
EL PASO COUNTY SHERIFF'S OF'FICE

CIVIL SERVICE COMMISSION

SPECIAL MEETING AGENDA
1:30 P.M. MONDAY, SEPTEMBER 17,2018

SHERIFF'S HEADQUARTERS
3850 JUSTICE ROAD

SHERIFF'S CONFERENCE ROOM
EL PASO, TEXAS 79938

Chair
Fermin Acosta Jr.

Commissioners
Maria Elvira Williams
Bertha A. Gallardo

OPEN MEETING

NOTICE TO THE PUBLIC
All matters listed under the Consent Agenda will be considered by the Civil Service
Commissioners to be routine and will be enacted by one motion in the form listed below. There
will be no separate discussion of these items unless members of the Court or persons in the
audience request that specific items be removed from the Consent Agenda to the Regular Agenda
for discussion prior to the time the Court votes on the motion to adopt the Consent Agenda.

All matters listed on the Consent or Regular Agenda may be discussed in executive session at the
option of the El Paso County Civil Service Commission and following oral announcement, if an
appropriate exception to the open meeting requirement of the Texas Open Meetings Act is
applicable.

PUBLIC COMMENT
Speaker's choice: Five (5) minutes per person during this segment regarding any items or three
(3) minutes per person on each item as it appears on the agenda. The same will apply to any interest
group consisting of three or more representatives.



EL PASO SHERIFF'S OFFICE SPECIAL MEETING AGENDA
I :30 P.M., SEPTEMBER 17, 201 8CIVIL SERVICE COMMISSION

CONSENT AGENDA

l. Approve the minutes of the Special Meetirfg forthe SherifPs Civil Service Commission on

February 27,2018.
-- Ludy Velo, Human Resources

REGULAR AGENDA

2. Discuss and take appropriate action to approve recommended changes to Chapter 2,

Section 7 Employment - Equal Employment Opportunity, of the El Paso County Sherifls
Office Civil Service Commission Rules and Regulations.

- Ludy Velo, Human Resources

3. Discuss and take appropriate action to approve recommended changes to Chapter 2,
Section ll Employment - Re-Employment, of the El Paso County Sheriff s Office Civil
Service Commission Rules and Regulations.
-- Ludy Velo, Human Resources

4. Discuss and take appropriate action to approve recommended changes to Chapter 2,
Section 15 Employment - Overtime General, of the El Paso County Sheriffls Office Civil
Service Commission Rules and Regulations.

- Ludy Velo, Human Resources

5. Discuss and take appropriate action to approve recommended changes to Chapter 2,
Section 17 Employment - Records of Overtime Worked, of the El Paso County Sheriffs
Office Civil Service Commission Rules and Regulations.
-- Ludy Velo, Human Resources

6. Discuss and take appropriate action to approve recommended changes to Chapter 5,
Section 2 Leave Policies - Sick Leave, of the El Paso County Sheriffls Office Civil Service
Commission Rules and Regulations.
-- Ludy Velo, Human Resources

7. Discuss and take appropriate action to approve recommended changes to Chapter 5,
Section 3 Leave Policies - Vacation Leave, of the El Paso County Sheriffs Office Civil
Service Commission Rules and Regulations.
-- Ludy Velo, Human Resources

8. Discuss and take appropriate action to approve recommended changes to Chapter 5,
Section 7 Leave Policies - Funeral Leave, of the El Paso County Sheriffs Office Civil
Service Commission Rules and Regulations.
-- Ludy Velo, Human Resources

9. Discuss and take appropriate action to approve recommended changes to Chapter ll,
Section 4 Promotional Procedures - Promotion of Non-Unifurmed Personnel, of the El
Paso County Sheriffs Office Civil Service Commission Rules and Regulations.

- Ludy Velo, Human Resources

IO. ADJOURN
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EL PASO COUNTY SHERIFF'S OFFICE CIVL SERVICE COMMISSION:
NOTICE: CHANGE OF RULES

POSTED: Friday, August 31,2018 - by 5:00 pm

In accordance with Sec. 1.4.01 of the Civil Service Commission, this notice contains the proposed

changes regarding sections in the Civil Service Commission Rules & Regulations. They will be

discussed and appropriate action will be taken at the following special meeting: . ..

.

Monday, September 17, 2018
El Paso County SherilPs Headquarters

(Sheriff s Conference Room)
3850 Justice Road

1:30 pm

Pronosed Chanse #1: Discuss and take appropriate action to approve recommended changes to
Chapter 2, Section 7 Employnent - Equal Employment Opportunity, of the El Paso County
Sheriffs Office Civil Service Commission Rules and Regulations.

2.7.01 It is the Office's Policy to orovide eoual enrployrrent to all aoplicants. As a result the County
t rnd will recruit. hire. and promote in all job classifications without regard to race. color.
sex. religion,eteed. gender. sexual orientation and gender identity/expressionidenti$eation.
age. national origin. disability. ancestry. rnarital starus. pregnancy. veteran status. genetic

information. eror any other legally protected characteristic. to ensure compliance with El
Paso County Affirmative Action Plan and anv applicable Federal and./or State statutes.

+ng

origi.ffiiofr.

The preceding oolicv. however. is not to be consrnred to prohibit the Office fronr
estqblishing "bona fide occupational qualifications" that are @
aHities-required to perform a job.' In comoliance with the El Paso County Affirmative
Action Plan end anv annlicehle Federnl and/ot Strfe stenrtes.

Proposed Chanee #2: Discuss and take appropriate action to approve recommended changes to
Chapter 2, Section ll Employment - Re-Employment, of the El Paso County Sheriff s Office Civil
Service Commission Rules and Regulations.

2,1 l,0l Ifnot nrore tlran sk (6) nron+[r^ brearr in serviee lras transpired; the ernployee; subjeet to
is

Former emplovees who seoarated from sewice in sood standins shall be elisible for re.

2.7.02

2.11.01
ernplovment within the County.

A. If not more than six (6) months break in sewice has occurred. and the position the
employee last vacated is vacant. an employee mav be reinstated to the grade and
step upon which thev previously seoarated. if a vacancL is available. upon
reconrmendation of the Sheriff.
(1) Reinstated employees shall be placed at the sarne accrual rates for sick

leave and vacation leave. if the following conditions are met:



a. The employee left of his own accord thtough voluntary
resignationr and

b. The enrployee's break in sewice was no longer than six (6)

nronths.

B. Candidates for re-emolorrment are subject to the same ernployment procedures as

any other applicant pursuing employment with the County and shall refer to
alternate County policies.

C. A forurer Countv employee mav not be reemployed or reinstated if he/she was

disnrissed or tesisned in lieu of dismissal. Brealc in service due to dismissal are to
be handled on case bv case basis depending on the circumstance of the discharge

and its final resolution.

Proposed Chanse #3: Discuss and take appropriate action to approve recommended changes to
Chapter 2 Section 15 Employment - Overtime General, of the El Paso County SherifPs Office Civil
Service Commission Rules and Regulations.

z.t5.0t Overtinre work. overtime pay. and compensatorLtirne shall be based on policv established

bv the Sheriff and the El Paso County Cornmissioners Court in accordance with provisions

of FLSA.

Based on available budgeted funds allocated to a line item for overtime, specifuing tasls to
be accomplished, and wirh orior certification bv the County Auditor that funds are available

for tasks to be perforrned.. and wl'rere conrpensatory tiqre off is impractical or not authorized

under FLSA. overtime pay is authorized fot eligible County employees-:uho-a& required to
work in excess of a forg-I40L-hour week. Except for bargaining unit employees,

compensatory time may be substituted for overtime pay.

Cvertime must be for work ordered; or approved in advance by the Sheriff, or his designee.

Overtirne pay is allowed onlv when funds are appropriated by El Paso County
Conrmissioners Cottr"t.

2.t5.02+

2.t5.03+

2.15.04 Ernployees eligible to receive overtime pay are employees classified a non exemot as defined
hv tlre nrnvisinns of the FLSA

2.15.05 Emoloyees generally ineligible to receive overtime oay ate those defined by job functions as

exemot as defined by the provisions of the FISA unless overtinre oav is expressly approved

by El Paso County Commissioners Court.

2.15.06 The aoorooriate suoervisor shall keep all necessarvrecords relating to overtime. such as each

instance of overtime worked the reason therefore. and will suoolv the Auditor's Office such

information each pay period.

2.15.07 Overtime provided pursuant to a Collective Bargaining Agreernent exclusivelv governs the

overtiure provided therebv to affected employees.

ll
")



Proposed Chanse #4: Discuss and take appropriate action to approve recommended changes to
Chapter 2 Section 17 Employment - Records of Overtime Worked, of the El Paso County SherifPs
Office Civil Service Commission Rules and Regulations.

2,1?'el Tlre appropriate supervisor slrall keep all neeessary reeords relating to overtime; sueh as eaelr

Pronosed Change #5: Discuss and take appropriate action to approve recommended changes to
Chapter 5 Section 2 Leave Policies - Sick Leave, of the El Paso County Sheriff s Office Civil
Service Commission Rules and Regulations.

5.2.0t All fu 11 time. regular non exemptglggtcd-employees are @

to oerforrn his duties because of illness. injurv. or other temporary disability.

Sick leave is accumulated from the date of employment for all full time regular non-elected
employees at the rate of 3.077 hours per pay period. Maximum accumulation is ninety (90)

days.

The use of paid sick leave is authorized only for an employee who has completed 9$ealendat
e*r*thrce@!94h5-.f fu ll-time service.

To be eligible for paid sick leave, the employee is required to notifii his/her supewisor at the
beginning of the workday, at least one hour prior to the scheduled reporting time, unless
exigent citcumstances exist. Absences of three (3) or more consecutive workdays for sick leave

or dependent illness must be verified by a licensed physician. Written verification, in the
form of a certificate or statement, must be presented to the supervisor upon renrrning to
work. Written verification may also be required for any illness or injury if sick leave abuse is

suspected.

Use of accumulated paid sick leave shall be authorized should a member of the immediate
family be ill'sltqiurcd.

Payment for accumulated sick leave is not authorized after notice of separation except for
employee's ffiered-as€utlinediftblthe Agreement between El Paso County and the El Paso

County Sheriffs Officers Association.

5.2.02

5.2.07 Inrmediate familv rnember is defined for purooses of this policv as; soouse. registered
domestic oartners. children. oarents. grandparents. grandchildren. siblings. guardianship
relationship. and in-laws and steo/half relationships with the same degree,

In the event the emolovee's sick leave balances are denleted. the ernnlovee mrv oualifru for
sick leave donations in accordance with the County's Sick Leave Pool Program.l

5.2.09 Accrual Rates

The Sheriff may choose to link non-protectedz employee absences due to sick leave tb,their
perforrnance evaluations. Mrile the Sheriff retains discretion to establish internal
orocedures regarding acceptable absences standards. a recommended matrix is below:

Exceeds Standards rating: 0 to 24 hours
Meets Stendrrds regins' ?.4 O1 to 4O horrrs
Below Standerds retins, 40-01 + horrrs

1 See the Sick Leave Pool policv for further details.

5.2.03

5.2.04

5.2.05

5.2.06

5.2.08

I

olner reqailv prolecleo Irme.



Pronosed Chanee #6: Discuss and take appropriate action to approve recommended changes to
Chapter 5, Section 3 Leave Policies - Vacation Leave, of the El Paso County SherifPs Office Civil
Service Commission Rules and Regulations.

5.3.0r

5.3.02

5.3.03

5.3.04

Regular full.time and part time non-elected employees shall be eligible to use vacation leave

with pay after ssr.(6}montlts 180 davs of continuous service with the County.

Based on years of sewice to the Countt', *lkime-ugnslccteilemployees, other than
employees covered by the agreement between The County of El Paso, Texas and the El Paso

County Sheriffs Officers Association shall accrue vacation leave at the following rates:

FULLTIME EMPLOYEET

YEARS.
up to 5 years

ACCRUALRATE
@eryear
earned at the rate of 3.07?
hours per pay period, up to a nraximum of
160 lrours.

@eryear
eamed at the rate of 4.616
houm per pay periodi,JLlq@imum of
240 hours.

@eryear,
earned at the rate of 6.154
hours per pay period'-Uplq-a-nuxi-Dlu!0-Of
320 lrours.

5 thru 15 years

15 years or more

PART,TIME EMPLOYEE:

YEARS
up to 5 years

ACCRUALRATE
@eryear,
earned at the rate of 1.539
houts pet pay period-,-uplq.-a malimu.lq-ef
320 hours.

@eryear,
earned at the rate of 2.308
hours per pay period;-uplq-a-lnaxllDuolof
120 lrours.

@eryear,
earned at the rate of 3.077

5 thru 15 years

15 years or more

hours per pay period:U-lQ.-Lluaxillulq-Af 
:

160 lrours.
,)

Vacation leave may be accumulated up to a maximum of rwo (2) times the annual vacation 
'

benefit depending on the length of sendce. Days earned in excess of the accnred limit will ,

be forfeited.

An employee must request vacation leave in advance from the Sheriff or his designee. The
Sheriff may establish a policy regarding the procedure employees must follow to submit'
requests for vacation time. Requests for annual leave will not be unreasonably denied;
however, Office operations must be considered in granting requests,



Proposed Chanse #7: Discuss and take appropriate action to approve recommended changes to
Chapter 5, Section '7 Leave Policies - Funeral Leave, of the El Paso County Sheriffs Office Civil
Service Commission Rules and Regulations.

5.3.05

5.3.06

5.3.07

5.7.01

5.7.02

5.7.03

5.7.04

l1.4.01

tt.4.02

l1.4.03

After@fcontinuousservice,anonelectedemployeewhoseparates
from employment with the County will be paid for accnred vacation leave.

Generally, if an employee is transferred from one County department and remains in a full-

time enlplovment capacity. t€-eaotherr all unused vacation leave shall remain to the

employee's credit as though no change had been made. Any oreviously approved leave shall

be resubmitted, for approval bv the receiving deoartnrent.

Employees rransferring from a fi-rll.time employment status to a oart-time status shall retain

anv unused vacation leave: however. accrual rates will change according to their new

employment starus based qn Section 5.3O2 of this policv.

Official County holidays occurring during the employee's vacation leave shall not be

counted against vacation leave used.

iml:rciate-faatil#horrseltold. Full-time employees shall be granted up to t'wenty-four (24)

hours of funeral leave (Part-tirne employees shall be granted up to twelve ( 1 2) hours of funeral
leave) to make arrangements for or to attend the funeral of an immediate familv n'rember as

authorized bv the Sheriff.

In the case of the death of any other reladve or friend, the employee-uarsla[ be gtanted

funeral leave for up to four (4) hours o to attend the funeral as authorized
by the Sheriff.

Inrmediate family member is

defined for purposes of this policy as: spouse. regiqtered don'restic partners. children.
oarents. grandparents. enandchildren siblines. guardianship relationship. and in-laws and

step,/half relationships within the sarne degree.

Should fudditional time-benecessag, please refer to alternate Counw leave policies.

It is the policy of the El Paso County Sheriffs Office to fill vacant positions by promoting '

qualified applicants. 
-

Vacant, full-time permanent positions are posted for a minimum of five (5) {outteea-(14}daysr
in the Detention Facility, Sheriffs Adminisrration, County Human Resources Of{ice, or at.
.ye4g4pe9l4gegMobs-. The applicant is required to update personal information and
submit a complete job application by the deadline of the posting. I

t-.,'t

The Human Resources Office will determine if applicants meet the minimum requirements
and shall schedule them for appropriate testing. Qualified applicants will then be scheduled
for a formal intemiew.

5.7.05 Funeral Leave provided oursuant to a Collective Bareainin&Agreernent exclusively governs

the funeral leave provided tlrereby to affected emolovees.

Proposed Change #8: Discuss and take appropriate action to approve recommended changes to
Chapter 1 1, Section 4 Promotional Procedures - Promotion of Non-Unifurmed Personnel, of the
El Paso County Sheriff s Office Civil Service Commission Rules and Regulations



11.4.04 Employees promoted to a higher pay grade shall be place on a six (6) months probationary

period fron'r the Effective Dare of promotion duringwhich time employees must satisfactorib

demonstrate their ability ro perform the duties required. Immediate supewisors will
periodica$ meet with probationary employees concerning their progress to ensure the

employees receive any guidance and naining necessary for the employees to successfully

perform their job duties. Probationary employees who do no demonstrate their ability to
perform the duties required of their new position during the probationary period may be:

1) rerurned to their forner position: 2) rransferred to another suitable position; or 3)

terminated from employment if their former position or another suitable position is not

available. Employees returned to their former position, transferred to another suitable

position or whose employment is terminated fot failure to successfully complete their
probationary period may not appeal to the Civil Sewice Commission.

Copies of the proposed changes may be picked up in the Human Resources Office of the El Paso County

Sheriffs Office at:

Sheriff s Headquarters
3850 Justice Road

Thank you!
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