vehicles and equipment, particularly emergency and 

utility service vehicles (normally not to include pickup trucks or vans), 

designated by federal law are exempt for the purpose of increased tax 

liability.  This exemption means that the taxable income of the employee 

assigned one of these vehicles will not be affected. 

4. Home Storage:  Is defined as a vehicle kept at the employee's/volunteer's 

residence.  Parking of a vehicle should conform to City ordinances; employees 

must avoid situations that would give rise to a legitimate complaint from 

neighbors, such as blocking streets, driveways, alleys, etc. 

5. Assignment/Reporting Requirements for Take-Home Vehicles:  

Employees/volunteers that are to be assigned a take-home vehicle, whether for 

daily use or an on-call basis, must be recommended by the Department Fire 

Chief.  

 

PROCEDURES 

 

1. Department Fire Chief will prepare a written request which will indicate the 

individuals to be assigned vehicles, the length of the assignment, the 

location of home storage, the vehicle type and number, and a bona fide 

District purpose for each assignment.  This request will be reviewed annually 

by the Department Fire Chief/ESD Board of Commissioners and be accompanied by 

an acknowledgement form signed by the employee acknowledging having read and 

received this policy. 

2. The Fire Chief will be considered the primary repository for the take-home 

vehicle records and will be responsible for initiating the annual re-approval 

process (generally October 1st). 

3. Modifications to the take-home list will be reported to the ESD Board of 

Commissioners. 

4. Once an on-call assignment has been approved by the Fire Chief, new requests 

are necessary only when changes in status (e.g., new employee, reorganization 

of duties, employee moves, etc.) occur or as part of the annual review. 

 

GENERAL PROVISIONS 

 

1. District vehicles are to be used for conducting official District business.  

The District reserves the right to search those vehicles at any time, for any 

purpose.  Employees/volunteers have no expectation of privacy in District 

vehicles. 

2. The operation of District take-home vehicles by non-employees/volunteers is 

not allowed. 

3. All precautions shall be taken to ensure the safety and security of District 

vehicles.  This includes, but is not limited to, locking all doors and/or 

compartments and properly parking vehicles in accordance with applicable laws 

and ordinances. 

4. The personal use of take-home vehicles is not allowed other than commuting and 

incidental personal use.  Any deviation from the direct route to and from work 

to conduct personal business will be considered personal use and not be 

considered in the course and scope of employment.  An exception to this rule 

is fire vehicles used by fire officials who may respond to emergencies. 

5. Employees authorized to take a vehicle home must drive the vehicle to and from 

work by the most direct route, without any deviation.  The location of home 

storage for a District vehicle may not be further than 15 miles from the 

District boundaries, unless approved in writing by the Fire Chief. 

6. Use of the District vehicle for going to and from lunch shall be restricted to 

within the ESD #1 district boundaries. 

7. If an accident occurs while taking a vehicle home, the employee/volunteer and 

their supervisor shall report the accident to their Fire Chief. 
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8. Employees and supervisors who fail to comply with the requirements of this 

policy will be subject to discipline as described in the District's Discipline 

Policy. 

9. Fines resulting from violations of motor vehicle regulations are the 

responsibility of the employee/volunteer and will be paid by the 

employee/volunteer. 

10. Smoking and the use of tobacco products are prohibited in District vehicles. 

 

 

 

508.C  DISTRICT PROPERTY AND EQUIPMENT 

 

STATEMENT OF PURPOSE 

 

This policy outlines the expectations and care, maintenance, use and operation of 

all District property and equipment. 

 

APPLICABILITY 

 

The guidelines in this policy apply to all users of District property and equipment. 

 

PROCEDURES 

 

Use of District Property and Supplies:  All desks, lockers, vehicles, equipment, 

computers and computer equipment, communications devices and equipment, and 

supplies purchased or leased by the District are the properties of the District and 

as such, are to be used primarily for job-related purposes. Employees/volunteers 

shall not have any expectation of privacy relating to any such property, regardless 

of the fact that an employee may have the option of securing same. 

 

Use of District Equipment:  All desks, lockers, vehicles, and equipment assigned to  

employees/volunteers remain the property of the District and may be inspected by the 

Board of Commissioners/Fire Chief, or his/her designee, without notice.  If an 

employee chooses to lock belongings in District property, he or she must be sure the 

Fire chief has a copy of the key or combination which can be used in the event of 

the employee's absence from work. 

 

Personal Property:  Employees are expected to exercise reasonable care to safeguard 

personal items brought to work.  The District is not responsible for the loss, 

damage, or theft of personal belongings. 

 

Employee Responsibility:  An employee who causes or permits loss or damage to 

District property or equipment through a negligent act or omission, or otherwise 

misuses or abuses District property or equipment may be subject to disciplinary 

action, up to and including termination.  In addition, an employee may be held 

responsible for the cost of repair to or replacement of damaged, destroyed or lost 

District property for which they have been determined to be responsible. 

 

Determination of Liability:  When an employee/volunteer causes damage to District 

property, the District Fire Chief of the employee affected by this policy will  

determine employee liability and will provide any necessary documentation if 

requested.  The Fire Chief will submit a copy of the documents considered in  

determining liability as well as the proposed findings to the affected employee. 

 

 509  BUSINESS TRAVEL EXPENSES 
 

Travis County ESD #1 will reimburse employees for reasonable business travel 

expenses incurred while on assignments away from the normal work location.  All 

business travel must be approved in advance by the Office of the Fire Chief. 

 

Employees whose travel plans have been approved should make all travel arrangements 

through Fire Chief’s Office. 
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When approved, the actual costs of travel, meals, lodging, and other expenses 

directly related to accomplishing business travel objectives will be reimbursed by 

Travis County ESD #1.  Employees will be allotted reasonable hotel accommodations, 

$30 per day for meals, and appropriate mileage based on IRS schedule. 

 

Employees who are involved in an accident while traveling on business must promptly 

report the incident to their immediate supervisor.  Vehicles owned, leased, or 

rented by Travis County ESD #1 may not be used for personal use without prior 

approval. 

 

With prior approval, employees on business travel may be accompanied by a family 

member or friend, when the presence of a companion will not interfere with 

successful completion of business objectives.  Generally, employees are also 

permitted to combine personal travel with business travel, as long as time away from 

work is approved.  Additional expenses arising from such non-business travel are the 

responsibility of the employee. 

 

When travel is completed, employees should submit completed travel expense reports 

within ten days.  Reports should be accompanied by receipts for all individual 

expenses. 

 

Employees should contact their supervisor for guidance and assistance on procedures 

related to travel arrangements, expense reports, reimbursement for specific 

expenses, or any other business travel issues. 

 

Abuse of this business travel expenses policy, including falsifying expense reports 

to reflect costs not incurred by the employee, can be grounds for disciplinary 

action, up to and including termination of employment. 

 

510   COMPUTER AND INTERNET / INTRANET USAGE   

Policy Statement 

The use of Travis County ESD No. 7 automation systems, including computers, fax 

machines, and all forms of Internet/Intranet access, is for district business and is 

to be used for authorized purposes only.  Brief and occasional personal use of the 

electronic mail system or the Internet is acceptable as long as it is not excessive 

or inappropriate, occurs during personal time (lunch or other breaks), and does not 

result in expense to the District.  No unauthorized programs will be downloaded or 

saved on ESD #1 computers.  

Use is defined as "excessive" if it interferes with normal job functions, 

responsiveness, or the ability to perform daily job activities. District automation 

systems are District resources and are provided as business communications tools. 

Electronic communication shall not be used to solicit or sell products, distract 

coworkers, or disrupt the workplace.   

Use of District computers, networks, and Internet access is a privilege granted by 

management and may be revoked at any time for inappropriate conduct including, but 

not limited to:  

× Sending chain letters;  

× Engaging in private or personal business activities; 

× Misrepresenting oneself or the District;  
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× Engaging in unlawful or malicious activities;  

× Using abusive, profane, threatening, racist, sexist, or otherwise 

objectionable language in either public or private messages;  

× Sending, receiving, or accessing pornographic materials; 

× Becoming involved in partisan politics;  

× Causing congestion, disruption, disablement, alteration, or impairment of 

District networks or systems;  

× Using recreational games; and/or  

× Defeating or attempting to defeat security restrictions on District systems 

and applications.  

Using District automation systems to create, view, transmit, or receive racist, 

sexist, threatening, or otherwise objectionable or illegal material is strictly 

prohibited. "Material" is defined as any visual, textual, or auditory entity. Such 

material violates the District’s anti-harassment policies and is subject to 

disciplinary action. The District’s electronic mail system must not be used to 

violate the laws and regulations of the United States or any other nation or any 

state, city, province or other local jurisdiction in any way. Use of district 

resources for illegal activity can lead to disciplinary action up to and including 

dismissal and criminal prosecution.  

Unless spec ifically granted in this policy, any non - business use of the District's 

automation systems is expressly forbidden.  

If you violate these policies, you could be subject to disciplinary action up to and  

including dismissal.   

Ownership and Access of Electronic Mail and Computer Files  

The District owns the rights to all data and files in any computer, network, or 

other information system used in the District. The District also reserves the right 

to monitor electronic mail messages and their content. Employees must be aware that 

the electronic mail messages sent and received using District equipment are not 

private and are subject to viewing, downloading, inspection, release, and archiving 

by District officials at all times. No employee may access another employee's 

computer, computer files, or electronic mail messages without prior authorization 

from either the employee or an appropriate District official.  

The District has licensed the use of certain commercial software application 

programs for business purposes. Third parties retain the ownership and distribution 

rights to such software. No employee may create, use, or distribute copies of such 

software that are not in compliance with the license agreements for the software. 

Violation of this policy can lead to disciplinary action, up to and including 

dismissal.  

Confidentiality of Electronic Mail  

As noted above, electronic mail is subject at all times to monitoring, and the 

release of specific information is subject to applicable state and federal laws and 

District rules, policies, and procedures on confidentiality.  Existing rules, 

policies, and procedures governing the sharing of confidential information also 

apply to the sharing of information via commercial software. Since there is the 

possibility that any message could be shared with or without your permission or 

knowledge, the best rule to follow in the use of electronic mail for non-work-

related information is to decide if you would post the information on the office 

bulletin board with your signature.  

It is a violation of District policy for any employee, including system 

administrators and supervisors, to access electronic mail and computer systems files 

to satisfy curiosity about the affairs of others. Employees found to have engaged in 

such activities will be subject to disciplinary action.  
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Message Tone for Electronic Mail  

Users are expected to communicate with courtesy and restraint with both internal and 

external recipients. Electronic mail should reflect the professionalism of the 

District and should not include language that could be construed as profane, 

discriminatory, obscene, sexually harassing, threatening, or retaliatory.  

Electronic mail shall be as correct as possible with respect to use of capital 

letters, shorthand, idioms, unfamiliar acronyms, and slang.  Messages that are not 

grammatically correct and do not have proper punctuation are difficult to read.  

Electronic Mail Tampering  

Electronic mail messages received should not be altered without the sender's 

permission; nor should electronic mail be altered and forwarded to another user 

and/or unauthorized attachments be placed on another's electronic mail message.  

Policy Statement for Internet/Intranet Browser(s)  

This policy applies to all uses of the Internet, but does not supersede any state or 

federal laws or District regarding confidentiality, information dissemination, or 

standards of conduct. The use of District automation systems is for business 

purposes only. Brief and occasional personal use is acceptable as long as it is not 

excessive or inappropriate, occurs during personal time (lunch or other breaks), and 

does not result in expense to the District.  

Use is defined as "excessive" if it interferes with normal job functions, 

responsiveness, or the ability to perform daily job activities. Examples of 

inappropriate use are defined in "Inappropriate Use of the Internet/Intranet". 

Supervisors determine the appropriateness of the use and whether such use is 

excessive.  

The Internet is to be used to further the District’s mission, to provide effective 

service of the highest quality to the District’s customers and staff, and to support 

other direct job-related purposes. Supervisors should work with employees to 

determine the appropriateness of using the Internet for professional activities and 

career development. The various modes of Internet/Intranet access are District 

resources and are provided as business tools to employees who may use them for 

research, professional development, and work-related communications. Limited 

personal use of Internet resources is a special exception to the general prohibition 

against the personal use of computer equipment and software.  

Employees are individually liable for any and all damages incurred as a result of 

violating District security policy, copyright, and licensing agreements. 

 

All District policies and procedures apply to employees' conduct on the Internet, 

especially, but not exclusively, relating to: intellectual property, 

confidentiality, district information dissemination, standards of conduct, misuse of 

District resources, anti-harassment, and information and data security .  

Violation of these policies and/or state and federal laws can lead to disciplinary 
action, up to and including dismissal and possible criminal prosecution.  

Inappropriate Use of the Internet/Intranet  

Use of District computer, network, or Internet resources to access, view, transmit, 
archive, or distribute racist, sexist, threatening, or otherwise objectionable or 
illegal material is strictly prohibited. "Material" is defined as any visual, 
textual, or auditory item, file, page, graphic, or other entity.  Such material 
violates the District’s anti-harassment policies and is subject to disciplinary 
action.  
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No employee may use the District’s Internet/Intranet facilities to deliberately 
propagate any virus, worm, Trojan horse, trap-door program code, or other code or 
file designed to disrupt, disable, impair, or otherwise harm either the District’s 
networks or systems or those of any other individual or entity .  

The District’s Internet/Intranet facilities and computing resources must not be used 

to violate the laws and regulations of the United States or any other nation or any 

state, city, province, or other local jurisdiction in any way. Use of District 

resources for illegal activity can lead to disciplinary action, up to and including 

dismissal and criminal prosecution.  

 

Internet/Intranet Security  

The District owns the rights to all data and files in any information system used in 

the District. Internet use is not confidential and no rights to privacy exist. The 

District reserves the right to monitor Internet/Intranet usage, both as it occurs 

and in the form of account histories and their content. The District has the right 

to inspect any and all files stored in private areas of the network in order to 

assure compliance with policy and state and federal laws. The District will comply 

with reasonable requests from law enforcement and regulatory agencies for logs, 

diaries, archives, or files on individual Internet activities.  

Any existing rules, policies, and procedures governing the sharing of work-related 

or other confidential information also apply to the sharing of information via the 

Internet/Intranet. The District has taken the necessary actions to assure the safety 

and security of our network. Any employee who attempts to disable, defeat, or 

circumvent District security measures is subject to disciplinary action up to and 

including dismissal.  

 

600  LEAVES OF ABSENCE 

 

 601  MEDICAL LEAVE 
 

Travis County ESD #1 provides medical leaves of absence without pay to eligible 

employees who are temporarily unable to work due to a serious health condition or 

disability.  For purposes of this policy, serious health conditions or disabilities 

include inpatient care in a hospital, hospice, or residential medical care facility; 

continuing treatment by a health care provider; and temporary disabilities 

associated with pregnancy, childbirth, and related medical conditions. 

Employees in the following employment classifications are eligible to request 

medical leave as described in this policy: 

 Full Time Firefighters 

 

Full time Exempt Employees 
 
Full time Non Exempt Employees 
 
Eligible employees should make requests for medical leave to their supervisors at 

least 30 days in advance of foreseeable events and as soon as possible for 

unforeseeable events. 

A health care provider’s statement must be submitted verifying the need for medical 

leave and its beginning and expected ending dates.  Any changes in this information 

should be promptly reported to Travis County ESD #1.  Employees returning from 
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medical leave must submit a health care provider’s verification of their fitness to 

return to work. 

Eligible employees are normally granted leave for the period of the disability, up 

to a maximum of 12 weeks within any 12 month period.  Any combination of medical 

leave and family leave may not exceed this maximum limit.  Employees will be 

required to first use any accrued paid leave time before taking unpaid medical 

leave. 

Employees who sustain work-related injuries are eligible for a medical leave of 

absence for the period of disability in accordance with all applicable laws covering 

occupational disabilities. 

Subject to the terms, conditions, and limitations of the applicable plans, Travis 

County ESD #1 will continue to provide health insurance benefits for the full period 

of the approved medical leave. 

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be 

suspended during the leave and will resume upon return to active employment. 

So that an employee’s return to work can be properly scheduled, an employee on 

medical leave is requested to provide Travis County ESD #1 with at least two weeks 

advance notice of the date the employee intends to return to work.  When a medical 

leave ends, the employee will be reinstated to the same position, if it is 

available, or to an equivalent position for which the employee is qualified. 

If an employee fails to report to work promptly at the end of the medical leave, 

Travis County ESD #1 will assume that the employee has resigned. 

The district will require any employee off work for 12 weeks or longer or an 

employee that has had major surgery to pass a complete physical from the District’s 

physician before the employee is allowed to return to work.  Failure to complete or 

pass a re-instatement physical will delay the return to work time frame for the 

employee. 

 

Should a medical condition be discovered during the physical that prohibits the 

individual (employee) from performing their normal job duties, that individual will 

remain off the job until properly released for full duty by the District’s 

physician. 

602  FAMILY LEAVE 
 

Travis County ESD #1 provides family leaves of absence without pay to eligible 

employees who wish to take time off from work duties to fulfill family obligations 

relating directly to childbirth, adoption, or placement of a foster child; or to 

care for a child, spouse, or parent with a serious health condition.  A serious 

health condition means an illness, injury, impairment, or physical or mental 

condition that involves inpatient care in a hospital, hospice, or residential 

medical care facility; or continuing treatment by a health care provider. 

 

Employees in the following employment classifications are eligible to request family 

leave as described in this policy: 

 Full Time Firefighter 

 Full Time Exempt 

 

Full Time Non-Exempt 

 Eligible employees should make requests for family leave to their supervisors at 

least 30 days in advance of foreseeable events and as soon as possible for 

unforeseeable events. 
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Employees requesting family leave related to the serious health condition of a 

child, spouse, or parent may be required to submit a health care provider’s 

statement verifying the need for a family leave to provide care, its beginning and 

expected ending dates, and the estimated time required. 

 

Eligible employees may request up to a maximum of 12 weeks of family leave within 

any 12 month period.  Any combination of family leave and medical leave may not 

exceed this maximum limit. Employees will be required to first use any accrued paid 

leave time before taking unpaid family leave.  Married employee couples may be 

restricted to a combined total of 12 weeks leave within any 12 month period for 

childbirth, adoption, or placement of a foster child; or to care for a parent with a 

serious health condition. 

 

Subject to the terms, conditions, and limitations of the applicable plans, Travis 

County ESD #1 will continue to provide health insurance benefits for the full period 

of the approved family leave. 

 

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be 

suspended during the leave and will resume upon return to active employment. 

So that an employee’s return to work can be properly scheduled, an employee on 

family leave is requested to provide Travis County ESD #1 with at least two weeks 

advance notice of the date the employee intends to return to work.  When a family 

leave ends, the employee will be reinstated to the same position, if it is 

available, or to an equivalent position for which the employee is qualified. 

If an employee fails to report to work promptly at the end of the approved leave 

period, Travis County ESD #1 will assume that the employee has resigned. 

 603  PERSONAL LEAVE 
 

Travis County ESD #1 provides leaves of absence without pay to eligible employees 

who wish to take time off from work duties to fulfill personal obligations.  

Employees in the following employment classification(s) are eligible to request 

personal leave as described in this policy: 

 Full Time Firefighter 

 Full Time Exempt 

 Full Time Non Exempt 

 

Eligible employees may request personal leave only after having completed 180 

calendar days of service.  As soon as eligible employees become aware of the need 

for a personal leave of absence, they should request a leave from their supervisor. 

 

Personal leave may be granted for a period of up to 30 calendar days in any one 

year.  With the supervisor’s approval, an employee may take any available vacation 

leave as part of the approved period of leave. 

 

Requests for personal leave will be evaluated based on a number of factors, 

including anticipated work load requirements and staffing considerations during the 

proposed period of absence. 
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Subject to the terms, conditions, and limitations of the applicable plans, Travis 

County ESD #1 will continue to provide health insurance benefits for the full period 

of the approved personal leave. 

 

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be 

suspended during the unpaid leave and will resume upon return to active employment. 

 

When a personal leave ends, every reasonable effort will be made to return the 

employee to the same position, if it is available, or to a similar available 

position for which the employee is qualified.  However, Travis County ESD #1 cannot 

guarantee reinstatement in all cases. 

 

If an employee fails to report to work promptly at the expiration of the approved 

leave period, Travis County ESD #1 will assume the employee has resigned. 

 604  MILITARY LEAVE 
 

A military leave of absence will be granted to (all) employees, except those 

occupying temporary positions, to attend scheduled drills or training or if called 

to active duty with the US armed services. 

 

Employees will continue to receive full pay while on leave for two-week training 

assignments and shorter absences.  The portion of any military leaves of absence in 

excess of two weeks will be unpaid.  However, employees may use any available paid 

time off for the absence. 

 

Subject to the terms, conditions and limitations of the applicable plans for which 

the employee is otherwise eligible, health insurance benefits will be provided by 

Travis County ESD #1 for the leave of absence which is for two week training 

assignments and shorter absences. 

 

Vacation, sick leave, and holiday benefits will continue to accrue during a military 

leave of absence which is for two-week training assignments and shorter absences. 

 

Employees on two-week active duty training assignments or inactive duty training 

drills are required to return to work for the first regularly scheduled shift after 

the end of training, allowing reasonable travel time.  Employees on longer military 

leave must apply for reinstatement in accordance with all applicable state and 

federal laws.   

 

Every reasonable effort will be made to return eligible employees to their previous 

position or a comparable one.  They will be treated as though they were continuously 

employed for purposes of determining benefits based on length of service, such as 

the rate of vacation accrual and job seniority rights. 
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700  EMPLOYEE CONDUCT AND DISCIPLINE 

 

 701  EMPLOYEE CONDUCT AND WORK RULES 
 

To ensure orderly operations and provide the best possible work environment, Travis 

County ESD #1 expects employees to follow rules of conduct that will protect the 

interests and safety of all employees and the organization. 

 

It is not possible to list all the forms of behavior that are considered 

unacceptable in the workplace.  The following are examples of infractions of rules 

of conduct that may result in disciplinary action, up to and including termination 

of employment: 

 

Theft or inappropriate removal or possession of property 

   Falsification of time records 

Working under the influence of alcohol or illegal drugs 

Possession, distribution, sale, transfer, or use of alcohol 

 or illegal drugs in the workplace, while on duty, or while 

 operating employer-owned vehicles or equipment 

 

Fighting or threatening violence in the workplace 

Boisterous or disruptive activity in the workplace 

Negligence or improper conduct leading to damage of equipment 

Insubordination or other disrespectful conduct 

   Violation of safety or health rules 

Sexual or other unlawful or unwelcome harassment 

Possession of dangerous or unauthorized materials  

Excessive absenteeism or any absence without notice 

Unauthorized absence from work station during the workday 

Unauthorized disclosure of confidential information 

   Violation of personnel policies 

   Unsatisfactory performance or conduct  

 

Employment with Travis County ESD #1 is at the mutual consent of Travis County ESD 

#1 and the employee, and either party may terminate that relationship at any time, 

with or without cause, and with or without advance notice. 

 702  DRUG AND ALCOHOL USE 

 

It is the purpose of Travis County ESD #1 (the District) to help provide a safe and 

drug free work environment for our clients and our employees.  With this goal in 

mind and because of the serious drug abuse problem in today's workplace, we are 

establishing the following policy for existing and future employees of Travis County 

ESD #1.   

The district explicitly prohibits: 

The use, possession, solicitation for, or sale of narcotics or other illegal 

drugs, alcohol, or prescription medication without a prescription on District 

or customer premises or while performing an assignment. 
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Being impaired or under the influence of legal or illegal drugs or alcohol 

away from the District or customer premises, if such impairment or influence 

adversely affects the employee's work performance, the safety of the employee 

or of others, or puts at risk the District's reputation. 

 

Possession, use, solicitation for, or sale of legal or illegal drugs or 

alcohol away from the District or customer premises, if such activity or 

involvement adversely affects the employee's work performance, the safety of 

the employee or of others, or puts at risk the District's reputation. 

 

The presence of any detectable amount of prohibited substances in the 

employee's system while at work, while on the premises of the district or its 

customers, or while on district business.  "Prohibited substances" include 

illegal drugs, alcohol, or prescription drugs not taken in accordance with a 

prescription given to the employee. 

 

Travis County ESD #1 will conduct drug testing under any of the following 

circumstances. 

YEARLY TESTING: Employees will submit for drug testing twice a year at a 

date set by the Fire Chief.  

FOR CAUSE TESTING: The District may ask an employee to submit to a drug 

test at any time it feels that the employee may be under the influence of 

drugs or alcohol, including, but not limited to, the following circumstances: 

evidence of drugs or alcohol on or about the employee's person or in the 

employee's vicinity, unusual conduct on the employee's part that suggests 

impairment or influence of drugs or alcohol, negative performance patterns, or 

excessive and unexplained absenteeism or tardiness. 

POST-ACCIDENT TESTING: Any employee involved in reportable on-the-job 

accident or injury under circumstances that suggest possible use or influence 

of drugs or alcohol in the accident or injury event may be asked to submit to 

a drug and/or alcohol test.  "Involved in an on-the-job accident or injury" 

means not only the one who was injured, but also any employee who potentially 

contributed to the accident or injury event in any way. 

If an employee is tested for drugs or alcohol outside of the employment context and 

the results indicate a violation of this policy, the employee may be subject to 

appropriate disciplinary action, up to and possibly including discharge from 

employment.  In such a case, the employee will be given an opportunity to explain 

the circumstances prior to any final employment action becoming effective. 

 

Employees with drug or alcohol problems that have not resulted in, and are not the 

immediate subject of, disciplinary action may request approval to take unpaid time 

off to participate in a rehabilitation or treatment program through Travis County 

ESD #1’s health insurance benefit coverage.  Leave may be granted if the employee 

agrees to abstain from use of the problem substance; abides by all Travis County ESD 

#1 policies, rules, and prohibitions relating to conduct in the workplace; and if 

granting the leave will not cause Travis County ESD #1 any undue hardship. 

 

Under the Drug-Free Workplace Act, an employee who performs work for a government 

contract or grant must notify Travis County ESD #1 of a criminal conviction for 

drug-related activity occurring in the workplace.  The report must be made within 

five days of the conviction. 

 

Employees with questions on this policy or issues related to drug or alcohol use in 

the workplace should raise their concerns with their supervisor or the Fire Chief 

without fear of reprisal. 
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 703  SEXUAL AND OTHER UNLAWFUL HARASSMENT 
 

Travis County ESD #1 is committed to providing a work environment that is free of 

discrimination and unlawful harassment.  Actions, words, jokes, or comments based on 

an individual’s sex, race, ethnicity, age, religion, or any other legally protected 

characteristic will not be tolerated.  As an example, sexual harassment (both overt 

and subtle) is a form of employee misconduct that is demeaning to another person, 

undermines the integrity of the employment relationship, and is strictly prohibited. 

 

Any employee who wants to report an incident of sexual or other unlawful harassment 

should promptly report the matter to his or her supervisor.  If the supervisor is 

unavailable or the employee believes it would be inappropriate to contact that 

person, the employee should immediately contact the Fire Chief or any other member 

of management.  Employees can raise concerns and make reports without fear of 

reprisal. 

 

Any supervisor or manager who becomes aware of possible sexual or other unlawful 

harassment should promptly advise the Fire Chief or any member of management who 

will handle the matter in a timely and confidential manner. 

 

Anyone engaging in sexual or other unlawful harassment will be subject to 

disciplinary action, up to and including termination of employment. 

 

704  ATTENDANCE AND PUNCTUALITY 
 

To maintain a safe and productive work environment, Travis County ESD #1 expects 

employees to be reliable and to be punctual in reporting for scheduled work.  

Absenteeism and tardiness place a burden on other employees and on Travis County ESD 

#1.  In the rare instances when employees cannot avoid being late to work or are 

unable to work as scheduled, they should notify their supervisor as soon as possible 

in advance of the anticipated tardiness or absence. 

 

Poor attendance and excessive tardiness are disruptive.  Either may lead to 

disciplinary action, up to and including termination of employment. 

 

Uniformed personnel like all employees are expected to be on time for work.  Hours 

of duty including start and end times of shifts will be regulated by the Office of 

the Chief.  Shift changes are done at the designated time, which means all personnel 

must be ready to perform their duties AT the designated time. 

 

Uniformed personnel will report for work in uniform, properly groomed, physically 

and mentally ready to perform. 

 

Any employee failing to comply with these requirements is subject to disciplinary 

action.   

 705  PERSONAL APPEARANCE 
 

 

Dress, grooming, and personal cleanliness standards contribute to the morale of all 

employees and affect the business image Travis County ESD #1 presents to customers 

and visitors. 
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During business hours, employees are expected to present a clean and neat appearance 

and to dress according to the requirements of their positions.  Employees who appear 

for work inappropriately dressed will be sent home and directed to return to work in 

proper attire.  Under such circumstances, employees will not be compensated for the 

time away from work. 

 

  

 

705.A.  GROOMING 

  

Each employee must maintain a neat and well groomed appearance while in 

uniform and representing the District.  Standards that constitute a well 

groomed appearance include but are not necessarily limited to: 

 

A. HAIR     

All personnel shall be clean shaven on the face, with the exception that a 

mustache may be permitted provided that it is kept neat and trimmed at all 

times.  Bushy, unruly, or ill-kept mustaches are prohibited.  Mustaches shall 

not extend more than one-half inch past or more than one-quarter inch below 

the corner of the mouth. 

 

Sideburns are acceptable provided that they are not allowed to extend below 

the bottom of the ear lobe and end in a horizontal, clean shave line.  

Sideburns will be kept neatly trimmed and will not be flared wider at the 

bottom than their natural width at the top. 

 

Hair styles will be neat, well trimmed, and appropriately combed at all times, 

with the exception of during emergency operations.  Bulk of the hair or style 

shall not interfere with the wearing of protective head gear, nor shall it 

interfere with the protection afforded by safety equipment.  Hair dyed to 

unusual or unnatural color will not be tolerated.  Extreme fad styles, (i.e. 

mohawk, ducktails, braids, etc.), are not considered appropriate. 

 

Female firefighters are encouraged to maintain short hairstyles for safety 

considerations.  In no case will a hair style be allowed that prevents safety 

equipment such as helmet, hood, or air mask, from doing its job.  Ornaments 

such as ribbons, and/or jeweled pins shall not be worn; however, plain pins, 

combs, and/or barrettes may be worn to keep hair in place. 

 

Uniformed men’s hair shall not cover more than one half of the ear and shall 

not hang more than on half inch over the top of the uniform collar while the 

person is standing erect.  Men’s hair shall not contain excessive amounts of 

grooming aids such as grease, creams, oils, or sprays.  Uniformed men’s hair 

shall not contain ornamentation. 

 

Wigs and hairpieces are acceptable provided they meet the requirements 

specified herein. 
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B.  MAKEUP, JEWELRY, Etc. 

 

Women may wear appropriate and conservative amounts of makeup. 

 

Fingernails will not extend more than 1/4 inch beyond the tip of the finger.  

Fingernail polish may be worn provided that it is considered conservative and 

appropriate to the public. 

 

Earrings may be worn by females only.  Earrings will be of the post type and 

shall have no loops or dangling attachments. 

 

Neck chains may be worn, but must remain beneath the uniform shirt. 

 

All other jewelry such as rings, watches, bracelets, etc. should be snug 

fitting so as to lessen any chance of snagging on equipment or being pulled by 

a patient or victim. 

 

Uniform insignia are worn only if issued by the District, and are intended to 

be worn as a part of the uniform.  All other items must be specifically 

approved by the Office of the Fire Chief. 

 

C.  UNIFORMS 

 

All personnel required to wear uniforms will receive such from the District.  

It is each person’s responsibility to maintain uniforms in a neat, clean, and 

serviceable state.  Requirements stated herein apply to all uniformed 

personnel. 

 

Personnel who wish to purchase additional uniform articles may do so provided 

that such uniforms are in compliance with that as approved by the Office of 

the Fire Chief.  Attachment of patches, insignias, or emblems of the District 

on non-approved clothing is strictly prohibited. 

 

Replacement of damaged or worn uniform clothing articles is done on an as 

needed basis.  An article for article exchange is required.  Personnel must 

treat uniform clothing as any other equipment issued by the District. 

Uniform Clothing Includes: 

 

Military Styled Uniform Shirts.  The District may issue short and/or 

long sleeved military styled shirts to each employee.  When worn, all 

buttons will be buttoned except for the collar button at the throat. 

 

Tee Shirts.  The District issues approved tee shirts with appropriate 

logos to each employee. 

 

Polo Shirts.  The District may issue collared type polo shirts to 

employees as a part of uniform classed below “A”. 

 

Trousers.  The District may issue navy blue uniform style trousers. 
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Jumpsuits / Coveralls.  The District may issue jumpsuits and/or 

coveralls to employees to be worn in certain prescribed situations. 

 

Sweatshirts.  Gray, cotton sweatshirts as approved by the Office of the 

Fire Chief may be worn in cold weather in place of the tee shirt.  

Provision of sweatshirts is the responsibility of the individual. 

 

Jacket.  Only the jacket issued by the District or approved for wear by 

the Office of Fire Chief are to be worn by personnel on duty.  District 

emblems, insignia, or badges are not to be worn or displayed on non-

approved jackets. 

 

Shoes.  Each person must furnish his/her own black leather shoes or 

boots that are polishable and will shine.  Shoes or boots will be of 

simple design and not have ornamental buckles, straps, toe stitching or 

other decorative styling.  High heels or platform type shoes are 

prohibited due to safety considerations. 

 

Socks.  Socks furnished by each person will be black or navy blue in 

color.  Socks may have white soles.  All white socks are permissible if 

worn while wearing boots that cover the sock. 

 

 

Belt.  A solid black leather belt may be provided by the District.  No 

decorative ornaments may be worn with the belt and the buckle will be 

that as provided with the belt. 

 

Badge, Name Plate, Insignia.  Uniform decorations must be approved by 

the Office of the Fire Chief.  Only the District’s official badge may be 

worn on the uniform.  

 

Different articles of uniform clothing are appropriate depending on type duty 

personnel are expected to perform.  Uniforms are classed accordingly: 

 

Class A Uniform.   Class A Uniform includes the military style shirt and 

trousers.  The District issued tee shirt or a solid white tee shirt may 

be worn under the uniform shirt. 

 

Class B Uniform.  Class B Uniform includes the polo style shirt and 

trousers.  The District issued tee shirt or a solid white tee shirt may 

be worn under the polo shirt.  

Class C Uniform.  Class C Uniform includes the issued tee shirt and 

trousers.  A jumpsuit or coverall is also classed as a Class C Uniform.  

 

Miscellaneous.  A baseball cap as issued by the District or as approved 

by the Office of the Fire Chief maybe worn anytime a cap is appropriate.  

District caps may be worn off duty as long as the cap is not soiled or 

damaged to the point of being unacceptable for wearing on duty.  

District caps may not be worn in bars or night clubs. 
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District tee shirts, (purchased by an individual), may be worn off duty 

so long as they are in good condition and not worn in bars or night 

clubs.   

 

Navy blue or gray, cotton, gym type shorts may be worn by personnel 

while sleeping in the dormitory or while engaged in physical training.  

If shorts are being worn at the time of an alarm, they may be worn under 

bunker clothing.   

 

Consult your supervisor or department head if you have questions as to what 

constitutes appropriate attire. 

706  FIRE STATION:  VISITATION AND DORMITORY 

 

Visitors are welcome to District facilities including fire stations during the hours 

of 0700 and 2200.  Visitors will not impair normal operations or duties of personnel 

in the station(s).  Visitor safety is the prime concern of all personnel while they 

are present.  Children must be supervised by an adult and horseplay in the station 

is prohibited. 

Persons who are not members of the Department or District are prohibited from 

loitering in or around the fire station.  No such person shall be allowed to spend 

the night in a fire station unless expressly approved by the Office of the Fire 

Chief. 

Dormitories are provided in the fire station for the rest and relaxation of 

personnel on duty.  Beds in the dormitories are not to be laid upon during the hours 

of 0700 to 1900 each day.  Off duty personnel may not remain at the fire station to 

sleep without approval from the Office of the Fire Chief.  The fire station is not 

to be used as living quarters for any member of North Lake Travis Fire and Rescue.  

Fire and/or EMS personnel who are volunteering their time for a night shift may only 

do so with approval from the Office of the Fire Chief.   

All personnel and any volunteers approved for overnight stay are required to furnish 

top and bottom sheets or liners for their bed.  Pillows and blankets may be 

furnished by the individual as desired.  All beds will be made and stored by 0730 

each day. 

Furniture in the fire station day room areas are provided for the comfort and use of 

firefighters.  Care of this furniture is the responsibility of each employee.  Feet 

are not placed on furniture not designed as a foot rest.  Couches and sofas are 

places to be seated, not laid upon.  

Lockers provided for the use of personnel as with all other District property is 

subject to inspection.  Lockers will be neatly kept. 

The washers and dryers provided at the stations are for fire department laundry 

only, not for personal laundry.  Bedding and towels used for overnight shifts along 

with uniforms may be washed and dried. 

 

 707  RETURN OF PROPERTY 
 

Employees are responsible for all property, materials, or written information issued 

to them or in their possession or control. Employees must return all Travis County 

ESD #1 property immediately upon request or upon termination of employment.  Where 

permitted by applicable laws, Travis County ESD #1 may withhold from the employee’s 

check or final paycheck the cost of any items that are not returned when required.  

Travis County ESD #1 may also take all action deemed appropriate to recover or 

protect its property. 
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 708  RESIGNATION 
 

Resignation is a voluntary act initiated by the employee to terminate employment 

with Travis County ESD #1. Travis County ESD #1 requires at least two (2) weeks' 

written resignation notice from all employees. Final pay includes wages employers 

owe employees through their last day of work, plus overtime, comp time, and 

accrued vacation pay if appropriate.  If an employee does not give the advanced 

resignation notice required by district policy, the employee may not be entitled 

to accrued vacation pay and Employer does not have to issue final pay for days 

employees were scheduled to work. 

 709  SECURITY INSPECTIONS 
 

Travis County ESD #1 wishes to maintain a work environment that is free of illegal 

drugs, alcohol, firearms, explosives, or other improper materials.  To this end, 

Travis County ESD #1 prohibits the possession, transfer, sale, or use of such 

materials on its premises.  Travis County ESD #1 requires the cooperation of all 

employees in administering this policy. 

 

Desks, lockers, and other storage devices may be provided for the convenience of 

employees but remain the sole property of Travis County ESD #1.  Accordingly, they, 

as well as any articles found within them, can be inspected by any agent or 

representative of Travis County ESD #1 at any time, either with or without prior 

notice. 

 710  SOLICITATION 
 

In an effort to assure a productive and harmonious work environment, persons not 

employed by Travis County ESD #1 may not solicit or distribute literature in the 

workplace at any time for any purpose. 

 

Travis County ESD #1 recognizes that employees may have interests in events and 

organizations outside the workplace.  However, employees may not solicit or 

distribute literature concerning these activities during working time.  (Working 

time does not include lunch periods, work breaks, or any other periods in which 

employees are not on duty.) 

 

Examples of impermissible forms of solicitation include: 

 The collection of money, goods, or gifts for religious groups; 

 The collection of money, goods, or gifts for political groups; 

 The collection of money, goods, or gifts for charitable groups; 

 The sale of goods, services, or subscriptions outside the scope of business 

            of the district; and or,  

 The distribution of literature not approved by the District. 

 

In addition, the posting of written solicitations on district bulletin boards is 

restricted.  These bulletin boards display important information, and employees 

should consult them frequently for: 

 Affirmative Action statement. 

 Employee announcements. 

 Internal memoranda. 

 Job openings. 

 Organization announcements. 
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 Community announcements. 

 Payday notice. 

 Workers’ compensation insurance information. 

 

 

 

If employees have a message of interest to the workplace, they may submit it to a 

Company Officer for approval prior to posting on a bulletin board. 

 

711 DISCIPLINE PROCEDURE  

Statement of Purpose 

This policy is designed to outline the Fire Department's disciplinary system and 

expectations that employees perform their jobs in a safe, efficient and productive 

manner.  Supervisors are responsible for making employees aware of job performance 

standards.  Employees, in turn, are responsible for meeting the standards. 

 

This policy does not provide nor guarantee an employee any rights that would change 

their AT-WILL employment status.  The Fire Chief has the authority to dismiss an 

employee without the use of this disciplinary system.  Although the Fire Chief 

prefers progressive discipline, where appropriate, a single action or inaction may 

result in discipline, including immediate termination.  Supervisors will administer 

discipline equitably throughout the Fire Department without regard to race, color, 

religion, sex, national origin, age, or disability. 

 

CRITERIA FOR APPLICATION OF FORMAL LEVELS OF DISCIPLINE 

 

The primary objective of the discipline procedure is to correct problems with 

fairness and consistency.  The following criteria may be considered, where 

appropriate, in determining action to be taken: 

1. Severity and type of offense(s); 

2. Impact of the offense(s) on other employees and/or residents of the 

response area; 

3. Employee's length of service and previous work record; 

4. Period of time since coaching or discipline; and/or 

5. Disciplinary actions taken by the Fire Department with other employees for 

similar offenses(s). 

 

TYPES OF DISCIPLINE 

An employee may BE TERMINATED AT ANY TIME WITH OR WITHOUT CAUSE AND WITH OR WITHOUT 

NOTICE.  The following procedure is discretionary and does not apply to an employee 

during his/her New Hire Orientation Period or to temporary employees. 

 

Consistent with the type and severity of cause for disciplinary actions and the 

employee's disciplinary history, the Fire Chief may take disciplinary action 

including but not limited to: 

1. Verbal reprimand; 

2. Written reprimand; 

3. Suspension; 
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4. Demotion; and/or 

5. Termination 

 

The Fire Chief may change the order of the above disciplinary steps, and/or may 

choose not to utilize each step, depending on the facts of the case. 

 

The Fire Chief should be consulted any time a Supervisor wishes to issue a 

disciplinary action other than a verbal or written reprimand. 

 

While it is the ultimate decision of the Fire Chief to determine the type of 

discipline, the action should be appropriate for the deficiency or infraction. 

 

Verbal Reprimand  

 

A verbal reprimand identifies a violation or indicates an area needing improvement.  

The supervisor will note the verbal reprimand in the employee's file. 

 

Written Reprimand 

 

A written reprimand identifies violations or indicates areas needing improvement. 

 

The written reprimand will indicate the following: 

1. The specific employee act(s) that demonstrated the unacceptable conduct or 

behavior; 

2. The expected conduct or behavior; 

3. That such act(s) must not be repeated; 

4. What further action will result if the employee fails to show and maintain 

satisfactory improvement; and 

5. Signed acknowledgment of receipt of the written reprimand by the employee. 

A copy of the reprimand will be given to the employee.  An employee may submit a 

written response to the written reprimand to the Fire Chief.  The Fire Chief 

after reviewing the written response from the employee, may withdraw the written 

reprimand at his/her discretion. 

 

A copy of a written reprimand, which has not been withdrawn by the Fire Chief, 

becomes a permanent part of the disciplinary record and will be maintained in the 

employee's personnel file in Administration.  An employee may not appeal a 

written reprimand.  The original written reprimand  will be filed in 

Administration. 

 

As a condition of employment, all employees are required to acknowledge with a 

signature any written notice issued by the Fire Department, including written 

reprimands and warning notices.  Any employee who refuses to comply with this 

policy can be discharged without any warning. 
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Suspension 

 

A suspension results in time off without pay for one work shift or longer.  An 

employee may be suspended without pay for a period of not less than one (1) day 

and not more than thirty (30) calendar days.  An exempt employee may not be 

suspended without pay for less than a full week, unless the discipline is for a 

violation of a safety rule of major significance. 

 

Demotion 

 

A demotion results n an employee being moved into a job with a lower 

responsibility level and/or lower pay rate.  A pay rate after a demotion will be 

determined in accordance with the Policy and Procedures. 

 

Termination 

 

Termination is the ending of the individual's employment with the Emergency 

Services District.  If warranted, termination of an employee may occur without 

pursuing progressive discipline. 

 

SUSPENSION, DEMOTION, OR TERMINATION PROCEDURE 

 

When suspension, demotion, or termination of an employee is thought to be 

necessary, the Fire Chief or his/her designated representative will take the 

following steps: 

 

1. A thorough investigation will be conducted. 

2. The Fire Chief will inform Administration of the impending suspension, 

demotion or termination prior to any action. 

3. Before making a final decision on any disciplinary action, the Department 

Director will hold a disciplinary conference with the affected employee.  At 

the meeting the employee may respond with relevant facts that might affect any 

proposed disciplinary action.  Either the employee or the Fire Chief may 

request the presence of an Administrative representative at the meeting. 

4. The Fire Chief will review the information provided by the employee and 

determine what disciplinary action, if any, is warranted.  The Chief will 

notify the employee in writing of his/her decision.  The written decision will 

indicate the following: 

a. The disciplinary action to be taken and the effective date of the 

action; 

b. An explanation of why the discipline is being implemented, such as 

policy violation; 

c. If the action is suspension or demotion, the expected conduct or 

behavior and that such act(s) must not be repeated.  The memo should 

also indicate what further action will result if the employee fails to 

show and maintain satisfactory improvement; 

d. The applicable appeals procedure; and 

e. Signed acknowledgement of receipt by the employee. 
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5. A copy of the written decision will be given to the employee.  The decision 
will become a permanent part of the disciplinary record and will be maintained 

in the employee's personnel file in Administration. 

NOTE: While the Fire Chief is encouraged to follow the above steps, failure to 

follow these steps will not negate the disciplinary action. 

 

SERIOUS MISCONDUCT 

Conduct that has a substantive negative impact on the department, organization, 

public, or individual employee will be grounds for immediate removal from the 

workplace and/or termination of employment.  The following list of actions is not 

intended to be all inclusive, but is intended to state management's belief that 

such conduct will seriously jeopardize an individual's continued employment.   

 

Any other conduct not listed below which could have an adverse affect on the Fire 

Department, on the confidence of the public, in the integrity of the Fire 

Department, or on the relationship of the employee and other employees, will be 

subject to the same disposition: 

1. Commission of a felony or theft; 

2. Careless destruction of Fire Department and private property while in the 

course of employment. 

3. Lying to a supervisor, falsifying statements, employment applications, or work 
records; 

4. Under the influence, consumption, or possession of drugs, alcohol or 

contraband while on the job, in a Fire Department vehicle, or on Fire 

Department property; failure to pass a drug screening examination; refusing to 

take a drug test when requested. 

5. Unauthorized possession of weapons or contraband while on the job, on Fire 
Department property or in a Fire Department vehicle; 

6. Assault, threatening assault or fighting on Fire Department property; 

7. Refusal to acknowledge with signature any written notice issued to the 

employee, including policies, warning notices or other notices; 

8. Gambling during working hours or on Fire Department property; 

9. Insubordination; 

10.Failing to maintain standards/qualifications as outlined in the Policy and 

Procedures; 

11.Knowingly violating safety rules/standards; 

12.Failing to cooperate in an investigation when directed to do so; 

13.Using an official position, uniform or identification card for personal 

benefit; 

14.Failing to report for work or call in for three (3) consecutive days; and/or 

15.Failing to report any on-the-job accident or any accident involving a Fire 

Department vehicle or property. 

 

REMOVAL FROM THE WORKPLACE 

When an employee's behavior warrants immediate removal from the workplace, the 

employee will be required to leave Fire Department property immediately.  When the 

presence of the employee will hamper an investigation, safety and security or normal 

business functions, the employee may be placed on leave, with or without pay.  The 

supervisor will tell the employee that he/she is being placed on leave pending an 
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investigation.  The employee will follow the instructions of the supervisor in 

regards to regularly checking with the supervisor and remaining available as 

required.  The employee will remain available for call-back to the workplace during 

their regular work hours or hours set at the time of being placed on leave.  The 

employee will also be required to turn in keys and assigned equipment and be 

instructed not to act in any official capacity for the Fire Department. 

 

If the supervisor determines paid or unpaid leave might be necessary, the Fire Chief 

approval is required and the Administration will be notified as soon as practical.  

A thorough investigation will be conducted.  The Fire Chief will approve recommended 

action from the investigation. 

 

SPECIAL PROCEDURES 

The Fire Chief may circumvent all formal disciplinary procedures to render an 

immediate decision when deemed necessary to preserve the integrity of Fire 

Department administration or, in the judgment of the Fire Chief, it is warranted for 

any other purpose(s). 

 

ORIENTATION EMPLOYEES 

The formal discipline process described in this policy does not apply to employees 

during the New Hire Orientation Period. 

 

  712  PROBLEM RESOLUTION 
 

Travis County ESD #1 is committed to providing the best possible working conditions 

for its employees.  Part of this commitment is encouraging an open and frank 

atmosphere in which any problem, complaint, suggestion, or question receives a 

timely response from Travis County ESD #1 supervisors and management. 

Travis County ESD #1 strives to ensure fair and honest treatment of all employees.  

Supervisors, managers, and employees are expected to treat each other with mutual 

respect.  Employees are encouraged to offer positive and constructive criticism. 

If employees disagree with established rules of conduct, policies, or practices, 

they can express their concern through the problem resolution procedure.  No 

employee will be penalized, formally or informally, for voicing a complaint with 

Travis County ESD #1.  

If a situation occurs when employees believe that a condition of employment or a 

decision affecting them is unjust or inequitable, they are encouraged to make use of 

the following steps.  The employee may discontinue the procedure at any step. 

 

1. Employee presents problem to immediate supervisor within 15 calendar days, after 

incident occurs.  If supervisor is unavailable or employee believes it would be 

inappropriate to contact that person, employee may present problem to the Fire 

Chief or any other member of management. 

 

2. Supervisor responds to problem during discussion or within 15 calendar days, 

after consulting with appropriate management, when necessary.  Supervisor 

documents discussion. 

 

3. Employee presents problem to Employee Relations Committee within 15 calendar 

days, if problem is unresolved. 

 

4. Employee Relations Committee counsels and advises employee, assists in putting 

problem in writing, visits with employee’s manager(s), if necessary, and directs 

employee to Peer ESD Board for review of problem. 
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5. Employee presents problem to ESD Board in writing. 

 

6. ESD Board reviews and considers problem.  ESD Board informs employee of decision 

within 30 calendar days, and forwards copy of written response to Employee 

Relations Committee for employee’s file.  The ESD Board has full authority to 

make any adjustment deemed appropriate to resolve the problem. 

 

 

Not every problem can be resolved to everyone’s total satisfaction, but only through 

understanding and discussion of mutual problems can employees and management develop 

confidence in each other.  This confidence is important to the operation of an 

efficient and harmonious work environment, and helps to ensure everyone’s job 

security. 

 

800  MISCELLANEOUS 

 

 801   LIFE-THREATENING ILLNESSES IN THE WORKPLACE 
 

Employees with life-threatening illnesses, such as cancer, heart disease, and AIDS, 

often wish to continue their normal pursuits, including work, to the extent allowed 

by their condition.  Travis County ESD #1 supports these endeavors as long as 

employees are able to meet acceptable performance standards.  As in the case of 

other disabilities, Travis County ESD #1 will make reasonable accommodations in 

accordance with all legal requirements, to allow qualified employees with life-

threatening illnesses to perform the essential functions of their jobs. 

 

Medical information on individual employees is treated confidentially.  Travis 

County ESD #1 will take reasonable precautions to protect such information from 

inappropriate disclosure.  Managers and other employees have a responsibility to 

respect and maintain the confidentiality of employee medical information.  Anyone 

inappropriately disclosing such information is subject to disciplinary action, up to 

and including termination of employment. 

 

Employees with questions or concerns about life-threatening illnesses are encouraged 

to contact the Fire Chief’s Office for information and referral to appropriate 

services and resources. 
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EMPLOYEE ACKNOWLEDGMENT FORM 

 

 

 

The employee handbook describes important information about Travis County ESD #1, 

and I understand that I should consult the District Office regarding any questions 

not answered in the handbook.  I have entered into my employment relationship with 

Travis County ESD #1 voluntarily and acknowledge that there is no specified length 

of employment. Accordingly, either I or Travis County ESD #1 can terminate the 

relationship at will, with or without cause, at any time, so long as there is no 

violation of applicable federal or state law. 

 

Since the information, policies, and benefits described here are necessarily subject 

to change, I acknowledge that revisions to the handbook may occur, except to Travis 

County ESD #1’s policy of employment-at-will.  All such changes will be communicated 

through official notices, and I understand that revised information may supersede, 

modify, or eliminate existing policies. Only the Commissioners of Travis County 

Emergency Services District No. #1 have the authority to adopt revisions to the 

policies in this handbook. 

 

Furthermore, I acknowledge that this handbook is neither a contract of employment 

nor a legal document.  I have received the handbook, and I understand that it is my 

responsibility to read and comply with the policies contained in this handbook and 

any revisions made to it. 

 

 

 

 

 

    

___________________________________      ________________ 

EMPLOYEE’S SIGNATURE                     DATE 

 

 

___________________________________ 

 

EMPLOYEE’S NAME (TYPED OR PRINTED) 

 

 


