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1. ORGANIZATION OF THE CIVIL SERVICE COMMISSION 

 
The Rules and Regulations of the Webb County Civil Service Commission ("the Civil 

Service Rules and Regulations") as set forth herein below are adopted by the Webb County Civil 

Service Commission ("the Commission") and may be amended from time to time as allowed by 

these rules and by applicable law. T he Commis sion was established by the Webb County 

Co mmissio ners Co urt o n Se pte mber 8, 200 8 p u rsuant to Chapter 158 o f the T exas Local 

Government Code for the purpose of developing and enforcing rules regarding the selection and 

e mp l o y me n t  o f  W e b b  C o u n t y e mp l o ye e s .  A s  s t a t e d  t h e r e i n ,  t h e  C o m m i s s i o n  h a s  t h e 

responsibility to make, publish, and enforce rules relating to: 
 
 

A. the definition of a County employee; 

B. the selection and classification of County employees; 

C. competitive examination; 

D. promotions, seniority, and tenure; 

E. layoffs and dismissals; 

F. disciplinary action; 

G. grievance procedures; and 

H. other matters relating to the selection of County employees and the procedural 

and substantive rights, advancement, benefits, and working conditions of County 

employees. 

 
The Commissioners Court appoints the three members of the Civil Service Commission, 

designating one member to serve as Chair. Each member of the Commission holds office for a 

term of two years and until his/her successor is appointed. A vacancy on the Commission must 

be filled by appointment of the Commissioners Court for the unexpired te rm of the member 

wh o s e p o s i t i o n h a s b e e n va c a t e d . If a Ci vi l S e r vi c e Co mmi s s i o n e r i s a b s e n t f r o m t h r e e 

consecutive meetings without the approval of the remaining members, then the absent member is 

automatically deemed to have submitted his/her resignation, and the position will be declared 

vacant.  The  remaining  members  shall  communicate  to  Commissioners  Court  a  request  that  such 

vacancy be filled. 

 
The Commission shall meet on a regular basis as established by the Commission and at 

such other times as shall be necessary to conduct the Commission's business. Meetings are open to 

the public and are subject to the provisions of the Texas Open Meetings Act. All Civil Service 

Commissioners must be present to constitute a quorum for administrative matters, grievances, or 

appeals. Minutes of all meetings shall be taken by staff assigned to the Commission by Human 

Resources. 
 
 

The Human Resources Director shall be an employee of the Administrative Services 

Department and shall also serve as the Civil Service Coordinator. The Human Resources 



 

 
 
 

Director will provide staff support to the Commission as required for meeting, grievances, and 

daily operations of the Commission. The Human Resources Director and his/her staff will 

maintain records of all County employees holding civil service positions including the following 

information:  name,  job  title,  slot  number,  budgeted salary,  actual  salary,  hire date, personnel  or 

d i s c i p l i n a r y a c t i o n s , r ec o r d s o f gr i e va n c e s , a n d d o c u me n t a t i o n o f e du c a t i o n a l o r ot h e r 

achievement attained by training, experience, or otherwise. 
 

 
Communication to and from the commission shall be in written form and records of such 

communications shall be maintained by Commission staff. 

 
As used in these rules, "working day" shall be any day other than a Saturday, Sunday, 

County holiday as adopted by Commissioners Court, or a day County offices are closed by order 

of the Commissioners Court or County Judge pursuant to the Webb County Perso nnel Policies 

Manual. 
 

 
2. ADOPTION, APPLICATION, AND MODIFICATION OF RULES 

 
2.1 CIVIL SERVICE RULES AND REGULATIONS 

 

 
The Civil Service Rules and Regulations apply to employees of all Webb County offices 

and departments that are not specifically excluded by statute or by the Commission. As used 

Herein, the term “department head” shall also refer to an elected official who has one or more 

employees subject to civil service. The Civil Service Rules and Regulations shall ap ply from the 

time of its adoption in all instances in which the Commission has jurisdiction. Any changes, 

d e l e ti o n s or a d diti o n s to t h e Ci vi l S er vi c e Ru l e s a n d Re gu l a t i on s ma y b e ma d e b y t h e 

Commission in accordance with its rule -changing provisions. The Commission is responsible 

for interpreting its rules consistent with applicable law. 
 

 
The Civil Service Rules and Regulations will be available to all employees on the Webb 

County website, and a printed copy of the Rules and Regulations will be maintained by the 

Administrative Services Department. 

 
2.2 CHANGE OF RULES 

 
These rules may be amended, repealed or supplemented by the Commission at any time, 

and new rules may be adopted. Notice of such action shall be issued 20 calendar days prior to 

any action by the Commission to amend, repeal, or supplement any of these rules or adopt new 

rules. The notice shall contain the proposed changes or the proposed new rules and the date and 

the place at which the Commission will hold a public hearing on such proposals Copie s of the 

notice and of the proposed changes or new rules shall be posted online, in the Administrative 

Services Department, and elsewhere as the Commission deems advisable. Copies of the notice 

and proposed changes or new rules shall be forwarded to County offices or departments, and 

made available to the public for inspection. The Commission, after public hearing, shall take 
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action on the proposed changes or new rules and such changes or new rules may be adopted by a 

ma j or i t y vo te . Al l r ul es a n d a me n d me n t s s hal l b e co me e ff ec ti ve t e n (1 0 ) wo r kin g d a ys 

following approval by the Commission. 

 
3. POSITIONS SUBJECT TO CIVIL SERVICE 

 
3.1 APPLICABILITY OF CIVIL SERVICE RULES AND REGULATIONS 

 
The rules and regulations in this Chapter a re established pursuant to Chapter 158 of the 

Texas Local Government Code and apply to County employees who are designated as having 

civil service status by state law Employees are generally covered by civil service unless 

excluded by law or by civil servi ce rule, as described below. Deputy Constables and Deputy 

Sheriffs are covered by civil service, unless otherwise provided herein. The Human Resources 

Director shall maintain a list or database of all County jobs, and designate that each such position 

is or is not a civil service position. 
 

 
New job descriptions or modifications to existing job descriptions must be submitted by 

the department to Human Resources and must be certified by the Commission before they are 
put into effect. Each Department Head, elected or appointed, under the Wage and Classification Plan, seeking 

to changes titles and significant job duties for positions approved and budgeted by the Commissioners Court, 

requires Commissioners Court approval prior to item being presented to the Civil Service Commission. 

 
Job descriptions and qualifications must be reasonably related to the job title and to the 

nature and duties of the job. Qualifications may not be tailored to the qualifications of a 

particular person, thereby excluding other individuals who would otherwise be able to apply for a 

position.   Nor may qualifications for a position be established to create a larger job pool and 

thereby include person(s) who would not otherwise be considered for that position. An employee 

who occupies a particular slot will not be disqualified or ot herwise made ineligible for that slot 

because a change to the job description has been certified by the Civil Service Commission. 
 
 
 

3.2 POSITIONS EXCLUDED BY LAW 

 
The following employees are excluded from civil service, pursuant to Chapter 158 of the 

Texas Local Government Code, other statute, case law, or legal authority: 

 
1.   Officials who are elected or appointed under the constitution 

2.   Employees of the County Attorney's Office 

3.   Employees of the District Attorney's Office 

4.   The official shorthand reporter of a court 

5.   C o u r t Co o r di n a t o r s o f a Di s t r i c t Co u r t , C o u n t y C o u r t a t L a w , o r L o c a l 

Administrative Judge 

6.   Employees of the Webb County Auditor's Office 

7.   Employees of the Juvenile Probation Departmen 

8. Temporary employees 

9. Head Start 

(“Youth Village”) 
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3.3 POSITIONS EXCLUDED FROM CIVIL SERVICE BY RULE 

 
Any position not exempt by law will normally be subject to civil service. However, the 

Civil Service Commission has determined that certain positions, as set forth in Attachment "A" to 

these  rules,  should  be  excluded  from  civil  service  coverage.  In  addition  to  these  positions,  a 

department may seek to declare a position "sensitive" so that it will be excluded from civil 

service coverage. T he department  must  present to the Civil  Service Commission a written 

request that the position be declared sensitive alo ng with written justification based upon the 

criteria outlined below. Upon approval by the Civil Service Commission, the position will be 

excluded from civil service coverage. 
 
 
Criteria for Declaring a Position Sensitive 

 
The following criteria will be considered in determining whether a position should be 

declared sensitive and thereby excluded from civil service: 

 
1 . T he p os it i o n r e p o rt s di re c t l y t o a bo a r d, el e c t e d o r a p p oi n t e d of f i c i al , or 

department head. 
 

 
2 . T h e p os it i o n i s i n t h e na t ur e of a c h i e f de p u t y t o a n e l e c te d of f i ci a l or a 

department head 
 

3.         The position acts autonomously and operates on a regular basis with a minimum 

of supervision, based on direction from a board, elected or appointed official, or 

department head. 

 
4. The position is responsible for a major division or section within a department. 

 
5. It is vital that the person holding the position exercise discretion in decision - 

making on a regular and consistent basis 

 
6.         The Board, elected/appointed official or department head holds this position to a 

higher level of trust and confidentiality because of the involvement in various 

aspects of his/her administration, including but not limited to policy development, 

strategic vision, long-range planning, and delivery of services to the citizens of 

Webb County. 
 

 
3.4 CHANGE IN CIVIL SERVICE STATUS 

 
If a civil service employee voluntarily changes positions and accepts a non -covered or 

excluded position, the employee does not retain civil service coverage in the new position. 
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If a current employee with civil service status voluntarily remains in a position that 

is  changed  from covered  to  excluded,  that  employee  retains  civil  service  stat us  for  the 

period of time that employee occupies that position. 

 
4. APPLICABILITY OF OTHER RULES AND POLICIES 

 
4.1 APPLICABILITY OF WEBB COUNTY PERSONNEL POLICIES MANUAL 

 
In addition to these Rules, the Webb County Personnel Policies Manual as adopted and 

amended by the Commissioners Court, Juvenile Board, and/or other Board or Elected Official is 

applicable to the extent not in conflict with these Rules. 
 

 
4.2 DEPARTMENTAL POLICIES AND PROCEDURES 

 
Any County Department that wishes to adopt policies and procedure s specific to 

that Department relating to personnel issues must prepare and submit the proposed 

department policies to the Commission. The Commission will review the proposed policies 

to ensure that they do not conflict with Commission Rules and Regulation s. Such policies 

will be effective only after approval by the Commission during open session in accordance with 

the  Texas  Open  M e e t i ngs   Ac t .   An y   a me n d me n t s   t o   d e p a r t me n t a l   r u l e s   mu s t   b e 

l i ke wi s e a p p r o ve d . An y departmental policies in effect prior to the ef fective date of these 

Civil Service Rules are void and shall be of no effect unless and until approved by the 

Commission in the manner described above. 
 
 

After  the  departmental  rules  are  approved  by  the  Commission,  the  department 

shall distribute copies to each of its employees, and shall also be provided to any new employees. 

The departmental rules shall contain a provision  that  a  violation of  the policies may be 

cause for appropriate disciplinary action. 
 

 
5. HIRING PROCEDURES 

 
5 . 1  H I R I N G 

 

 
W h e n a d e p a r t me n t h a s a v a c a n c y , i t ma y c h o o s e t o r e c r u i t i n t e r n a l l y w i t h i n t h e 

department or to recruit outside the department. If the position is to be filled through an internal 

transfer, the vacancy shall be posted within that department. Vaca ncies to be filled from outside 

th e de part me nt s hall b e p oste d in acc orda nce with the proc ed ures s et fort h bel o w. Hu ma n 

R e s o u rc e s wil l pr o vi d e a J o b An n o u nc e me n t Req u e s t f o r m t h at mu s t b e c o mp l e t e d b y t he 

department and returned to Human Resources for post ing. This form shall include a description 

o f t h e p o si t i o n , a n y s p e c i a l r e q ui r e me n t s o r pr ef e rr e d q u al i f i ca t i o n s , a n y o t h e r p e rt i n e nt 

i n f o r ma t i o n , a nd i n st r u ct i o n s as t o wh e re a p p l i ca t i o n s a r e re c ei ve d f o r t h e p os i t i o n . T h e 

completed form shall be accompan ied by the job description for the position the department 

seeks to fill. A department will not be allowed to fill a slot unless it has filed a job description 
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for that position with Human Resources and that job description has been c ertified by the Civil 

Service Commission. 
 

T he successful applicant must meet all of the requirements and qualifications for the 

position. Human Resources will verify that applicants meet the required qualifications and will 

be the final arbiter of the natu re of documentation or other proof that a candidate possesses the 

required qualifications. If a position requires a college degree, such degree must have been 

earned from an institution of higher lear ning accre dited by one of the regional accrediting 

agencies. Mail order degrees will not be accepted. 
 

When a department has a vacancy, it may choose to recruit internally within the department 

with Webb County or to recruit outside of the department external to Webb County. If the position is 

to be filled through an internal transfer, the vacancy shall be posted within that department for three 

days. Vacancies to be filled from outside the department shall be posted in accordance with the 

procedures set forth below. 

 
The hiring department will need to submit requisition from NEOGOV “On-line Hiring 

System”. The requisition shall include an attached job description certified by the “Civil Service 

Committee” if position is covered by civil service. The requisition shall include desired start date, 

working title, vacancies, department, hiring managers, commissioner’s court approval and approval 

date if applicable, closing date and pay rate. A department will not be allowed to fill a slot unless it 

has filed a job description for the position with Human Resources and the job description has been 

certified by the Civil Service Commission. The posting must be posted for 5 days. or Continuous. 
 

The successful applicant must meet all of the requirements and qualifications for the position. 

Human Resources will verify that applicants meet the required qualifications and will be the final 

arbiter of the nature of documentation and other proof. that a candidate possesses the required 

qualifications. If a position requires a degree, such degree must have been earned from an accredited 

institution by one of the regional accrediting agencies. No mail order degree  or On-line degrees will 

be accepted. 
 
 
 
5.2 INTERNAL POSTING PROCEDURES 

 
A vacant position may be posted internally within the County. A J ob Announcement 

Request form must be completed by the department head and forwarded to Human Resources for 

posting.  A  Neogov requisition  must  be  created  by  the  hiring  department  and  forwarded  to 

Human Resources for posting. For a minimum of three days, the position will be posted at the 

department seeking to fill the vacancy, at Human Resources, and any other place that is likely to be 

seen by qualified applicants. The job posting will also be emailed to County employees at least 

five days before the closing date for receipt of applications. Any employee who is selected to fill 

a position must meet the qualifications for that position. 



 

 

 
 

If a department proposes to fill one or more vacant positions from within the department, 
thereby creating other vacancies, the department ma y internally post all positions that would 

a r i s e f r o m t h i s p r o c e s s . T h i s p r o c e d u r e ma y b e u s e d wh e n a d e p a r t me n t w i s h e s t o mo v e 

employees into higher paying slots when a high er paid employee separates from the County. 
This procedure may be used in lieu of posting each position serially. 

 

 

A vacant position may be posted internally within the county. A Neogov requisition must be 

created by the hiring department and forwarded to Human Resources for posting. 
 
 

A)  Posting within the hiring Department. 
 

The hiring department will need to submit a requisition thru Neogov. The job posting will be 

posted within hiring department for 3 working days. The job posting must be posted in an 

area where all employees from that department can view it. Paper application will need to be 

submitted to hiring department. 

 
B)  Posting for Webb County employees 

 

 
The hiring department will need to submit a requisition thru Neogov. The job posting will be 

posted on Neogov on-line hiring system for 5 calendar days. Any employee who is selected to 

fill a position must meet the qualifications for that position. 
 

 
If a department purposes to fill one or more vacant positions from within the department, 

thereby creating other vacancies, the department may internally post all positions that would 

arise from the process by creating a Neogov requisition. This procedure may be used when a 

department wishes to move employees into higher paying slots when a higher paid employee 

separates from the county. This procedure may be used in lieu of posting each position 

serially. 
 

 
5.3 EXTERNAL POSTING PROCEDURES 

 
W h e n a d e p a r t me n t  wi s h e s t o r e c r u i t a p p l i c a n t s f r o m o u t s i d e t h e  Co u n t y,  a J o b 

Announce ment Request form Neogo v requisition must be completed by the department head 

and forwarded to Human Resources for posting. The job will be posted by Human Resources 

for a minimum of five (5) calendar days at the department seeking to fill the vacancy, at Human 

Resources, and any other place that is likely to be seen by qualified applicants. The job posting 

will be placed on Webb County's website for at least five (5) calendar days and otherwise 

publicized in any manner Human Resources believes will reach qualified candidates. If requested 

by the department head, the job announcement ma y be posted for a longer period of time so 

that a larger pool of qualified applicants may be assembled. 



 

 

 
 

A s  r e q u e s t e d  b y  t h e  de p a r t me n t  h e a d , t h e j o b  p o s t i n g  ma y h a ve  a  d e a d l i n e  f or 

applications or it may remain open until filled. Applications will be forwarded to the department 

on a regular basis and the department and will notify Human Resources as soon as possible when the 

posting should be removed. 

 
Once the posting has closed, all applications will be screened for minimum qualifications, 

and  a  resulting list  of  eligible  applicants  and  their  applications  will  be  forwarded  to  the  hiring 

d e p a r t me n t . H u ma n Re s o u r c e s s h a l l n o t b e p er mi t t e d t o f o r wa r d t o t h e d e p a r t me n t a n y 

applications that have been screened out for failure to meet the minimum qualifications of the 

position. 

 
Any required testing identified on the position description will be  administered by 

Hu man Res ources . Once all a pplicants are scree ned a nd referred to hiri n g depart ment, the 

hiring dep art me nt will notify HR of all th eir t op ap plicants. T hos e to p applica nts will be 

gi ve n the t ypin g test . If the applica nt doesn’t p ass t ypi n g test, the hiri n g depa rt ment will 

send HR t he ne xt appli cant to ta ke t ypin g test. T ypin g test will be valid for 1 year fro m 

the date  of test.   o r t h e T e x a s W o r kf o r c e  Co m mi s s i o n . If a  t yp i n g t e s t i s r e q u i r e d f o r a 

position, only those applicants who meet the required typing test score will be referred the top 

three (3) identified candidates will be referred to the hiring department. Typing test scores for 

external applicants are valid for one year from the date of the test. Typing test scores for current 

or previous employees are valid for three years from the date of the test. 

 
An applicant for any position requiring educational attainment beyond must provide a high 

school/ must pro vide college transcripts or other documentati on of that achievement prior to 

hiring. An applicant for any position that requires special training, licensing, or certification 

must also provide satisfactory evidence of completion of any such requirements prior to hiring. 
 
 
 
5 . 4 S E L E C T I O N 

 
The department seeking to fill a vacancy will use a competitive process to select the 

candidate who is best suited to the position from among the candidates that Human Resources has 

screened for qualifications. If the Department is not satisfied with the p ool of applicants 

assembled by Human Resources, it shall notify Human Resources and the process will be re - 

initiated. Hiring decisions will not be made based on race, color, religion, national origin, age, 

mi l i t a r y s t a t us , d i s a b i l it y, o r ge n d e r e x c e p t wh e r e ge n d e r i s a b o n a f i d e o c c u pa t i o n a l 

requirement. Webb County is an equal opportunity employer and complies with the Americans 

with Disabilities Act. At the time of hiring, the new employee will be provided with a copy of 

the  job  description  for  his/her  position.  No  offer  will  be  made  to  the  candidate  until  full 

pre-employment (i.e. Drug/Alcohol, Criminal background and MVR) has been completed. 



 

 
 
 
 
 
 
 

 
5.5 DRUG AND ALCOHOL SCREENING 

 
After an offer of employment has been made to an applicant but   before he/she may be 

hired and begin working, he/she must submit to drug and alcohol screening in accordance with 

the Webb County Policy for Drug, Alcohol, and other Prohibited Substances. A positive test for 

drug or alcohol use disqualifies a candidate from County employme nt. A negative test result will 

be communicated by the County's vendor to Human Resources which will communicate that 

information to the hiring department. HR is the only department that can give results of Drug and 

Alcohol to applicants only. Any employee who leaves County employment and returns after 90 days 

must again submit to a drug and alcohol screening before he/she may be re-employed by the County. 
 
 

Webb County's drug and alcohol policies as adopted by Commissioners Court shall be 

applicable in all respects to civil service employees. 
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5.6 PHYSICAL AGILITY REQUIREMENTS 
 

For a position that requires above average physical agility to perform an essential job 
function, an applicant to whom an offer has been extended must complete a physical agility test 

prior to being hired. Any employee who leaves County employment and who returns in a period of 
six months or more, must again submit to a physical agility test if the position requires above 

average physical agility. The test must be reasonably related to the requirements of the essential 
job  function.  The  physical  agility  requirements  must  be  observed  in  accordance  with  the 

Americans with Disabilities Act. 
 
 

5.7 CRIMINAL BACKGROUND CHECK 
 

 
Before an applicant is hired and begins work, a criminal background check will be 

conducted to ensure that the person is not disqualified from County employment. 

 
5 . 8 D I S Q U A L I F I C A T I O N 

 
An applicant or employee shall be disqualified from employment with Webb County for 

the following reasons: 

 
A. He/she has falsified, misrepresented, or omitted material facts or information on 

his/her job application for employment or documents offered in support of the 

application for employment. 

 
B. He/she has falsified, misrepresented his/her qualification or other material facts or 

information during his/her job interview. 

 
C.        He/she has been convicted of a criminal offense involving moral turpitude which 

would call into question his/her ability to do his/her job without harm or loss to 

others. T he word "con victed"  shall be constru e d to  mea n a con vi ction b y a 

verdict, by a plea of guilty, or a nolo contendere upon a judgment of the court 

without  regard  to  subsequent  disposition  of  the  case  or  suspension  of  sentence, 

probation,  deferred  adjudication,  pre -trial  diversion,  or  otherwise.  The  words 

"moral turpitude" shall be construed to mean any act of baseness, vileness or 

depravity, or any act done contrary to justice, honesty, modesty, or good mora ls, or 

any act done with deception or through corrupt motives. 
 

 
D. He/she has practiced or attempted to practice any deception or fraud in his/her 

application or examination, or in securing his/her eligibility or appointment. 
 

 
E . He/she has been disqualified within the past three years from the same or any 

o t h e r C o u n t y e x a mi n a t i o n o r h a s b e e n r e mo v e d f r o m a p o s i t i o n u n d e r 
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circumstances which, in the opinion of the Department Head, renders him/her 

equally unfit for the position for which he/she applies. 

 
F. He/she has indicated through words or actions an inability or unwillingness to 

attend work on a regular basis or on a schedule established by the department. 

 
G. Infor matio n garnere d throu gh refere nce c hec ks discloses a valid basis f or 

rejection. 

 
In addition to the foregoing, an applicant will be ineligible for any given position under the 

following circumstances: 

 
A. He/she has inappropriately used or attempted to use any p ersonal or political 

influences to further eligibility or appointment to that position. 
 

 
B.        He/she has been unable to be contacted after a reasonable effort (as may be 

determined by the hiring department), has failed to appear for an interview, or has 

declined an interview or job offer for that position. 

 
Conduct described in this subsection constitutes just cause for termination of employment. 

 

 
6. PROBATIONARY PERIOD FOR NEWLY HIRED AND RETURNING EMPLOYEES 

 
All new employees and re-employed returning employees (those who have separated from 

County employment for more than thirty days) are placed on probationary status for six months. 

Time  spent  as  a  temporary  or  part -time  employee  does  not  count  toward  the  six -month 

probationary period. During the probationary period, the employee serves on an "at -will" basis 

and  may  be  terminated  at  any  time  for  any  reason  that  is  not  unlawful.  Termination  of 

employment during the probationary period cannot be the basis for a grievance or an appeal of any 

sort. 
 

 
An employee who is promoted during the probationary period is continued on probation 

for the remainder of the six (6)-month period. The probationary period is not restarted by virtue 

of the promotion. 

 
An employee who voluntarily transfers from one department to another must serve a full six 

(6)-month probationary period in the new department. Involuntary transfers do not cause the 

probationary period to restart. 
 

 
After successful completion of the probationary period, the employee is classified as a 

regular, full-time employee. 
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7. NEPOTISM 

 
The practice of nepotism in hiring personnel is forbidden Nepotism laws contained in 

the Texas Government Code §§573.041 and 573.044 shall not be violated. Additionally, 

 
a.          No person who is related within the second degree of affinity (marriage) or within 

the third degree of consanguinity (blood) to any member of Commissioners Court 

may be hired by Commissioners Court, by any member of Commissioners Court, 

or by a department that is under the direct authority of Commissioners Court; 
 

 
b.         No person who is related within the second degree of affinity (marriage) or within 

the third degree of consanguinity (blood) to any department head may be hired by 

that department head; and 

 
c.          No person who is related within the second degree of affinity (marriage) or within 

the third degree of consanguinity (blood) to another employee may be supervised 

by that employee. 

 
In the event that two current County employees become related in a manner prohibited by 

this section or such a situation arises in some other manner, the two employees shall be given 

120 days to eliminate the violation.   If the employees do not resolve the violation within that 
period of time, the employee who has less seniority with the County will be terminated. 

 
Termination of a marriage by divorce or death of a spouse terminates relationships by 

affinity created by that marriage, unless a child of that marriage is living, in which case the 

marriage is treated as continuing to exist as long as a child of that marriage lives. 
 

 
8. POSITION WITHIN DEPARTMENT 

 
 
 

8.1 CHAIN OF SUPERVISION 

 
Any change to an established chain of supervision in any department with civil service 

positions must be committed to writing and submitted to the Human Resources Director. 
 

 
8.2 REASSIGNMENT 

 
The involuntary reassignment of an employee to a position at the same or higher pay 

level within the same department is not grie vable. The employee should be given two (2) day’s 

notice in writing of the reassignment, along with the reasons for it. 
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9. PROMOTIONS, DEMOTIONS, AND LATERAL TRANSFERS 

 
9.1 PROMOTIONS 

 
Definition 

 
A promotion is the movement of an employee to a position with higher salary and which 

usually requires greater skill and responsibility. It is the County's policy to give qualified 

employees advancement opportunities whenever possible. Therefore, most vacancies should be 

posted for 3 days internally as described hereinabove. unless a qualified candidate is available within 

the department and can be promoted. In all cases, promoted employees must meet or exceed 

the basic qualifications for the position as stated in the completed requisition form and the job 

description for the position. If an e mployee is to be promoted from within the  department, 

the department still must comply with the posting requirements of §5.1. 
 
 

Proof of Eligibility 
 

An y e mp l o ye e wi sh in g t o be pr o mo t ed t o a p o s iti o n r eq ui ri n g a sp ec if ic le ve l of 

education, degree, license and/or certification must produce documentation verifying that he/she 

meets those requirements. Documentation is subject to verification by Human Resources. An 

employee applying for a position that requires specific physical agility or abilities as part of an 

essential job function must complete a physical agility test prior to being promoted.   The test 

must be reasonably related to the requirements of the essential job function. The physical agility 

requirements must be observed in accordance with the Americans with Disabilities Act. Failure 

to produce the required documentation or to pass the physical agility test will be grounds for 

disqualification. 
 
 

Evaluation Period 
 

P r o mo te d e mp l o ye es  are  s ubj e ct t o a n e val u atio n  pe ri od  du ri n g whi ch t he y mu s t 

demonstrate the ability to successfully perform the new job. An employee who, in the opinion of 

the department head, does not perform satisfactorily may request demotion to his/h er previous 

position or an equivalent position if an opening is available. In all such cases, the receiving 

department head must approve the transfer by submitting a completed payroll change request 

form to Human Resources. If such a transfer is not available, dismissal may result. In that case, 

the department head must identify and document the lack of performance or inability to perform 

in the position to which the employee had been promoted. 
 
 

Internal Promotions 
 

 
Employees promoted within the same department will be subject to an evaluation period 

of thirty (30) calendar days unless the department has a formal  training program that exceeds 

thirty (30) calendar days. In that case the evaluation perio d shall end when the formal training 

period ends. In no event shall the evaluation period  exceed fourteen (14) weeks except in the 

Sheriff’s Department where the training period 
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may last up to six months. Employees in the Sheriff's D epartment may be demoted but 

not discharged as a result of the evaluation. 

 
9.2 DEMOTIONS 

 
Definition 

 
A demotion is the movement of an employee from his/her present position to one with a   

lower rate of pay. A demotion is the involuntary reassignment of an employee to a position with 

lower pay and, normally, less responsibility. An employee may be demoted when a prior 

reprimand or suspension does not produce satisfactory results in correcting behavior or 

performance. An employee may also be demoted when a d epartment determines that the 

violation of a rule or policy is serious enough to warrant a demotion without the prior use of a 

less severe form of discipline. Finally, an employee ma y be de moted when a department 

determines that the employee cannot or will not adequately perform the duties of his/her position. 

 
Reasons for Demotion 

 
Demotions may be made for the purpose of voluntary assumption of a less responsible 

position, as a disciplinary measure because of unsatisfactory performance in a higher position, or as 

a result of elimination of a higher position. 

 
Wages 

 
An employee who is demoted will be placed in an appropriate slot with a salary within 

the budgeted amount for that slot. 

 
9.3 LATERAL TRANSFERS 

 
An employee who transfers to a generally equivalent position with a similar rate of pay 

will have the same evaluation period as if he/she had been promoted within the department and a 

probationary period of  (30)   thirty   (30) thirty days. Outside of the department probationary period is 

(60) sixty days. 

 
10. INTERRUPTION OF EMPLOYMENT AND REINSTATEMENT 

 
10.1 REINSTATEMENT 

 
Definition 

 
Reinstatement is: 

 
A. the re-employment of a full -time regular employee who was terminated by a 

department head; 

 
B. the re-employment in the same position of an employee who voluntarily left 

his/her employment; or 
 

 
C.         t h e r e s c i s s i o n o r r e ve r s a l o f t h e d e mo t i o n o f a f u l l -t i me , r e gu l a r e mp l o ye e 

b y order of the Civil Service Co mmission or of a district court as the result of 

a grievance filed by the employee with the Civil Service Commission. 
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10.2 INTERRUPTION OF EMPLOYMENT 

 
Layoff 

 
An employee ma y be separated for lack of work or funds. In deciding who will be 

separated from employment as a result of a reduction in force, the Department will consider, but is 

not limited to, the following factors: 
 

 
1. the employees' length of service with the County; 

 
2. the performance record of each employee; and 

 
3. qualifications of the employee for remaining open positions. 

 
For two years after any layoff by the County, all regular, non -probationary employees 

who were laid off shall be given the op portunity to fill vacancies in the department of the same 

hiring authority equal to or similar to the positions from which they were laid off, before any 

outside candidates applying for the same or similar position can be hired. 
 

 
Employees in positions that traditionally do not work year-round, such as certain Head 

Start employee, are excluded from this section and should expect their seasonal lay-off. 

 
An employee who is laid off because of a loss of funding including the termination of a 

grant that paid all or part of his/her salary cannot displace another employee for any reason, 

including, but not limited to, seniority. 
 

 
Voluntary Separation 

 
Any regular, non -probationary employee who resigns from County employment or is 

demoted in lieu of layoff may request the Human Resources Director to forward a copy of 

his/her  employment  application  to  County  departments  having  vacant  positions  for  which  he/she 

appears qualified. 
 

 
Candidates for Public Office 

 

 
Any regular employee who resigns from County employment to become a candidate for 

or accept the nomination for a public office is eligible for reinstatement following the election. 

Eligibility, however, will be contingent upon acceptance of the applicant into a vacant position 

by a hiring authority. The Department will not be required to hold open any slot for an employee 

who resigns to run for office. In such a reinstatement, the applicant is not required to go through 

the probationary period if he/she returns to the same position but otherwise will treated as a new 
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employee. If he/she is hired for a different position, he/she will be required to go through a 

probationary period. 

 
Benefit and Salary Restoration for Reinstated Employees 

 
A reinstated employee is eligible for the restoration of benefits to the extent he/she has 

not previously received compensation for benefits and wages; provided, however, that the salary 

of an employee who is re-employed by virtue of an order of the Commis sion or a District Court 

but whose re-employment is to a position with a lower salary than that from which he/she was 

discharged will be adjusted so that it does not exceed the maximum of the salary for the position to 

which he/she is reinstated. Further,  any back pay awarded an employee who is reinstated by 

order of the Commission will be paid at the salary level of the position from which the employee 

was dischar ged or de moted and will be in an a mou nt equal to all or an y part of the pa y, 

allowances, or differentials, as applicable, which the employee normally would have earned or 

received during the period if the personnel action had not occurred. In all cases, a deduction 

f r o m b a c k p a y w i l l b e ma d e o r a n y a mo u n t s t h e e mp l o y e e r e c e i v e d i n u n e mp l o y me n t 

compensation during the time he/she was not being paid by the County. 
 
 

Waiver of Probationary Period for Reinstated Employees 
 

Reinstated employees are not subject to a probationary period. 
 

10.3 RE-EMPLOYMENT 
 

 
Former employees who are re-employed are treated the same as other applicants. 

 
10.4 Transfers 

 
The employee must go to HR for Motor Vehicle Record (MVR) check. After 

results have been obtained in HR, the hiring department will be notified if employee 

is “eligible.” Then the hiring department must fill out pink form to Treasury 

Department. Personnel Worksheet to Human Resources. 
 
 
 
 

10.5 RESIGNATION 
 

An employee who desires to leave the County in good standing must file with the hiring 

authority a written resignation giving at least two weeks notice of his/her intention to leave, 

unless for good cause, and the hiring authority consents to the employee leaving sooner. The 

employee must also file a copy of the written resignation with Human Resour ces. Employees 

who leave without following these procedures will have that fact noted in their employment 

record. 



 

 

 
 
 

11. REASONS FOR DISCIPLINARY ACTION 

 
In addition to violations of departmental policies and the conduct violations or reasons 

for disciplinary action set out in the Webb County Personnel Policies Manual, a department may, at 

its discretion, take disciplinary action against an employee who has committed, participated in, or 

received a benefit, including but not limited to any of the following acts or omissions: This is not the 

exhausted list. 
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Offenses related to Leave 
 

1.         Excessive absences, such as taking more time off than the paid leave specified in 

the Webb County Personnel Policies Manual unless that leave is permitted by 

federal or state law. 

2.         Excessive tardiness. Absent a departmental policy to the contrary, an employee 

who is more than fifteen (15) minutes late is considered to be tardy. Exces sive 

tardiness is being tardy more than three (3) times in any thirty day period. 

3. Failure to provide notice of absence. 

4. Misuse of leave. 

5. Unauthorized absence — absence from duty that is not authorized or for which a 

request for leave has been denied. 

6. Exhaustion of leave in excess of the allowable maximum period authorized by 

federal, state, county or local laws and rules. 

7. Falsification of time sheets or payroll records. 

8. Accepting wages for time not actually worked. 

9. Clocking in or out for another employee. 

10. Arranging for someone to clock in or out for an employee. 

 
Offenses related to Job Performance 

 
11. Insubordination – unwillingness or refusal to follow orders from a supervisor or 

higher level of authority. 

12. Failure to perform job duties. 

13. Failure to meet productivity goals or needs of the department. 

14. Poor job performance. 

15. Failure to accept a transfer, either lateral or to a non-civil service position. 

16. F a i l ur e t o r e p or t t o di ffe r e n t d ut y l o c a ti o n a s re q u i re d b y a s u pe r vi s o r o r 

department head. 
17. Failin g to accept a ne w assign ment or failure to perfor m the duties of t hat 

assignment. 

18. D i s h o n e s t y  —  b e h a v i o r  c h a r a c t e r i z e d  b y  a  l a c k  o f  t r u t h ,  h o n e s t y ,  o r 

trustworthiness. 

19. Conduct or actions that seriously impair the employee's job effectiveness. 
 
Offenses related to Job Qualifications 

 

 
20. Fraud  or  misrepresentation  regarding  qualifications  or  refe rences  during  the 

selection process discovered after employment. If the employee is not qualified 

or not suitable for the position, the Commission may direct the removal of the 

employee on the basis of intentional fraud or misrepresentation. 

21. F a i l u r e t o o b t a i n a n d / or ma i n t a i n a n y p o s i t i o n q u a l i f i c a t i o n s , l i c e n s e o r 

certifications required by the employee's position description. 
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22. Failure to satisfactorily complete, obtain or maintain the required physical and/or 

psychological fitness for duty tests. 

23. Failure  to  submit  requested  documentation  to  Human  Resources  concerning a 

me d i c a l  c o n d i t i o n o f t h e e mp l o ye e  w h i c h ma y p r e s e n t  a c o n t r a d i c t i o n t o 

continued employment. 
 

 
Misconduct in the Workplace 

 
24. Violation of job safety rules or regulations. 

25. Fighting or otherwise disrupting relations between employees. 

26. Endangering the safety of others through negligent or willful acts including, but 

not limited to horseplay, misuse of County motor vehicles, etc. 

27. Sabotage. 

28. Physical or verbal abuse of fellow employees, supervisors, subordinates, or the 

public. 

29. Use of foul or abusive language in the workplace. 

30. Discourtesy to the public. 

31. Sexual harassment. 

32. Wearing revealing, distracting, inappropriate attire, including distractive tattoos 

inappropriate to the workplace of the employee. 

33. Sexual activity in the workplace and any inappropriate displays of affection in the 

workplace 

34. Immoral conduct or indecency. 

35. Sleeping on the job. 

36. Being in possession and/or under the influence of intoxicating beverages or 

substances or illegal, controlled substances while on duty. 
37. Violation of any statute, Civil Service Rule or Regulation, or departmental policy. 

38. Violation  of  an y dul y a dopted  Count y p olic y s uch  as  the  Polic y for  Drug, 

Alcohol, and Other Prohibited Substances; the Motor Vehicle Use Policy, and the 

Computer Use Policy. 

39. Failure to report an on-the-job injury or illness immediately or promptly thereafter (in 

the event it cannot be reported immediately). 

40. Knowingly creating or submitting false and/or slanderous reports and/or gossip 

regarding fellow employees, supervisors, subordinates, or the public. 

41. Conduct which is detrimental to or has an adverse effect on the department or the 

County. 

42. Solicitation or acceptance, directly or indirectly, of any gift, favor, entertainment, loan 
or  other  thing  whic h  has  monetary  value  in  exchange  for  some  action  or 

forbearance by the employee in the employee's official duties for the County. 

43. Accepting  gifts  from contractors,  vendors  or  other  persons  who  are  employed  by 

persons/entities who are dealing with or attempting to deal with the County. This 

rule does not apply to promotional or other items of little pecuniary value. 

44. Theft. 
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45. Misusing or allowing the misuse of County property, directly or indirectly. 

46. Use of County property, time, equipment, material or supplies for personal gain, 

for political purposes, or for other activities not related to County business. 
47. Release  of  confidential  information  or  misuse  of  information  obtained  through 

employment with the County. 

48. Al l o wi n g t h e u s e o f a C o u n t y ve h i cl e or ot he r p r o p e rt y b y a n o n -C o u n t y 

employee except in cases of emergency or for repairs. 

49. Gambling or betting while on County time. 

50. Forcing or coercing co-workers or subordinates to donate to an office fund or to a 

collection. 

51. Failure to provide the employee's department with current contact information 

such as home address and telephone number. 

 
Conduct that Affects the County 

 
52. Outside employment that conflicts with the employee's County employment. 

53. Failure to notify the department head of any outside employment. 

54. Performing outside employment on County time. 

55. Use of County sick leave to allow the employee to engage in outside employment. 

57. Receipt of additional compensation from any source other than the County for 

work performed for the County. 
58. Having any financial interest that would conflict with or influence the performance 

of duties for the County. 

59. Any activity that would give the appearance of impropriety to the manner in 

which County business is conducted. 

60.        Conviction of a crime of moral turpitude as described in these rules. A crime of 
"moral turpitude" is one that involves dishonesty, fraud,  deceit, misrepresentation, 

d e l i b e r a t e  v i o l e n c e ,  o r  t h a t  r e f l e c t s  a d v e r s e l y  o n  a  p e r s o n ' s  h o n e s t y , 

trustworthiness, or fitness to act as a County employee. 

61. Conviction of any felony or a Class A or B misdemeanor that reasonably could be 

expected to call the employee's trustworthiness into question. 

62. Violating any rules of professional conduct applicable to a particular employee. 

 
12. ANNUAL PERFORMANCE EVALUATIONS 

 
Departments shall conduct annual performance evaluations in May of each year for each 

civil service employee. The performance evaluations shall be used to assist the employees in 

i mp r o vi n g t h e i r p e r f o rma n c e a n d s h a l l b e c on d u c t e d u s i n g a f o r m p r o vi d e d b y H u ma n 

Resources. 
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13. FORMS TYPES OF DISCIPLINE 

 
13.1 PROGRESSIVE DISCIPLINE 

 
In order to allow employees the opportunity to correct infractions of the rules and 

regulations, a policy of progressive discipline will be applied to civil service employees to permit 

those who violate policies o r who exhibit unsatisfactory job performance an opportunity to 

comply with department requirements. Where practical as when in the best interest of the 

County,  as  reasonably  determined  by  the  department  head,  progressive  discipline  will  be  used. 

However, certain situations require the immediate use of more severe disciplinary action, and the 

use of progressive sanctions may be inappropriate. 
 
 

Webb County employees are expected to conduct themselves responsibly and with 

propriety in their work. They are further expected to abide by all policies and regulations of the 

County and of their individual departments. Any departmental policies should be clear and 

reasonable.  Departments  should  clearly  communicate  their  performance  expectations  for  their 

employees. Any violations of a policy or any failure to meet performance expectations should be 

investigated before disciplinary action is taken. Disciplinary action should be taken as promptly as 

possible under the circumstances and it should be consistently applied. 
 

 
No disciplinary action may be taken against an employee on the basis of race, color, sex, 

national  origin, age, disability, religion, political affiliation, political association, or for any other 

discriminatory reason. Except for dismissals during the probationary period, all suspensions, 

demotions,  and  terminations  must  be  in  accordance with  Chapter  11  ("Reasons  for  Disciplinary 

Action") and this Chapter 13 ("Forms of Discipline"). Civil Service employees are not subject to 

at-will employment. 
 

 
Levels of Discipline 

 
Each department has the authority and responsibility to take disciplinary action against an 

employee for  misconduct or  for poor work performance. The levels  of disciplinary action are as 

follows: 

 
1. Verbal Counseling 

2. Written Reprimand 

3. Suspension 

4. Demotion 

5. Termination 

 
In determining the level of discipline to impose, the department should consider factors 

relevant to the situation at hand including, but not limited to, the following: 



 

1. The nature and seriousness of the offense; 

2. The level of performance of the employee in his/her job duties; 

3. The position the employee holds; 

4. T h e  e mp l o ye e 's  e mp l o y me n t  h i s t o r y,  i n c l u d i n g  a n y  p r e vi o u s l y  i mp o s e d 

disciplinary actions which occurred within the previous 24 months as well as any 

suspensions or demotions that occurred within the previous 36 months. 

5. Other similar disciplinary actions within the same department; and 

6. The usefulness of progressive discipline given the particular circumstances of the 

case. 

 
At the discretion of the department head, an employee may be placed on a three (3) day 

paid suspension to allow for the investigation of an allegation or event. 

 
Resignation in Lieu of Discipline 

 
An employee who faces disciplinary action may voluntarily resign prior to the issuance 

of a disciplinary action. Resignation shall not be forced upon the employee by the department. If 

an  employee chooses to resign,  he/she  may submit  his/her  resignation i n  writing to  his/her 

department. Resignation will not preclude Webb County from pursuing criminal prosecution or 

civil remedies in the event of wrongdoing by an employee who resigns. 
 

 

Verbal Counseling 
 

Verbal counseling is the most common method of directing an employee in performing 

his/her duties. Verbal counseling may also be used to remind an employee of how his/her duties 

are to be performed or to correct an employee's minor misconduct, error, or om ission. Each 

such verbal counseling must be noted in the employee's personnel file including the date and 

content of the counseling. Verbal counseling should be done (i.e. one-to-one meeting). Employee has 

the right to “rebuttal” this. 

 
Written Reprimand 

 
A written reprimand must state on its face that it is a "written reprimand." It must advise 

the employee of the misconduct, act, omission, or failure to perform duties that gave rise to the 

written reprimand. It also shall advise the employee what corrective action must be taken and 

that further, more severe, disciplinary action will be assessed if that corrective action is not 

taken. The employee must sign the written reprimand to acknowledge its receipt, and a copy will 

be placed in the employee's personnel file. 
 

 

Suspension 
 

A suspension is the temporary release from duty of an employee for up to thirty (30) 

consecutive calendar days without pay. A suspension is used when a prior reprimand does 

not produce satisfactory results in correcting behavior, or when the department determines that a 

violation of 
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a rule or policy is serious enough to warrant a suspension without prior use of a less severe form of 

discipline. 

 
Demotion 

 
A demotion is the involuntary reassign ment of an employee to a position with lower pay 

and, normally, less responsibility. An employee may be demoted when a prior reprimand or 

suspension does not produce satisfactory results in correcting behavior or performance. An 

employee may also be demote d when a department determines that the violation of a rule or 

policy is serious enough to warrant a demotion without the prior use of a less severe form of 

discipline. Finally,  an  emplo yee  ma y be  de mot ed  when  a  department determines  that the 

employee cannot or will not adequately perform the duties of his/her position. 
 

 

Termination 

 
Termination is the involuntary discharge of an employee. Discharge is appropriate when a 

prior  reprimand,  suspension,  or  demotion  does  not  produce  satisfactory  results  in  correct ing 

behavior or performance, or when the department determines that a violation of a rule or policy is 

serious enough to warrant a termination without prior use of less severe discipline. 

 
Reassignment in Lieu of Disciplinary Action 

 
At the discretion of the department head, an emplo yee ma y be reassigned in lieu of 

disciplinary action. Such reassignment would be appropriate in the event of a personality 

conflict or other situ ation that ma y be re me die d b y reassi gnin g the e mplo ye e to an other 

department or to another section within the same department. If the department head proposes to 

transfer the employee to another department, the transfer must be approved in writing by the 

receiving department. 
 
 

13.2 DISCIPLINARY ACTION WITHIN 120 DAYS 

 
A disciplinary action cannot be taken against an employee for a non -criminal violation 

that occurred over 120 working days prior to the service serving of the Notice of Proposed 

Disciplinary Action or a written reprimand unless except if it can be shown that the offensive conduct 

or omission was actively concealed. Notwithstanding the foregoing, discipli nary action can be 

taken at any time for  criminal activity or for conduct that could expose the County to liability 

under a State or Federal law or regulation. 
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14. DISCIPLINARY ACTION 

 
14.1 NOTICE OF PROPOSED DISCIPLINARY ACTION AND RESPONSE 

 
Prior to suspending, demoting, or terminating an employee, the department shall provide 

the e mpl o yee  with a n o tice of the prop osed di sciplinar y action a nd pr o vide a reas onable 

opportunity for the employee to respond in writing. The department should review and evaluate 

t he  e vid e nc e or  cir cu ms ta n ce s th at  s u pp or t  the  e mp l o yee 's  p o sit io n b e fo re t he  pr op o sed 

disciplinary action takes place. In appropriate cases where a department issues a Notice of 

Proposed Disciplinary Action to terminate the employee, the department may send the employee 

home with pay until a decision is made on the disciplinary action. In these cases, a decision must be 

made no later than ten (10) working days after the  Notice of Proposed Disciplinary Action is 

issued. 
 
 

Notice of Proposed Disciplinary Action 

 
The department shall prepare a Notice of Proposed Disciplinary Action that includes the 

following information: 

 
1. The specific rules or policies that have been violated. 

2. The specific details of the violation, including the names of witnesses, dates, and 

times. 
3. A statement that the action is proposed and not yet a final decision. 

4. A statement that the employee has the right to respond in writing. 

5. A statement advising the employee to whom the response should be directed. 

6. The date the employee's response is due. 

7. The Notice must be signed and dated by the department head or his/her designee. 

 
Service of the Notice of Proposed Disciplinary Action 

 
The Notice of Proposed Disciplinary Action, if practicable, should be delivered to the 

employee personally and the employee shall sign for receipt of the notice. If it is impractical to 

personally deliver the notice, it shall be sent by certified mail, return receipt requested, to the 

employee's last known address, and delivery is deemed complete at the time of mailing. It is 

presumed that the employee received the Notice on the date it was signed by the department head or 

his/her designee. The department must provide a copy of the Notice to Human Resources. 
 
 
 

Employee Response 

 
An employee shall have five (5) working days from the date of delivery of the Notice of 

Proposed Disciplinary Action to respond as described above. However, if the depa rtment has 

reasonable cause to believe that the employee has committed a crime for which a prison or jail 
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s e n t e n c e c o u l d b e i mp o s e d , t h e r e s p o n s e t i me s h a l l b e o n l y t h r e e ( 3 ) wo r ki n g d a ys . In 

calculating these deadlines, the date of delivery is not counted. If the response is mailed, it must 

be postmarked by the response date. 
 

 
14.2 NOTICE OF DISCIPLINARY ACTION 

 
The  department  has  five    ten  (510)  working  days  from  receipt  of  the  employee's 

response to send the employee a written Notice of Discipli nary Action. The day of receipt is 

not counted against the five  ten (510) day limit. The deadline may be extended by agreement of the 

parties. 
 

 
Notice of Disciplinary Action 

 
The Notice of Disciplinary Action shall include the following: 

 
1. The decision of the department regarding disciplinary action. 

2. The effective date of the disciplinary action. If the date is not specified in the 

Notice, it is deemed to be the day after the Notice is delivered to the employee. 

3. The reasons for the disciplinary action. 

4. A statement advising the employee of the right to appeal the decision to the 

Commission. (See section 16.2) 

5. The identity of the person to whom the appeal should be addressed and delivered. 

6. The identity of t h e p e r s o n  o r  o f f i c e f r o m w h i c h t h e e m p l o y e e  m a y 

o b t a i n a n y additional information about the employee's rights. 

 
Service of the Notice of Disciplinary Action 

 
The Notice of Disciplinary Action, if practicable, should be delivered in person and a 

receipt should be signed by the employee. If personal service is not possible or practical, service is 

deemed  co mplete  if  the  Notice  is  sent  by  certified  mail,  return  receipt  requested,  to  the 

employee's last known address. 
 

 
14.3 COPIES OF DISCIPLINARY ACTIONS 

 
 

A copy of the Notice of Disciplinary Action and Proposed Notice of Disciplinary Action 

shall be placed in the employee's personnel file after ten (10) working days if no appeal of the 

Disciplinary Action has been filed with the Commission. If an appeal of the Disciplinary Action 

has been filed with the Commission, a copy of the Notice of Disciplinary Action and Proposed 

Notice of Disciplinary Action will not be placed in the employee's personnel file until the appeal 

is resolved by the Commission or the appeal is withdrawn by the empl oyee. If the appeal is 

resolved by the Commission, a copy of the decision will be placed in the employee's personnel 

file. 
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15. INVESTIGATIVE ADMINISTRATIVE LEAVE 

 
Investigative  Administrative  Leave  is  the  temporary release  from duty for  up  to  ten  (10) 

working days while an investigation is conducted into any serious violation of civil service or 

department rules or regulations. Investigative Administrative Leave shall be paid leave. 

 
The  department  may  place  an  employee  on  Investigative  Administrative  Leave  when  the 

conduct in question would, if proven, constitute a crime against Webb County or any of its 

officials or employees. The period of Investigative Administrative Leave may be ex tended in 

increments of ten (10) working days to allow completion of the investigation. However, in no 

event shall paid Investigative Administrative Leave continue for a period of more than ninety 

(90) days. 
 

 
Alternatively,  in  appropriate  circumstances,  the  department  may  transfer  the  employee  to 

another po sition while t he in vesti gatio n is con d ucted. In t hat e vent , the e mplo yee would 

continue to be paid at the same rate as his/her regular position. 

 
Upon completion of the investigation, the employee will be returned to his/her regular 

position and/or disciplinary action may be taken depending upon the results of the investigation. 

 
16. PERSONAL GRIEVANCES 

 

A personal grievance is a written complaint made by an employee concerning a condition of 

employment. Verbal counseling or a written reprimand cannot be the subjects of a personal 

grievance but an employee may submit a written rebuttal that will be placed in the employee's 

personnel file. Demotion, suspension, and termination are the subjects of a separate section and 

may not be used as the basis for a personal grievance. 
 

 
16.1 FILING A GRIEVANCE WITHIN A DEPARTMENT 

 
1.  An  e mployee  must  file  a  written  personal  grievance  form with  the  department  head  or 

his/her immediate supervisor within five  ten (510) working days from the first date of the 

occurrence or the first date the employee became aware of the occurrence of the incident or 

condition whi ch i s th e s ubj e ct of t he gri e va nc e . In d ete r mi ni n g th e d ea dli ne , t he day 

o f t he occurrence is not counted. 
 
 

a. Failure to meet the time limit for the initial filing acts as a forfeiture of the right to 

grieve that occurrence or condition. 

 
b. The grievance shall clearly state "Personal Grievance." 

 
c. An employee cannot grieve the occurrence of an incident or conduct that occurred 

during that employee's probationary period. 
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d. An employee cannot grieve a verbal counseling. 

 
e. A copy of the personal grievance must be filed with Human Resources the same 

d a y it is f ile d wit h t he d e pa rt me n t he a d. Hu man Res o urc es wi ll n ot if y the 

department of its deadline to respond. 

 
2 .      T h e d e p a r t me n t  h a s  f i ve  ( 5 )   t e n ( 1 0 )  w o r ki n g d a ys  t o  r e s p o n d i n w r i t i n g t o  t he 

e mp l o y e e 's  personal  grievance.  In  determining  the  deadline,  the  day  the  personal 
grievance was received is not counted. Failure to meet the time limit does not act as 

an  admission,  default,  or  forfeit  of  the  department's  position.  Th e  parties  may,  by 
written agreement, extend the deadline to respond. 

 
 
16.2 FILING AN APPEAL WITH THE COMMISSION 

 
1. If the employee is not satisfied with the final written determination from the department 

or if no determination is issued, the employee may appeal to the Commission. The 

appeal shall be written on an Employee's Appeal Form as made available by Human 

Resources. No appeal will be accepted unless it is made on the Employee 's Appeal 

Form. The completed form must be filed with Human Resources within five  ten (510) 

working days of delivery of the final determination or the date the final determination was 

due,  whichever is earlier. In determining the deadline, the day the final 

determination was received is not counted. 

 
2.          Any appeal filed after the deadline is null and void and shall not be accepted for filing by 

the Commission. Human Resources staff shall inform the Commission of any appeal that 

was not accepted. 

 
3.        The Commission has no jurisdiction to hear an appeal regarding budgetary matters, 

reorganizations, and other matters not specified in T exas Local Government Code 
§ 158.001 et seq., as amended. 

 

 
16.3 HEARING PROCEDURES FOR PERSONAL GRIEVANCES 

 
Requesting a Department Response Form 

 

 
Following receipt of an appeal, Human Resources staff will make a written request for a 

response from the department. The response should be made on a Department Response Form 

and filed within five  ten (510) working days upon receiving appeal. The day Human Resources 

requested the response will not be counted in determining that deadline. Human Resources receives 

Department Response and provides a copy to employee and to the Civil Service Commission for 

future hearing. 
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Setting the Matter for Hearing 

 
The Commission will set the matter for hearing. Appeals from personal grievances are 

the last in the order of priority for hearing settings. 

 
Notice of Hearing 

 
1. The employee must keep the Commission informed of his/her current address. 

 
2.         The  Commission  will  notify  all  parties  of  the  hearing  date,  time  and  location.  This 

notice  will  be  pro vided  at  least  ten  (10)  wor k ing  da ys  prior  to  the  h earin g  date 

personal phone call or the mailing of a letter by certified mail, return receipt requested, 

to the last known address of the employee will constitute notice. 
 

 

Request for Continuance 
 

Any request to re-set a hearing must be made in writing seven (7) calendar days prior t o 

the scheduled hearing, unless an emergency arises. By agreement of the parties, the 

Commission will cancel and re -set the hearing date. However, the Commission will not 

re-set a hearing more than twice unless the parties agree. 
 
Request for Hearing Withdrawal 

 
Any request to withdraw the grievance must be made in writing (7) calendar days prior to the 

scheduled hearing date set for this purpose. 
 

 

Attendance at the Hearing 
 

1. The employee must be present at the hearing and may represent himself/herself or may be 

represented by another person. The employee should notify the Commission of the 

selection of a representative and the identity of that representative prior to the heari ng. 

The representative shall act as the spokesperson for the employee during the appeal 

process. 
 

 
2. If the employee is not present at the time of the hearing, the Commission shall dismiss 

the appeal and enter a written order to that effect. 

 
3. The department must be present through the elected official, department head, or other 

representative. 

 
Hearing of Personal Grievances 

 
1.         The hearing shall be open to the public unless the employee notifies the Commission 

in writing five (5) working days prior to th e hearing date that the employee wishes the 

hearing to be closed, except with the presence of Human Resources Staff. 
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2 .         An o at h s ha ll b e a d mi ni st er ed t o e ac h wi tn es s b y a p er so n a ut h ori ze d b y l a w to 

administer oaths. Once sworn, witnesses will be subject to the penalties of perjury under 

the Civil Service Rules. 

 
3 . The Commission shall have the authority to determine the time limits for all portions of 

the hearing. 

 
4 .         At the beginning of the hearing, the presiding Civil Service Commissioner shall read the 

contents of the Employee's Appeal Form, including the reason for the appeal, the date of 

the occurrence, and the remedy requested by the employee. 
 

 
5.        Either party may invoke "the rule" as described in Texas Rule of Evidence 614, in which 

all witnesses, excluding the employee and the department representative, will not be 

allowed to remain in the hearing, and no witness shall discuss his/her testimony with 

another witness. 

 
6 . A party must provide six  five (65) copies of any documents it wishes the Commission 

to consider and due when Department Response is submitted within five (5) days before 

hearing. 

 
7 . The employee presents his/her appeal to the Commission first and the employee carries 

the burden of proof, by a preponderance of the evidence. The employee has the right to 

Attempt to set aside the decision of the department head by disproving the factual basis 

asserted by the department for the disciplinary action or by demonstrating that the 

disciplinary action was disproportionate to the nature and severity of the offense. 
 

 
8 . The department then has the opportunity to respond. 

 
9 . The employee may then reply to the department's response. 

 
10 .       Each side may call witnesses and will be allowed to cross -examine the other side's 

witnesses. Alternatively, the Commission may opt for a discussion format if it believes 

such a format may expedite the proceedings and result in a fair conclusion. 

 
11 . The Commission may ask any party or witness any necessary questions necessary, and 

also may recall any witness if clarification or additional information is needed. 

 
12 . Any witness may be released by the Commission after giving testimony. 

 

 
13.      The  Commission  may  compel  the  appearance  of  any  County  employee  to  give  testimony 

and/or to produce any documents that are not excluded from public disclosure by the 

T exas Public  Infor mati on  Act  or  an y ot her  la w.  Upon r equest  of  t he  e mplo yee  or 

department five (5) working days prior to a hearing, the Chair may send a notice to a 
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department head directing him/her to direct another employee to appear before the civil 

service commission for this purpose. 

 
14. The employee or his/her representative may make a closing statement, followed by the 

department. The employee may choose to make a short rebuttal. 

 
15. T he Co mmi s si o n ma y r e c es s to de li ber at e in exec uti ve se ss io n. If i t d oes s o , the 

Commission shall reconvene in open session and make a decision. 

 
16. The  Commission  may  choose  to  deny the  appeal, grant  the  relief  requested,  or  award  an 

alternative form of relief appropriate to the particular circumstances of the case. Any 

relief may include an award of back pay if authorized by law and Civil Service Rules. 
 

 
17.        If the employee is to receive back pay by order of the Commission, the employee shall 

receive full compensation at the rate of pay that was provided for his/her position at the 

time of the appeal or in an amount considered by the Commission to be fair. 

 
18.        A written order shall be entered that sets out the r uling of the Commission. Within ten 

(10) working days, the order shall be signed by the members of the Commission who 

made the decision. Copies of the order shall be sent to all parties. 
 

 
Copy of the Record 

 
A digital video recording shall be made of all grievance hearings and remain on file with 

Human Resources. A copy will be provided upon request to the Webb County Public Information 

Officer as permitted by law and upon payment of costs of such copy. 
 

 
17. SUSPENSION, DEMOTION, OR TERMINATION — APPEAL AND HEARING 

 

 
17.1 APPEAL OF SUSPENSION, DEMOTION, OR TERMINATION 

 
 
 

1.         An employee who wishes to appeal a suspension, demotion or termination may appeal 

to  the Commission. A written appeal  on the Employee's  Appeal  Form available from the 

Co mmi s s i o n  s h a l l  b e  f i l e d  wi t h i n  f i ve  ( 5 1 0)  wo r ki n g  d a ys  a f t e r  r ec e i pt  o f  t h e 

No t i c e o f Disciplinary Action. The day of receipt is not counted. An appeal not on the 

Employee Appeal Form will not be accepted for filing. 
 

 
a. An appeal filed after the deadline is null a nd void and shall not be accepted for 

filing by the Commission. 

 
b. The appeal shall be styled "Employee vs. 

Department/Office" and not against the elected/appointed official or department 

head. 
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c. An employee cannot file an appeal of a disciplinary action occurring during an 

employee's probationary period. 

 
2 .        H u ma n  R e s o u r c e s  w i l l  r e q u e s t  a  r e s p o n s e  f r o m t h e  d e p a r t me n t .  A  r e s p o n s e  b y 

t h e  department  should  be  made  on  the  Department  Response  Form  and  filed  with 
Human Resources within five (5)   ten (10) working days. The date the completed form 

is received by Human Resources will not be counted in the ten-day period. 
 

 
1 7 . 2  H E A R I N G P R O C E D U R E S F O R A P P E A L  B E F O R E  C I V I L  S E R V I C E 

COMMISSION 

 
Setting the Matter for Hearing 

 
1. The Commission will set the matter for hearing. 

 
2. The order of priority of appeals before the Commission is terminations, demotions, and 

suspensions. 

 
Notice of Hearing 

 
1. The employee must keep the Commission advised of his/her current address. 

 
2.        The  Commission  will  notify  all  parties  of  the  hearing  date,  time  and  location.  This 

notice will be given at least five (5)  ten (10) working days prior to the date of the hearing. 

A letter     sent by certified  mail  to  the  known  address  of  the  employee  with in  that 

time fra me will constitute notice. 
 

 

Request for Continuance 
 

1.        Any request to continue a hearing date must be made in writing at least five (5) working 

days prior to the scheduled hearing. By agreement of the parties, the Commission will 

cancel and re-set the hearing date. If an emergency arises, a majority of the Commission 

ma y r e -s e t  t h e  h e a r i n g e v e n  i n t h e  a b s e n c e o f  a n a g r e e me n t  o f t h e p a r t i e s . T he 

Commission will not re-set a hearing more than twice unless the parties and a majority o f 

the Commission agree. 
 
 

2 .         In c a s e s i n vo l vi n g t e r mi n a t i o n o r a p p e a l s r e q u e s t i n g b a c k p a y, a n y r e q u e s t s f or 

continuance made by or on behalf of the employee must contain a waiver of back pay, if 

any is subsequently awarded, from the originally scheduled hearing date. 
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Request for Hearing Withdrawal 
 

Any request to withdraw the grievance must be made in writing (7) calendar days prior to the 

scheduled hearing date set for this purpose. 

 
Attendance at the Hearing 

 
1.         The employee must be present at the hearing and may represent himsel f/herself, or may be 

represented  by  another  person.  If  the  employee  chooses  to  be  represented  by  another 

person, he must notify the Commissi on of the name, address, and telephone number of 

that representative at least three (3) working days before the hearing by filing with 

Human Resources a form made available for that purpose. Any representative shall act as 

the spokesperson for the employee during the appeal process. 
 
 

2. If the employee is not present at the time of the hearing, the Commission shall dismiss 

the appeal and enter a written order to that effect. 

 
3.           The office or department must be present through the elected official, departme nt head, or 

other representative. 

 
Hearing the Appeal 

 
1 .          A n  o a t h  s h a l l  b e  a d mi n i s t e r e d  t o  e a c h  w i t n e s s  b y  t h e  C h a i r ma n    a  p e r s o n 

a u t h o r i z e d  b y  l a w  t o  administer oaths. Once sworn, witnesses will be subject to the 

penalties of perjury under the Civil Service Rules. 

 
2. The Commission shall-have-the-authority-to determine the time limits for all portions of _ 

the hearing. 

 
3 . At  t h e  b e g i n n i n g  o f  t h e  h e a r i n g ,  t h e  p r e s i d i n g  C o m mi s s i o n e r  s h a l l  r e a d  f r o m 

t h e Department Response Form the nature of the disciplinary action, including the date of the 

occurrence and the rule or policy violated. 
 

 
4.         The hearing shall be open to the public unless the employee notifies the Commission in 

writing at least five (5) working days prior to the hearing date that the employee w ishes 

the hearing to be closed. In that event, the Commission may vote to close the hearing to 

the public, except with the presence of Human Resources Staff and recording personnel. 

 
5.         Either party may invoke "the rule" as described in Texas Rule of Evidence 614, in which 

all witnesses, excluding the employee and the department representative, will not be 

allowed to remain in the hearing, and no witness shall discuss his/her testimony wi th 

another witness. 

 
6.           A party must provide six  five (65) copies of any documents it wishes the Commission 

to consider. 
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7.         The department proceeds first and has the burden of proof, by a preponderance of the 

evidence, in demonstrating the factual basis for the disciplinary action and that the 

disciplinary action was proportionate to the nature and severity of the offense. 
 

 
8. Each party may make a brief opening statement to the Commission. 

 
9.         The department will present its case, witnesses, evidence and/or arguments first, and will 

have an opportunity to respond and present rebuttal witnesses after the e mployee's 

presentation. 
 

 
10. Following the department 's presentation, the employee ma y then present its case , 

witnesses, evidence and/or arguments. 

 
11.       Each side may call witnesses and will be allowed to cross -examine the other side's 

witnesses. Alternatively, the Commission may opt for a discussion format if it believes 

such a format may expedite the proceedings and result in a fair conclusion. 

 
12. The Commission may ask any party or witness any necessary questions necessary, and 

also may recall any witness if clarification or additional information is needed. 

 
13. Any witness may be released by the Commission after giving testimony. 

 
14. The  Commission  may compel  the  appearance  of  any County employee  to  give  testimony 

and/or to produce any documents that are not excluded from publi c disclosure by the 

T exas Public  Infor mati on Act or an y other la w. Upo n req uest of the e mpl o yee or 

department five (5) working days prior to a hearing, the Chair may send a notice to a 

department head directing him/her to direct another employee to appear before the civil 

service commission for this purpose. 
 

 
15. The department may make a closing statement, followed by the employee or his/her 

representative. The department may then choose to make a short rebuttal. 

 
16. T he Co mmissi on ma y re cess to d eliberat e in executive session. If it doe s so, t he 

Commission shall reconvene in open session and make a decision. 

 
17. The Commission may choose to deny the appeal or grant the relief requested, which may 

include an award of back pay if authorized by law and Civil Service Rules. 

 
18. If the employee is to receive back pay by order of the Commission, the employee shall 

receive full compensation at the rate of pay that was provided for his/her position at the 

time of the appeal or in an amount considered by the Commission to be fair. 
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19.      A written order shall be entered that sets out the ruling of the Commission. T he order 

shall be signed by the members of the Commission who made the decision. Copies of the 

order shall be sent to all parties. 

 
Copy of the Record 

 
A digital video recording shall be made of all grievance hearings and remain on file with 

Human Resources. A copy will be provided upon request to the Webb County Public Information 

Officer as permitted by law and upon payment of costs of such copy. 

 
Appeal to District Court 

 
Pursuant to Chapter 158 of the Texas Local Government Code, an employee who, upon 

final decision by the Civil Service Commission is demoted, suspended or removed terminated 
from the  employee's  position may file an appeal the Commission's  decision in district court 

within 30 days of the date of the decision. Job posting to fill this position cannot occur until after 
hearing concludes. final decision by court. 

 

 

18.   FITNESS FOR DUTY 

 
18.1 FITNESS FOR DUTY EVALUATION 

 
Departments have authority to direct an employee to take a fitness for duty medical examination 

when a specific injury, incident, action, or behavior indicates, in the reasonable judgment of the 

department head that such evaluation may be warranted. 

 
Written Order and Administrative Leave 

 
The department shall provide the employee with a written Order for Fitness for Duty 

Evaluation which provides the reason(s) the evaluation is being ordered. The Order should also 

include whether the employee will be placed on Administrative Leave, with pay, or retained on 

duty until a final determination is made. 

 
Medical Evaluation 

 
T he e mplo yee  sh ould b e referred  for  medical  exa minatio n  with a  stat e ment  of  the 

particular demands of the position and a statement of how the employee's performance fails to 

meet these demands. Evaluations will be conducted either by a physician, psychiatrist, or 

psychologist under contract or specifically employed for this purpose. A list of such providers 

shall be maintained by Human Resources. The evaluation shall be at no cost to the employee. 
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Failure to Complete the Evaluation 

Failure by the employee to complete the evaluation process may result in disciplinary action, 

including termination. 

 
Removal from Duty 

 
In the event that the medical evaluation finds the employee not fit for duty, the employee 

will be removed from his/her position pursuant to civil service rules and regulations. 

 
If  t h e  e mp l o ye e  h a s  a  p e r ma n e n t  d i s a b i l i t y p r o t e c t e d  u n d e r  t h e  Ame r i c a n s  wi t h 

Disabilities Act, the employee may be considered for an open position within that department. 

The employee must perform t he essential functions of the j ob in question, with or without 

reasonable accommodation, and must meet the minimum j ob requirements. The employee's 

salary will depend on the pay range for the open position and will be in accordance with County 

policy. If there are no open positions or the employee refuses the offer, the department will 

proceed with termination. 
 
 
18.2 APPEAL PROCEDURES — FITNESS FOR DUTY ACTIONS 

 
An employee who is suspended, demoted, or terminated under this policy may file an appeal 

under the appeal procedures governing suspensions, demotions and terminations generally. 

 
1.        If the aggrieved employee files a timely appeal with the Commission, the Commission 

will select a physician, psychiatrist or psychologist, depending on the nature of the fitness 

require me nt, t o e xa mi n e the e mplo yee . T he na me and contact infor ma tion for the 

physician, psychiatrist or psychologist will be provided to the employee in writing. The 

employee is responsible for promptly scheduling an appointment with the health ca re 

p r o vi d e r  t o  o b t a i n  a n  e va l u a t i o n  a n d  o p i n i o n  f r o m t h e  p r o vi d e r  c o nc e r n i n g  t h e 

employee's fitness for duty. 
 

 
2.        The physician, psychiatrist or psychologist selected must not be employed by, or under 

contract with, the County. To assist in the evaluation, the provider will be advised in 

writing by Human Resources of the reason(s) the department believes the employee is not 

fit for duty as well as a full description of the nature of the employee's duties and, if 

applicable, the physical requirements of his/her job. 
 

 
3. No later than the thirtieth (30th) calendar day after receipt by the employee of the contact 

information, the Commission must be in possession of the results of the evaluation or the 

appeal will be forfeited. 
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4.       In order to facilitate the evaluation and the disclosure of same to the Commission, the 
employee must sign an authorization for the release of medical/psychiatric/psychological 

information to the Commission and to Human Resources. The employee shall cause the 
report of the evaluation as well as any relevant records from the selected health care 

provider or any other provider to be timely provided to the Commission. 
 

 
5.       If the employee is found by the health care provider to be fit for duty, all expenses of the 

evaluation will be paid by the County. If the emplo yee is found by the health care 

p r o vid er no t to be f it fo r d ut y, al l e xp en se s o f t he e va l uat io n wil l b e p ai d b y t he 

e mplo yee. Expens es inc lude, but are not li mite d to, the c har ges  of the health care 

provider for the evaluation, the cost of any tests or consultations, and charges for the 

medical records. 
 
 

6. If the health care provider determines that the employee is fit for duty, the Commission 

will order reinstatement of the appealing employee. 

 
Hearing before the Commission 

 
The Commission will not hold an evidentiary hearing on Fitness for Duty Evaluation 

appeals, nor will it analyze or debate medical findings or evidence. The Commission's decision 

will  be  based  solely  upon  the  recommendation  of  the  health  care  provider  who  performs  the 

evaluation. 
 
 

The Commission recognizes that there may be instances where an appealing employee 

may have been disciplined for violation of rules or unlawful acts, and this may have occurred in 

connection with a demotion, suspension, or dismissal related to the employee's fitness for duty. 

In those cases, the Commission shall resolve the issue of fitness for duty through the above 

procedures before determining the issue of the conduct or rule violations. If the appealing 

employee is reinstated on the issue of fitness for duty, the department is not prohibited from 

bringing or maintaining disciplinary action against the employee for any rule violations or 

improper conduct. Any disciplinary action for such violations or conduct shall be severed from 

the fitness for duty issue and dealt with at a separate hearing 
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ADOPTED FEBRUARY 28, 2012, BY ORDER OF THE WEBB COUNTY CIVIL 

SERVICE COMMISSION. 
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VICKY CANTU, ALFONSO MALDONADO, 

COMMISSIONER COMMISSIONER 
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CYNTHIA MARES, 

DIRECTOR, 

WEBB COUNTY ADMINISTRATIVE SERVICES DEPARTMENT 


