AGENDA 1

COUNCIL MEMBERS:
y A7 Fred Adair
¥,

T O W N TS TOWN COUNC". Don Funderlic
P Runeal Browstor
ANTEGO December 12, 2016 Russell Brewst

Melody Paradise, Mayor Matthew Fielder, City Manager

Don Surratt, Mayor Pro Tem .
Work Session 6:30 p.m.

Regular Session 7:30 p.m.
Council Chamber
1614 South Bowen Road

X

WORK SESSION 6:30 P.M,
REVIEW AND DISCUSS ITEMS ON THE REGULAR AGENDA, AND CONSIDER PLACING APPROVED ITEMS ON
CONSENT AGENDA.

All consent agenda items are considered to be routine by the Council and will be enacted with one motion. There will be no separate discussion of items
unless a Council Member so requests, in which event, the item will be removed from the general order of business and considered in its normal

sequence.

1. City Manager Report

* Personnel Vacancies
Holiday Calendar/Events
Boat & RV Ordinance
Zoning Ordinance

2. Monthly Staff Reports

* Finance: Monthly Investment, Interest Distribution, Fund Investment, General Fund Variance Analysis,
General Fund Summarized Expenditure Variance Analysis, Water and Sewer Variance Analysis.

» Public Safety: Public Safety Monthly Activity Report, Officer Activity Report, Criminal Investigation Report,
Crime Statistics, Fire Department Monthly Activity Summary, Letters of Appreciation.

*  Public Works Department: Director’s Update, Water Billing Reports; Garbage and Recycling Billing
Analysis.

»  Community Development: Certificate of Occupancies, Building Permits, Inspections, Construction Values,
Contractor Registrations.

* Municipal Court: Citations Issued, Warrants Issued, Monies Received.

3. Approval of Purchase Order Requests and Accounts Payable over $5,000 and Review of Purchase Order
Requests and Accounts Payable $1,000 to $5,000 previously approved by the City Manager.

4. Approval and Acceptance of Minutes
Approval of Town Council Minutes:
e Town Council minutes from November 28, 2016

Acceptance of Minutes of Boards and Commissions:
¢ CRB minutes from November 8, 2016

REGULAR SESSION 7:30 P. M.

CALL TO ORDERWELCOME

INVOCATION BY: Lt. Andrea Israel

PLEDGE OF ALLEGIANCE

MAYOR/COUNCIL/STAFF COMMENTS OF COMMUNITY INTERESTS

HONORS AND RECOGNITIONS
» Salvation Army presentation by Lt. Andrea Israel to kick off the Red Kettle Challenge celebration.
» Swearing In and Badge Pinning of Sergeant Ryan Carrey as the new police officer.
* Introduction of Angelica Headland as the new part-time court clerk.

RECEPTION

COUNCIL LIAISON TO BOARD REPORT
e Community Relations Board
» Pantego Youth Leadership Council

PEDC REPORT




CITIZENS OPEN FORUM

This is a time for the public to address the Town Council on any subject not on this agenda. However, in accordance with the Open Meetings Act
Section 551.042, the Town Council cannot discuss issues raised or make any decisions on that subject at this time. The Town Council or an appropriate
Town official may make a statement of factuat information or policy on the subject in response to an inquiry by a member of the public. Issues raised
may be referred to Town Staff for research and possible future action.

APPROVAL OF CONSENT AGENDA ITEMS

Approval of the Consent Agenda authorizes the City Manager to implement each item in accordance with staff recommendations and all votes on final
reading will be recorded as reflected on first reading unless otherwise indicated. Public comment will be accepted on items, with the exception of those
items on which a public hearing has been held and closed by Council.

RESOLUTIONS

5. Discuss, direct, and consider action on Resolution 16-31 a resolution of the Town of Pantego, Texas, authorizing the
approval of an amendment to the Advanced Funding Agreement with the Texas Department of Transportation for the
landscaping of the median on Spur 303.

NEW BUSINESS FOR DISCUSSION, REVIEW, APPROVAL. AND/OR DIRECT STAFF.

6. Discuss, direct, and consider action on authorizing the City Manager to pay the routine and anticipated monthly bills
for the remainder of December 2016 due to the cancellation of the second December Council meeting.

7. Discuss, direct, and consider action on the proposed revisions to the Employee Handbook.

OLD BUSINESS FOR DISCUSSION, REVIEW, APPROVAL. AND/OR DIRECT STAFF.

8. Discuss, direct, and consider action on an update from Public Works on the conditions of the streets located within the
Town.

9. Discuss, direct, and consider action on PantegoFest 2017.

Following the scheduled Executive Session, the Council will reconvene into public session and may take any and all
action necessary concerning the Executive Session.

SCHEDULED EXECUTIVE SESSION ITEMS

e The Council will convene in the City Manager's Office pursuant to the Texas Government Code for an executive
session on the following items:

1. Pursuant to Government Code Section 551.074 Personnel Matters to deliberate the appointment, evaluation,
reassignment, duties, discipline or dismissal of a public officer or employee — Boards and Commissions
Appointment.

2. Pursuant to Government Code Section 551.074 Personnel Matters to deliberate the appointment, evaluation,
reassignment, duties, discipline or dismissal of a public officer or employee - City Secretary.

COUNCIL INQUIRY

If a member of the Council makes a spontaneous inquiry about a subject not on this agenda, then the Town Council or an appropriate Town official may
make a statement of factual information or policy in response to such an inquiry. However, in accordance with Open Meetings Act Section 551.042, the
Town Council cannot discuss issues raised or make any decisions on that subject at this time. Issues raised may be referred to Town Staff for research
and possible future action.

ADJOURNMENT
CERTIFICATION

Prepared and posted in accordance with Chapter 551 of the Texas Governmen
Meeting was posted on the outside window of a display cabinet at the s
accessible to the general public at all times, and said Notice was pogf
remained so posted at least 72 hours before said meeting convenedy

ulie Arrington, City 8&cretary

\ :

Auxiliary aids and services are available to a person when necesst N i opportunity to participate in Town functions and activities.
Auxiliary aids and services or accommodations should be requested Toxiyedn SET

Secretary's Office at (817) 548-5852.
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Complete Council Agenda and background information are available for review at the City Secretary’s Office and on the Town's

waebsite: www.townofpantego.com.
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ANTEGO  City Manager’s Report

To: Mayor Paradise and Members of the Town Council
From: Matt Fielder, City Manager
Date: December 12, 2016

Personnel Vacancies
Three police officer positions remain open.

Holiday Calendar/Events

The PEDC will be hosting Santa Claus at several stores/shopping centers from 11:00
a.m. to 3:00 p.m. on Saturday, December 17". The Mayoral Red Kettle Challenge is on
December 17™ at Walmart from 8:00 a.m. to 6:00 p.m.

Boat & RV Ordinance
| anticipate bringing the Boat & RV Ordinance back at the January 9" Council meeting.

Zoning Ordinance
The draft Zoning Ordinance will be in Drop Box prior to the December 12" meeting with
the changes made at the last meeting.
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PANTEGO AGENDA BACKGROUND

AGENDA ITEM: Monthly Staff Reports
Date: December 12, 2016
PRESENTER:

Matt Fielder, City Manager

BACKGROUND:

Staff reports on departmental activities on a monthly basis.

EISCAL IMPACT:

N/A

RECOMMENDATION:

Staff recommends approval of the reports as presented.

ATTACHMENTS:

Finance Department Reports
Public Safety Reports

Public Works Reports
Community Development Reports
Municipal Court Reports

Director’'s Review: 7€d
City Manager’s Review:



PANTEGO

Town of Pantego
Monthly Investment Report
As of November 30, 2016

Book Value of Pool Account, November 1, 2016 $ 4,236,757
Purchase Maturity
Security Date Par Date Yield Price
TexPool 11/1/2016 $ 2,029,556 11/30/2016 0.3987% 3 1.00
TexPoo! Prime 11/1/2016 2,207,201 11/30/2016 0.7402% 1.00
Certificate of Deposits 2/26/2015 907,309 2/23/2017 0.69% 907,309
Beginning Beginning Net Change in Ending Ending
Security Book Value Market Value Book Value Book Value  Market Value
TexPool $ 2,029,556 $ 2,029,556 $ 665 $ 2,030,221 $ 2,030,221
TexPool Prime 2,207,201 2,207,201 1,343 2,208,544 2,208,544
Certificate of Deposits 907,309 907,309 - 907,309 907,309
Total $ 5,144,066 $ 5,144,066 $ 2,008 $ 5146074 $ 5,146,074
Pantego Economic Development Corp.
Monthly Investment Report
As of November 30, 2016
Book Value of Pool Account, November 1, 2016 $ 420,711
Purchase Maturity
Security Date Par Date Yield Price
TexPool 11/1/2016 $ 420,711 11/30/2016 0.3987% $ 1.00
Beginning Beginning Net Change in Ending Ending
Security Book Value Market Value Book Value Book Value Market Value
TexPool $ 420,711 $ 420711 & 138§ 420,849 $ 420,849
Total $ 420,711 $ 420,711 § 138 § 420,849 $ 420,849

The above investment information is in compliance with Chapter 3.08 of the Pantego Municipal Code, the
Public Funds Investment Act and conforms to Generally Accepted Accounting Principles.

Matthew Fielder
City Manager

/L QM /{—\{ L IZA{LLLAH }L{«_

Karen Hollingsworth

Finance Dlrecio%

!fﬁca Williams
Payroll/AP/HR Coordinator



Home Page

Withdrawal gt
Report Scheduler.

Deposit
Reports

Transfer
Report Access

Statements

Pool Information

Location: 79038
Town of Pantego

TexPool

Average Monthly rate for November
Average Monthly Dividend Factor for November

Information as of

Daily Net Yield

Dividend Factor

7 Day Net Yield

Daily Assets

Weighted Average Maturity
Weighted Average Life
NAV

TexPool Prime

Average Monthly rate for November
Average Monthly Dividend Factor for November

Information as of

Daily Net Yield

Dividend Factor

7 Day Net Yield

Daily Assets

Weighted Average Maturity
Weighted Average Life
NAV

Contact Information
Participant Services

Performance quoted represents past performance which is no
guarantee of future results. Investment return will vary. The value
of an investment when redeemed may be worth more or less than
the original cost. Current performance may be higher or lower

than what is stated.

https://argos.bostonfinancial.com/cgi-bin/cgilink.exe/dsttex

Welcome to

TexConnect

Multi Transaction

Vendor Payment
Inquiry

Help / Contact Us

Update Profile

0.3987%
0.000010922

December 6, 2016
0.4316%
0.000011824
0.42%
$13,614,242,931.00
47 days

97 days

1.00015

0.7402%
0.000020278

December 6, 2016
0.7631%
0.000020907
0.74%
$2,626,256,213.00
49 days

70 days

1.00031

1-866-839-7665

Page 1 of 2
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Maintenance
Change Location

12/7/2016



Home Page

For more complete information, see the TexPool Investment Policy
and Information Statement available on the TexPool web site,
www.texpool.com. You should consider the investment's

objectives, risks, charges, and expenses carefully before investing.

Information about these and other important subjects is in the
Investment Policy and Information Statement which you should
read carefully before investing.

An investment in the Pool is not insured or guaranteed by any
government or government agency. Although the manager of the
Pool seeks to preserve the principal, it is possible to lose money
by depositing money in the Pool.

https://argos.bostonfinancial.com/cgi-bin/cgilink.exe/dsttex

Page 2 of 2
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TexPool Participant Statement

TexPool Participant Services
C/O Federated Investors Inc.
1001 Texas Avenue, Suite 1400
Houston, TX 77002

TOWN OF PANTEGO

GENERAL FUND

ATTN KAREN HOLLINGSWORTH
1614 S BOWEN RD

PANTEGO TX 76013-3336

AN VTS TENT (PG TOR FUBLIC SUNDS |

Participant
Statement

Statement Period

Page 1 of 2
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TEXASENTRUST

11/01/2016 - 11/30/2016

Customer Service

1-866-TEX-POOL

Location ID 000079038
Investor ID 000015688
TexPool Update
Happy Holidays from TexPool Participant Services!
TexPool Summary
Beginning Total Total Total Current Average
Pool Name Balance Deposits Withdrawals Interest Balance Balance
Texas Local Government
Investment Pool $2,029,555.77 $0.00 $0.00 $665.03 $2,030,220.80 $2,029,577.94
TexPool Prime $2,207,201.18 $0.00 $0.00 $1,342.71 $2,208,543.89 $2,207,245.94
Total Dollar Value $4,236,756.95 $0.00 $0.00 $2,007.74 $4,238,764.69
————
Portfolio Value
Market Value  Share Price Shares Owned Market Value
Pool Name Pool/Account (11/01/2016)  (11/30/2016) (11/30/2016) (11/30/2016)
Texas Local Government Investment Pool 449/7903800001 $2,029,555.77 $1.00 2,030,220.800 $2,030,220.80
TexPool Prime 590/7903800001 $2,207,201.18 $1.00 2,208,543.890 $2,208.543.89
Total Dollar Value $4,236,756.95 $4,238,764.69

Interest Summary

Month-to-Date

Year-to-Date

Pool Name Pool/Account Interest Interest

Texas Local Government Investment Pool 449/7903800001 $665.03 $10,076.28

TexPool Prime 590/7903800001 $1,342.71 $7,635.34

Total $2,007.74 $17,711.62

Transaction Detail

Texas Local Government Investment Pool Participant: TOWN OF PANTEGO

Pool/Account: 449/7903800001

Transaction Settlement  Transaction Transaction Share Shares This Shares

Date Date Description Dollar Amount Price Transaction Owned
https://www?3.onlinefinancialdocs.com/tf/F ANMedia 12/7/2016



TexPool Participant Statement

11/01/2016 11/01/2016  BEGINNING BALANCE
11/30/2016 11/30/2016  MONTHLY POSTING

Account Value as of 11/30/2016

TexPool Prime
Pool/Account: 590/7903800001

Transaction Settlement Transaction
Date Date Description

Page 2 of 2

11/01/2016 11/01/2016  BEGINNING BALANCE
11/30/2016 11/30/2016 MONTHLY POSTING

Account Value as of 11/30/2016

10
$2,029,555.77 $1.00 2,029,555.770
_ $665.03  $1.00 _665.030 2,030,220.800
$2,030,220.80 $1.00 2,030,220.800
Participant: TOWN OF PANTEGO
Transaction Share Shares This Shares
Dollar Amount Price Transaction Owned
$2,207,201.18 $1.00 2,207,201.180
%1327 $1.00 1342710 ~ 2,208,543.890
$2,208,543.89 $1.00 2,208,543.890

https://www3.onlinefinancialdocs.com/tf/FANMedia 12/7/2016
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11

TexPool Participant Services
C/O Federated Investors Inc.
1001 Texas Avenue, Suite 1400
Houston, TX 77002

FEXASENTRUST

UPANY

TEXPOOL

PN STMENT LT OB P UMD

TOWN OF PANTEGO o o
PANTEGO ECONOMIC DEVELOPMENT CORP Part1c1pant
ATTN KAREN HOLLINGSWORTH

1614 S BOWEN RD Statement

PANTEGO TX 76013-3336
Statement Period  11/01/2016 - 11/30/2016

Customer Service 1-866-TEX-POOL

Location ID 000079038
Investor ID 000015689
TexPool Update
Happy Holidays from TexPool Participant Services!
TexPool Summary |
Beginning Total Total Total Current Average
Pool Name Balance Deposits  Withdrawals Interest Balance Balance
Texas Local Government
Investment Pool $420,711.07 $0.00 $0.00 $137.87  $420,848.94  $420,715.67
Total Dollar Value $420,711.07 $0.00 $0.00 $137.87  $420,848.94

Portfolio Value

Market Value  Share Price Shares Owned Market Value
Pool Name Pool/Account (11/01/2016)  (11/30/2016) {11/30/2016) (11/30/2016)
Texas Local Government Investment Pool 449/7903800002 $420,711.07 $1.00 420,848.940 $420,848.94
Total Dollar Value $420,711.07 $420,848.94

Interest Summary

Month-to-Date Year-to-Date

Pool Name Pool/Account Interest Interest
Texas Local Government Investment Pool 449/7903800002 $137.87 $1,429.21
Total $137.87 $1,429.21

Transaction Detail

Texas Local Government Investment Pool Participant: TOWN OF PANTEGO
Pool/Account: 449/7903800002

Transaction Settlement Transaction Transaction Share Shares This Shares
Date Date Description Dollar Amount Price Transaction Owned
11/01/2016 11/01/2016  BEGINNING BALANCE $420,711.07 $1.00 420,711.070
11/30/2016 11/30/2016  MONTHLY POSTING $137.87 $1.00 137.870 420,848.940
Account Value as of 11/30/2016 $420,848.94 $1.00 420,848.940

https://www3.onlinefinancialdocs.com/tf/FANMedia 12/7/2016
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TOWN OF PANTEGO
CASH & INVESTMENTS REPORT
AS OF: NOVEMBER 30TH, 2016

PAGE: 1
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TEXPOOL/

FUND-ACCT. NO. ACCOUNT NAME CASH CD'S DISC NOTES TEXPOOL PRIME FUND TOTAL
GENERAL FUND
100-0-000-102.00 CASH 37,739.63
100-0-000-102.20 CHANGE FUND - COURT 300.00
100-0-000-102.30 CHANGE FUND - CITY HALL 105.00
100-0-000-202.00 CERT OF DEPOSIT 252,755.95
100-0-000-204.00 TEXPOOL 1,368,527.08
100-0-000-204.50 TEXPOOL PRIME 800,988.85

TOTAL 100-GENERAL FUND 38,144.63 252,755.95 0.00 2,169,515.93  2,460,416.51
LONG TERM DEBT FUND
FIXED ASSETS FUND
WATER AND SEWER FUND
200-0-000-102.00 CASH 68,889.68
200-0-000-202.00 CERTIFICATE OF DEPOSIT 251,751.37

TOTAL 200-WATER & WASTEWATER FUND 68,889.68 251,751.37 0.00 0.00 320,641.05
CAPITAL PROJECTS FUND
300-0-000-102.00 CASH 5,812.88
300-0-000-204.00 TEXPOOL 9,142.89
300-0-000-204.50 TEXPOOL PRIME 10,015.59

TOTAL 300-EQUIPMENT REPLACEMT FUND 5,812.88 0.00 0.00 19,158.48 24,971.36
INTEREST & SINKING FUND
400-0-000-102.00 CASH 91.80
400-0-000-202.00 CERT OF DEPOSITS 100,700.51
400-0-000-204.00 TEXPOOL 903.04
400-0-000-204.50 TEXPOOL PRIME 500.78

TOTAL 400-DEBT SERVICE FUND 91.80 100,700.51 0.00 1,403.82 102,196.13
STREET IMPVMT CONST FUND
500-0-000-102.00 CASH 80,126.87
500-0-000-202.00 CERT OF DEPOSITS 251,751.37
500-0-000-204.00 TEXPOOL 217,423.62
500-0-000-204.50 TEXPOOL PRIME 150,233.93

TOTAL 500-STREET IMPVMT CONST FUND 80,126.87 251,751.37 0.00 367,657.55 699,535.79
PARK ROW PROJ FUND
550-0-000-204.00 TEXPOOL 156,166.73
550-0-000-204.50 TEXPOOL PRIME 901,266.72

TOTAL 550-PARK ROW PROJ FUND 0.00 0.00 0.00 1,057,433.45 1,057,433.45

TRUST & AGENCY FUND
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CASH & INVESTMENTS REPORT
AS OF: NOVEMBER 30TH, 2016 13
TEXPOOL/
FUND-ACCT. NO. ACCOUNT NAME CASH CD'S DISC NOTES TEXPOOL PRIME FUND TOTAL
WATER/SEWER CONSTRUCTION
700-0-000-204.00 TEXPOOL 64,319.09
700-0-000-204.50 TEXPOOL PRIME 65,101.37
TOTAL 700-WW CONSTRUCTION FUND 0.00 0.00 .00 129,420.46 129,420.46
IMFRASTRUCTURE IMPVMT
750-0-000-102.00 CASH 73,060.08
750-0-000-204.00 TEXPOOL 172,896.56
750-0-000-204.50 TEXPOOL PRIME 200,311.90
TOTAL 750-WATER INFRASTRUCTURE FUND 73,060.08 0.00 .00 373,208.46 446,268.54
PAYROLL IMPREST FUND
777-0-000-102.00 CASH 1,779.54
TOTAL 777-PAYROLL IMPREST FUND 1,779.54 0.00 .00 0.00 1,779.54
COURT SECURITY FUND
800-0-000-102.00 CASH 4,421.56
800-0-000-204.00 TEXPOOL 5,532.33
800-0-000-204.50 TEXPOOL PRIME 5,007.79
TOTAL 800-COURT SECURITY FUND 4,421.56 0.00 .00 10,540.12 14,961.68
POLICE TRUST FUND
815-0-000-102.00 CASH 13,137.85
TOTAL 815-POLICE TRUST FUND 13,137.85 0.00 .00 0.00 13,137.85
COURT TECHNOLOGY FUND
825-0-000-102.00 CASH 16,748.24
825-0-000-204.00 TEXPOOL 20,298.29
825-0-000-204.50 TEXPOOL PRIME 50,077.98
TOTAL 825-COURT TECHNOLOGY FUND 16,748.24 0.00 .00 70,376.27 87,124.51
PANTEGO YOUTH LDRSHP CNL
835-0-000-102.00 CASH 1,908.57
TOTAL 835-PANTEGO YOUTH LDRSHP CNCL 1,908.57 0.00 .00 0.00 1,908.57
PANTEGOFEST
FSA ADMINISTRATION
860-0-000-102.00 CASH 563.32
TOTAL 860-FSA/HRA ADMINISTRATION 563.32 0.00 .00 0.00 563.32
DONATIONS FUND
865-0-000-102.00 CASH 2,966.44
TOTAL 865-DONATIONS FUND 2,966.44 0.00 .00 0.00 2,966.44
SHAMBURGER MEMORIAL FUND
875-0-000-202.00 CERT OF DEPOSITS 50,350.24
875-0-000-204.00 TEXPOOL 11,566.26
875-0-000-204.50 TEXPOOL PRIME 15,023.39
TOTAL 875-SHAMBURGER 0.00 50,350.24 .00 26,589.65 76,939.89
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TOWN OF PANTEGO

CASH & INVESTMENTS REPORT

PAGE: 3

AS OF: NOVEMBER 30TH, 2016 14
TEXPOOL/

FUND-ACCT. NO. ACCOUNT NAME CASH CD'S DISC NOTES TEXPOOL PRIME FUND TOTAL
CARTWRIGHT LIBRARY FUND
880-0-000-204.00 TEXPOOL 3,444.91
880-0-000-204.50 TEXPOOL PRIME 10,015.59

TOTAL 880-CARTWRIGHT LIBRARY FUND 0.00 0.00 0.00 13,460.50 13,460.50
PEDC INTEREST & SINKING
901-0-000-102.00 CASH 201,101.75
901-0-000-204.00 TEXPOOL 32,361.65

TOTAL 901-PEDC DEBT SERVICE FUND 201,101.75 0.00 0.00 32,361.65 233,463.40
PEDC BOND RESERVE FUND
PEDC OPERATING FUND
903-0-000-102.00 CASH 258,192.08
903-0-000-204.00 TEXPOOL 388,487.29

TOTAL 903-PEDC OPERATING FUND 258,192.08 0.00 0.00 388,487.29 646,679.37
PEDC ADMIN EXPENDITURE
PEDC REDEMPTION FUND
PEDC SALES TAX REVENUE
ACCOUNTS PAYABLE IMPREST
ALL FUNDS TOTAL 766,945.29 907,309.44 0.00 4,659,613.63 6,333,868.36
TOTAL CASH AND INVESTMENTS

**%* END OF REPORT ***

766,945.29




TOWN OF PANTEGC

GENERAL FUND
REVENUE REPORT - NOVEMBER 2016

CURRENT MONTH YEAR-TO-DATE BUDGET

Variance Variance

Favorable Favorable $ %
Revenues: Actual Budget (Unfavorable) Actual Budget (Unfavorable) Total Over/(Under) QOver/(Under)
Property Tax-Current $ 74,423 $ 93,782 $ (19,359)@ $ 107,780 $ 187,564 $ (79,784)@ $ 1,125,383 $ (1,017,603) (90%)
Property Tax-Current Interest - 88 (88) - 175 (175) 1,050 (2,050) 100%
Property Tax-Current Penalty - 263 (263) - 525 (525) 3,150 (3,150) 100%
Property Tax-Current Rendition Pen - 193 (293) 29 385 (356) 2,310 (2,281) 100%
Property Tax-Delinquent - 1,167 (1,167) 1,184 2,333 (1,149) 14,000 (12,816) (92%)
Property Tax-Delinquent Interest - 21 (21) 92 42 51 250 (158) 100%
Property Tax-Delinquent Penalty - 33 (33) 106 66 40 394 (288) 100%
Property Tax-Delinquent Rendition Pen - 17 a7 33 33 0) 200 (167) 100%
Sales Tax 139,661 137,211 2,451 273,587 274,421 (834) 1,646,528 (1,372,941) (83%)
Franchise Fee-Natural Gas - 2,221 (2,221) - 4,442 (4,442) 26,650 (26,650) (100%)
Franchise Fee-Communications 18,922 7,292 11,630 18,999 14,583 4,415 87,500 (68,501) (78%)
Franchise Fee-Electricity - 13,958 (13,958) - 27,917 (27,917) 167,500 (167,500) (100%)
Franchise Fee-Cable 436 1,189 (753) 3,722 2,378 1,344 14,265 (10,543) (74%)
Franchise Fee-Water & Sewer 2,083 2,083 0) 4,170 4,167 3 25,000 (20,830) (83%)
Franchise Fee-Waste Disposal 48 1,792 (1,744) 3,818 3,583 235 21,500 (17,682) 100%
Mixed Beverage Tax - 1,167 (1,167) - 2,333 (2,333) 14,000 (14,000) (100%)
Warrant Charges 5,408 7,500 (2,092) 11,097 15,000 (3,903) 90,000 (78,903) (88%)
FTA / City (Omni Base) 282 542 (260) 569 1,083 (514) 6,500 (5,931) (91%)
Court Fines and Penalties 19,017 29,167 (10,150) 40,849 58,333 (17,484) 350,000 (309,151) (88%)
Special Expense Fee 14,628 20,833 (6,206) 34,927 41,667 (6,740) 250,000 (215,073) (86%)
Accident Reports 25 29 4) 45 58 (13) 350 (305) (87%)
Child Safety Guard Program 380 750 (370) 1,265 1,500 (235) 9,000 (7,735) (86%)
Traffic Fees 195 500 (305) 573 1,000 (427) 6,000 (5,427) (90%)
City Judicial Fee 125 208 (84) 291 417 (126) 2,500 (2,209) (88%)
City Arrest Fees 854 1,500 (646) 2,110 3,000 (890) 18,000 (15,890) (88%)
10% Serv. Fee from T&A - 1,915 (1,915) - 3,831 (3,831) 22,985 (22,985) (100%)
Time Payment Fee - 2,542 (2,542) - 5,083 (5,083) 30,500 (30,500) (100%)
Planning and Zoning Fees - 750 (750) - 1,500 (2,500) 9,000 (9,000) (100%)
Plan Review Fees 374 333 40 593 667 (74) 4,000 (3,407) (85%)
Building Permits 2,561 3,250 (690) 4,465 6,500 (2,035) 39,000 (34,535) (89%)
Liquor Licenses - 667 (667) - 1,333 (1,333) 8,000 (8,000) (100%)
Contractor Registration Fee 900 1,083 (183) 1,800 2,167 (367) 13,000 (11,200) (86%)
Certificates of Occupancy 1,100 700 400 2,300 1,400 900 8,400 (6,100) (73%)
Clean & Show 40 23 17 80 46 34 275 (195) (71%)
Dog Tag Revenue - 25 (25) 20 50 (30) 300 (280) (93%)
Penalties 152 42 110 311 83 228 500 (189) 100%
NSF Check Fees 35 6 29 35 12 23 70 (35) (50%)
Ambulance Revenue 14,668 10,000 4,668 23,847 20,000 3,847 120,000 (96,153) (80%)
Fire Inspections 2,665 625 2,040 5,705 1,250 4,455 7,500 (1,795) (24%)
Park Rental Revenue 130 313 (183) 425 625 (200) 3,750 (3,325) (89%)
Gas Royalty Revenue - 83 (83) - 167 (167) 1,000 (1,000) (100%)
Copy Fees 95 42 53 185 83 102 500 (315) (63%)
No Insurance Towing Fees 375 208 167 400 417 a7 2,500 (2,100) (84%)
Interest Income 935 515 420 1,867 1,030 837 6,180 (4,313) (70%)
Grant Revenue - - - - - - - - 100%
Other Revenue 247 833 (586) 1,069 1,667 (598) 10,000 (8,931) (89%)

Revenue Before TransfersIn _$ 300,762 $ 347,458 $ (46,696)@ $ 548,348 $ 694,915 $ (146,567)@ $ 4,169,490 $ (3,621,142) (87%)
TOWN OF PANTEGO
GENERAL FUND
EXPENDITURE REPORT - NOVEMBER 2016
CURRENT MONTH YEAR-TO-DATE BUDGET

Variance Variance

Favorable Favorable $ %
Expenditures: Actual Budget (Unfavorable) Actual Budget (Unfavorable) Total Over/(Under) Over/(Under)
General & Administrative $ 39322 $ 46,366 $ 7044 B $ 94,164 $ 92,732 $ (1,433)@ $ 556,389 $ (462,225) (83%)
IT Services 11,216 13,045 1,829 11,216 26,090 14,874 156,537 (145,321) (93%)
Public Works 52,578 59,597 7,019 107,986 119,194 11,208 715,165 (607,179) (85%)
Community Development 11,852 15,065 3,213 25,329 30,130 4,801 180,779 (155,450) (86%)
Police 112,871 128,243 15,371 201,484 256,485 55,001 1,538,911 (1,337,427) (87%)
Fire 89,658 107,731 18,074 33,444 215,463 182,019 1,292,777 (1,259,333) (97%)
Municipal Court 33,444 32,778 (666) 56,734 65,555 8,821 393,331 (336,597) (86%)
Community Relations Board 2,168 1,000 (1,168) 3,108 2,000 (1,108) 12,000 (8,892) (74%)
Special Events 2,901 792 (2,110) 2,901 1,583 (1,318) 9,500 (6,599) (69%)
Other - 167 167 - 333 333 2,000 (2,000) (100%)
Expenditures Before Transfers Out $ 356,010 $ 404,782 $ 48773 @ $ 536,367 $ 809,565 $ 273,198 § $ 4,857,389 $ (4,321,022) (89%)




TOWN OF PANTEGO
WATER & SEWER OPERATING FUND
REVENUE REPORT - NOVEMBER 2016

CURRENT MONTH YEAR-TO-DATE BUDGET
Variance Variance
Favorable Favorable $ %
Revenue Actual Budget (Unfavorable) Actual Budget (Unfavorable) Total Over/(Under) Over/(Under)
Sale of Water $ 39,492 $ 42621 $ (3,129)@ $ 85956 $ 85241 $ 715 § $ 511,447 $ (425,491) (83%)
Water Tap Fees - 25 (25) 785 50 735 300 485 162%
Sewer Service Charge Fee 32,741 35,225 (2,484) 65,966 70,451 (4,485) 422,704 (356,738) (84%)
Sewer Tap Fees - 21 (21) - 42 (42) 250 (250) (100%)
Groundwater Conservation Fee 1,498 1,870 (372) 3,377 3,741 (364) 22,443 (19,066) (85%)
Groundwater Conservation Fee-Recovery 1,498 1,870 (372) 3,377 3,741 (364) 22,443 (19,066) (85%)
Penalties 985 1,250 (265) 2,276 2,500 (224) 15,000 (12,724) (85%)
Processing/Turn On Fees - 83 (83) - 167 (167) 1,000 (1,000) (100%)
N.S.F. Check Fees 30 25 5 30 50 (20) 300 (270) (90%)
Adm. Serv. Charge / Sewer Impact 680 583 97 1,740 1,167 573 7,000 (5,260) (75%)
Interest Income - 54 (54) - 108 (108) 650 (650) (100%)
Other Revenue - 167 (167) 436 333 102 2,000 (1,564) (78%)
Total Revenue Before TransfersIn _$ 76,924 $ 83,795 $ (6,870)@ $ 163,941 $ 167,590 $ (3,648)@ $ 1,005,537 $  (841,596) (84%)
TOWN OF PANTEGO
SEWER CONSTRUCTION FUND
REVENUE REPORT - NOVEMBER 2016
CURRENT MONTH YEAR-TO-DATE BUDGET
Variance Variance
Favorable Favorable $ %
Revenue Actual Budget (Unfavorable) Actual Budget (Unfavorable) Total Over/(Under) Over/(Under)
Interest Income $ 61 $ 19 % 1208 124 $ 38 % 86 N $ 225 % (101) 100%
Total Revenue Before Transfers In ~_$ 61 $ 19 8 1203 124 $ 38 % 86 NS 225 % (101) 100%
TOWN OF PANTEGO
WATER INFRASTRUCTURE IMPROVEMENTS FUND
REVENUE REPORT - NOVEMBER 2016
CURRENT MONTH YEAR-TO-DATE BUDGET
Variance Variance
Favorable Favorable $ %
Revenue Actual Budget (Unfavorable) Actual Budget (Unfavorable) Total Over/(Under) Over/(Under)
Infrastructure Improvement Fee $ 25844 $ 25533 $ 311 g $ 52166 $ 51,067 $ 1,09 § $ 306400 $ (254,234) (83%)
Penalties 308 83 225 640 167 473 1,000 (360) 100%
Interest Income 178 67 112 357 133 224 800 (443) 100%
Total Revenue Before TransfersIn _$ 26,331 $ 25683 $ 648 @ $ 53164 $ 51367 $ 1,797 §$ 308,200 $ (255,036) 83%
TOWN OF PANTEGO
WATER AND SEWER OPERATING FUND
EXPENSE REPORT - NOVEMBER 2016
CURRENT MONTH YEAR-TO-DATE BUDGET
Variance Variance
Favorable Favorable $ %
Expenses Actual Budget (Unfavorable) Actual Budget (Unfavorable) Total Over/(Under) Over/(Under)
Water $ 25161 $ 29,633 $ 4471 @ $ 48,406 $ 59,265 $ 10,859 @ $ 355,590 $ (307,184) (86%)
Sewer 40,098 29,448 (10,649) 63,559 58,897 (4,662) 353,380 (289,821) (82%)
Total Expenses Before Transfers Out _$ 65,259 $ 59,081 $ (6,178)@ $ 111,965 $ 118,162 $ 6,196 @ $ 708970 $ (597,005) (84%)
TOWN OF PANTEGO
SEWER CONSTRUCTION FUND
EXPENSE REPORT - NOVEMBER 2016
CURRENT MONTH YEAR-TO-DATE BUDGET
Variance Variance
Favorable Favorable $ %
Expenses Actual Budget (Unfavorable) Actual Budget (Unfavorable) Total Over/(Under) Over/(Under)
Capital Improvements $ - $ 16,663 $ (16663 $ 5100 $ 33325 $ (28225 '$ 199,950 $  (194,850) (97%)
Total Revenue Before Transfers In _$ - $ 16,663 $ (16,663)@ $ 5100 $ 33325 $ (28,225)@ $ 199,950 $  (194,850) (97%)
TOWN OF PANTEGO
WATER INFRASTRUCTURE IMPROVEMENTS FUND
EXPENSE REPORT - NOVEMBER 2016
CURRENT MONTH YEAR-TO-DATE BUDGET
Variance Variance
Favorable Favorable $ %
Expenses Actual Budget (Unfavorable) Actual Budget (Unfavorable) Total Over/(Under) Over/(Under)
Infrastructure Improvements $ - $ 16,333 % (16,333)@ $ 4203 $ 32667 $ (28,464)@ $ 196,000 $ (191,797) (98%)
Total Revenue Before Transfers In _$ - $ 16,333 % (16,333)@ $ 4203 $ 32667 $ (28,464)@ $ 196,000 $ (191,797) (98%)




PANTEGO PUBLIC SAFETY

MONTHLY ACTIVITY SUMMARY- November 2016
Personnel

The police department currently has three vacancies for the position of police officer. A candidate is in the
process of background investigation and testing. Additional interviews are expected in the near future.

Officer Shelli Godbold is nearing the end of her field training and is expected to be released before the end
of December. Sergeant Ryan Carrey is also expected to conclude his abbreviated training by the end of
December.

Officer Stephen Meinke continues on leave due to medical issues and is recovering from back surgery. He is
expected to be off duty for at least another four weeks.

Officer Christopher Bruton was release from employment due to violations of policy and failure to meet
department standards.

Lieutenant Roy de Leon has returned to full duty after his medical leave.

Assistant Chief Coker completed class work for Fire Investigator certification and passed the State Exam.
He is now a certified Fire Investigator. He is also in the process of completing Fire Inspector schooling.

Operational Issues

Fire Department
No major issues.
Police Department
No major issues.
Training

Police Department

Sergeant Ryan Carrey is scheduled to attend a week long firearms instructor course the week of
December 12 in McKinney.

Fire Department
Medical training for the month was scenarios based training to evaluate personnel performance and

knowledge of protocols. Also, a refresher Advanced Cardiac Life Support class was taught by personnel
from Medical Center of Arlington.



Public Relations

The police and fire departments participated in the annual Candy Train on November 26.

Respectfully submitted,

S S

Thomas D. Griffith
Chief of Public Safety

® Page 2



PANTEGO POLICE DEPARTMENT
OFFICER ACTIVITY REPORT

November, 2016

Citations/T raffic Stops

Officer Citations Traffic Stops Citations YTD
Griffith 0 0 5

Reeves 53 40 75

Open Position

Bruton 1 4 553

Open Position

Meinke 4 1 930

Marquez 35 9 239

Guy 43 50 263

Godbold 45 41 45

Kiser 120 133 546

Open Position

Nance 11 31 13

Carey 8 17 8

Ex-Officers 1,695

TOTALS 320 326 4,372

Vehicle Crashes

Crash Type Quantity. YTD

Minor 6 94

Major 5 41

Hit & Run 1 20

TOTALS 12 155

Crashes reported to State 9 77

Incident Activity

Officer Total Calls Dispatch Self- Initiated ~ Arrests Ytd/ arrests
400 Griffith 18 16 2 0 0
600 Reeves 106 35 71 7 14
610 Nance 110 36 74 0 0
620 Carey 29 2 27 0 0
602 Bruton 35 18 17 6 63
603

604 Meinke 22 2 20 0 52



PANTEGO POLICE DEPARTMENT
OFFICER ACTIVITY REPORT

20

605 Marquez 201 21 180 2 52
606 Guy 275 64 211 3 47
607 Godbold 143 13 130 20 20
608 Kiser 296 44 252 11 72
609

710 Watson 5 52
711 Hopkins 3 30
Ex-Officers 224
Totals 988 297 691 57 626
Average 2:50

Response

Time

Respectfully,

Barry Reeves
Assistant Chief of Police



PANTEGO POLICE DEPARTMENT
CRIMINAL INVESTIGATIONS REPORT

This report includes cases received in CID for the month of November, 2016 including
cases filed with the District Attorney’s office, active cases, and offenses cleared.

Offenses Received Quan. YTD
Assault 9
Assault Family Violence 1 10
Burglary/Building 2 20
Burglary/Coin-op 3
Burglary/Vehicle 1 16
Burglary/Residence 1
Manufacture and Delivery 0
Criminal Mischief 22
DWI 1 56
DWLI 1
Evading or Resisting Arrest/Detention 1 5
Failure to ID 2 9
Fraud 10
Graffiti 0
Poss. Controlled Subst. 3 25
Poss. Marijuana 7 53
Robbery 1
Theft 6 59
Theft of Motor Vehicle 5
Other 7 57
Total Received 362
Case Dispositions of Above Totals Month YTD
Cases Active 5 99
Cases Cleared 8 201
Cleared Cases Filed with DA 8 62
Cases Suspended-Pending Leads 10 26
| Cases Filed with DA from Previous Report Periods \ 25 | 139

Respectfully submitted,

Detective S. Nance
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PANTEGO FIRE RESCUE

MONTHLY ACTIVITY SUMMARY

30-Nov-16

eANTEGE

FIRE RESPONSES PANTEGO

MONTH| 16 YTD| 15 YTD| MONTH| 16 YTD| 15 YTD
TYPE OF INCIDENT
Fire
Structure 1 1 5 8
Outside 1 1
Natural Vegetation Fire 1 1
Vehicle 1 3 1 2 1
Trash 1 3 1
Cooking Fire, Contained to container
Fire Other 1 3 3
Hazardous Condition
Arcing - Shorted Electrical Equip. 1 3 2 4 3
Equip. Malfunction 2 1
Power Lines 5 3 9
Hazmat
Hazardous Condition, Other 4 10 1 9 10
Heat From Short Circuit, Wiring 1 1
Overheated Motor 1 1 5 2
Gas/Fuel Spill
Natural Gas Leak 1 2 4 3
Chemical Spill or Leak 1
Carbon Monoxide
Service Call 1 13 30 2 11 10
Water or Steam Leak 6 5 1 3 4
Assist Invalid 6 41 57 1 7 7
Unauthorized Burning 3 3
Rescue 3 1 1 2
Utilities 1
Smoke Removal 1 1
Person in Distress, Other 1 19 20 12 1
Service Call, Other 14 11 2 5
Lock Out 6 3 1 4 5
Animal Rescue 1 1
Ring or jewelry removal
Asst. PD/ EI\‘/IS 3 36 28 6 3
Good Intent Call
Good Intent Call Other 5 40 44 9 80 83
Dispatched & Cancelled En Route 17
Wrong Location |
No Incident Found On Arrival 2 5 14 5
Investigation
Cancelled On Scene 1 1 16 107 139
Smoke scare, Odor of smoke 1 2
Hazmat Invest, No Hazr‘nat 1
False Alarm & False Call
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Unintentional Transmission of Alarm 1 2 4 3
Smoke Detector Activation - No Fire 2 6 7 4 3
Bomb Scare - No Bomb 1
System Malfunction | 2 4 1
False Alarm or False Call, Other 2 13 12 16 21
CO Detector Activation, Malfunction 1 4 1 1
Sprinkler Activation, no fire 1
Special Incident Type
Citizen Complaint 1
Special Incident Type, Other 1
Mutual Aid 4 2 1

359
TOTAL FIRE INCIDENTS 237 262 310 370
AVERAGE FIRE RESPONSE TIME - PANTEGO 3.18




PANTEGO FIRE RESCUE

MONTHLY ACTIVITY SUMMARY

30-Nov-16

EMS RESPONSES PANTEGO AFD

TYPE OF II\TCIDENT MONTH| 16 YTD| 15 YTD| MONTH| 16 YTD| 15 YTD
MEDICAL EMERGENCIES

Abdominal Pain 2 13 15

Allergic Reaction 4

Animal Bite 2

Assault 3 2

Back Pain 4 1

Burns

CO Poison

CPR 2 4

Cardiac 1 4

Chest Pains 2 28 35

Childbirth/Possible Childbirth 1 2

Choking 2

DOS 1 2

Drowing

Diabetic 10 9

Dizziness 10 11

Electrocution

Eye Injury

Falls 1 67 58

Fire/Hazmat 1

GSW/Stab 1 1

Heat/Cold 4

Hemorrhage 1

Medical 36 52 30 365 349
Nausea 1 5

Other 4 36 24

Overdose 2 3

Psych 2 7

Respiratory 3 43 29

Seizures 8 19

Stroke 1 8 8

Syncope 5 5

Trauma 14 18

Unconscious 2 10 12

Unknown | 1 9 9

MVA - Injury 2 31 20 2 10 15
MVA - Non-injury 3 16 9 1 4 7
MVA-Auto Ped 2 3 1 1
MVA - Extrication 1
TOTAL PANTEGO EMS CONTACTS 22 372 372 347 373
Mutual Aid to AMR Transports 2 48 28

Mutual Aid to AMR Cancelled 2 13 10

Mutual Aid to AMR Total 4 61 38

AVERAGE EMS RESPONSE TIME - PANTEGO 3

AVERAGE EMS SCENE TIME - PANTEGO 22.9




PANTEGO FIRE RESCUE

MONTHLY ACTIVITY SUMMARY

30-Nov-16

FIRE TRAINING

CLASS SUBJECT HOURS| YTD

0| 29
TOTAL HOURS
EMS TRAINING
CLASS SUBJECT HOURS| YTD
Evalutions Scenarios 4| 48

MONTH MONTH

PUBLIC EDUCATION MONTH| YTD|ADULTS| YTD|CHILDREN| YTD
Fire Extinguisher Class
School Presentations 3 80 35
B-day parties
Spray Downs
Station Tours 3 7 14
Special Events 3] 11 300| 3730 300| 2560
Home Inspections
Public Safety Forums
Knox Box Installed 5
Fall Risk Assessment
TOTAL CONTACTS
BUSINESS INSPECTIONS MONTH| YTD
Initial | 18| 832
Re-Inspections 1
Plans Review Completed
C.O Issued 3| 39
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PUBLIC WORKS REPORT
November 2016

ADMINISTRATIVE/PROJECTS/ENGINEERING

e Ft. Worth has installed the new flow-metering device on the force main at the lift
station

e Leaking Fire Hydrant replaced and F/H Valve installed on Whispering Trail
e Replaced over 50 street signs with block numbers
e Additional Christmas lighting at strategic location

e Awarded the Smith Barry Sewer Pipe- bursting Project to Leetech Energy

STREETS and DRAINAGE

e (15) Inspected and removed large amounts of debris from creek channel and
flumes

e Various potholes filled to prevent base erosion and driveability

e Filled in various pot-holes with Flexkrete on Bowen Rd. Working with vender for
better application

TOWN FACILITIES

Daily general policing of the Town Hall building and surrounding area

Changed light bulbs and ballast at town hall and in council chambers

(1) Cycle of mowing, edging, line-trimming and blowing

Decorated Town facilities for Christmas



PARK OPERATIONS

e Daily cleaning at the restrooms

e Park decorated for Christmas and tree lighting event

e Tree-Lighting Event on November 26th

e Oversight of electrical repairs preformed at various location in the Park

e All sprinklers at park checked and winterized

e (2) Park mowed, edged, trimmed and blown off

UTILITY BILLING
November Billing for 1,212 Accounts November Past Due Balances
$111,359.99 $6,152.77
November Billing for Garbage November Billing for Recycling
$7,870.66 $2,072.69

Annual/Monthly Pumpage

35000

30000

25000

20000

15000

10000

5000

m 2014
m 2015
12016




~p
JQ

WATER: WELLS AND DISTRIBUTION

e Total water production 12,709,000

Average daily production 423,633 GPD

e (162) Residual samples taken — average chlorine residual (.55)
e (3) Total coliform / ecoli samples taken — all tests negative

e (1212) Meters read

e (36) Meter rereads

e (27) Dead end hydrants flushed

e (22) Work orders completed relating to water turn on and turn-off’s, meter
replacements, etc

e (5) Large areas marked and located water and wastewater lines for contractors
e (12) Cut off/non-payment notices were issued

¢ No cut offs performed due to non-payment this month!

e (2) Service line repairs made; one due to plumber damaged our line

e Leaking F/H on Nora Ct is being scheduled for a seat-repair/replacement.

e (40) Exercised Hydrants

e (2) Cycles - Well sites mowed, edged, trimmed and blown

e (3) Broken meter lids replaced

e Antenna on water tower replaced due to lightning damage

e Prime Controls replaced the SCADA radio at Lane Pump Station, damaged when
the antenna was struck by lightning
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WASTEWATER

e (13) Cleaned the Lift Station bar screen and bagged the solids for the month

e (1) Cycles - Lift Station was mowed, edged, and blown

e 12,000 ft. of sewer main cleaned (pulled down)

e Responded to another sewer overflow issue on Garner Blvd (private side issue)

e Sewer backup near Milby Rd due to excessive grease in the Town mainline
cleared up

e Ft. Worth has installed the new meter device, along with a valve and bypass.

PUBLIC WORKS MAINTENANCE

e Checked fluids and topped off fluids and changed brakes on 2009-F350
e Replaced battery on Bobcat

e Started equipment and serviced as required

e Sinkholes filled due to storm sewer issues on Nora Dr and Country Club

e (1) Cycles — medians and ROW, mowed, edged, trimmed and blown

ANIMAL SERVICES

e (1) Kitten found and adopted out
e (5) Dead squirrels disposed of
e (1) Stray dog captured, returned to owner two days later

e (2) Dogs reported astray, not found
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E PANTEGO

ENVIRONMENTAL SERVICES

® Mosquito testing ended

EVENTS

e Christmas Tree-Lighting Event

ADDITIONAL ITEMS

e N/A



PHOTOS:

Christmas Decorations put up on Arch-way and Park Tree and at Town Hall
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Christmas Tree placed on Water Tower
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Replaced antenna after lightning strike
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Ft. Worth installing new Lift Station meter with valve and by-pass
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ToOWN OF COMMUNITY DEVELOPMENT REPORT - NOVEMBER 2016
PANTEGO

PLANNING AND ZONING
o No meeting needed in December

CONSTRUCTION AND DEVELOPMENT

¢ 1900 Melbourne Drive- Construction on a hew residential building; Final inspections passed.

¢ 2401 W Park Row Dr- Construction on a new commercial building; Mercantile/ Woodhaven Bank.
Framing, Electrical (rough in and ceiling), and Plumbing (rough in) inspections have been completed
and passed.

CERTIFICATES OF OCCUPANCY

e Greasy Monkey — 2309 W Pioneer Pkwy — Auto Repair — New Business

¢ Arlington Chiropractic Center — 2401 W Pioneer Pkwy Suite 145 — Chiropractic Clinic — New Business
e Asian Spa — 2401 W Pioneer Pkwy Suite 147 — Massage Spa — New Business

e EHS — 2106 W Pioneer Pkwy Suite 131 — Food Management Office — New Business

e Country Kitchen Cafe — 2400 W Pioneer Pkwy Suite 105— Restaurant — New Business

e Scott Solar Control — 2405 W Arkansas Ln Suite B — Window Tinting — Business Expansion

¢ Robert L. Walsh, CPA — 3605 W Pioneer Pkwy Suite A2 — Accounting Services —New Business

¢ BKCK Flooring Enterprises, Inc. — 2320 Superior Dr Suite C — Flooring Storage —Business Expansion
e KMT Accounting, LLC— 2313 W Arkansas Ln Suite 100 — Accounting Services — New Business

e Cable TV Ads America — 3214 W Park Row Dr Suite C, I, J, & K — Advertising Firm — New Business

INSPECTIONS
NOV TOTAL YTD TOTAL

BUILDING INSPECTION 5 13
CERTIFICATE OF OCCUPANCY 10 20
CUSTOMER SERVICE INSPECTION 0 0
ELECTRICAL INSPECTION 5 13
MECHANICAL INSPECTION 1 4
PLUMBING INSPECTION 10 11
REINSPECTION 2

CODE ENFORCEMENT INSPECTIONS

TOTAL INSPECTIONS 33 67




CONSTRUCTION VALUES

NOVEMBER 2016-2017 YTD
NEW RESIDENTIAL CONSTRUCTION $0.00 $0.00
EXISTING RESIDENTIAL REMODEL $78,992.00 $99,485.00
NEW COMMERCIAL CONSTRUCTION $0.00 $0.00
EXISTING COMMERCIAL REMODEL $60,060.00 $118,360.00

TOTAL VALUE

$139,052.00

$217,845.00

FEES COLLECTED

42

NOV TOTAL | NOV FEES | YTD TOTAL YTD FEES BUDGET YTD DIFF.
CERTIFICATE OF OCCUPANCY 11 $1,100.00 23 $2,300.00 $8,000.00 ($5,700.00)
ZONING FEES $0.00 0 $0.00 $9,000.00 (59,000.00)
DEVELOPMENT FEE $0.00 $0.00 $0.00 $0.00
PLAN REVIEW $373.50 4 $592.90 $4,000.00 ($3,407.10)
BUILDING PERMIT 22 $2,560.50 34 $4,464.98 | $39,000.00 | ($34,535.02)
UTILITY RELEASE 1 $40.00 2 $80.00 $375.00 ($295.00)
CONTRACTOR REGISTRATION 11 $900.00 21 $1,800.00 | $13,000.00 | ($11,200.00)
LIQUOR PERMITS 0 $0.00 0 $0.00 $8,000.00 ($8,000.00)
TOTAL FEES $4,974.00 $9,237.88 $81,375.00 (§72,137.12)




X

PANTEGO

MUNICIPAL COURT

Municipal Court Collections / November 2016

On-Time Citations Warrants

Fines- $16,834.57 Fines- $24,680.65
Fees- $ 8.663.70 Fees- $ 7.679.15
Total- $25,498.27 Total- $32,359.80

Court Security Fund-  $624.00
Court Technology Fund- $847.10
Accident Reports- $15.00
Collection Fees- $1,527.20
Gross Total Revenue- § 57,858.07

Less State Fee’s- $ 16.342.85
Net Revenue- $ 41,515.22

Presented by: Thressa Houscholder

2600 MILLER LANE * FAX: (817) 261-4538
PANTEGO, TEXAS 76013 COURT: (817) 617-3733
METRO: (817) 261-4537



WARRANT MONTHLY TOTALS FOR NOVEMBER 2016

TOTAL WARRANTS VALUE CLEARED------nmcmmeemmemmcmmmemmcemmcenee $79,570.16
SV | » S $166,784.04
TOTAL PAYMENTS COLLECTED--nm-rmmemmemmmemmmemmemmcem e e $34,528.00
SV | » S— $72,861.85
TOTAL NON-CASH CLEARED----n-nmmemmsemmmemmeammemmemcem e $45,042.16
SV | » S— $93,126.19
WARRANT FEES COLLECTED---nnsnmmemmmemmmemmcem e meamce e $5,357.65
SV | » S— $10,996.55
BONDS/FORFEITURES------nnnmmemmmemmmem e mam e e $0
SV | p S $796.00
TOTAL PHONE CALLS-----<nmcemmenv 710- 179 OUT  711-406 OUT Tot-585
137 IN 186 IN  Tot-323
TOTAL POST CARDS------mcnmmenmea 710- 42 711- 49 Tot - 91
PERSONAL STOPS/ATTEMPS----rnmeemmeemmeammeam e e 3
CONTACT Sermmmmmmmem e e 3
2010 = 1 N € = = 2
P 32 oy T — 710-5 T J— Tot-8
Y o =T N — 710- 7 g4y g— Tot - 14
BONDS/COURT DATES-------z-meemmen 710- 7 T J— Tot-10
=10] N[ D1V [0 ]U] N} e — 710 - $6,572.00 711 - $4,031.70--- Tot $10,603.70
= g = T — 710 -97 711 - 53----Tot 150

TOTAL WARRANTS CONTACTED---- 710 - 63 711-75
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TOTAL WARRANTS CLEARED--------- 710 - 63

O - I 7N U —— 710 - $19,367.70
TOTAL AMOUNT COLLECTED--------- 710 - $7,022.70
FUTURE REVENUE-------nszmmeemmemmenmea 710 - $3,894.00

EXTRA DUTIES/VACATION/OTHER FOR NOVEMBER
Officer Hopkins out of the office total of 3.5 Vac, Sick, Hol, Etc

Officer Watson out 5 days Training/Holiday/Vacation/Sick
Both Officers out of office 2.5 hours for range time

Arraignments - 9
Prisoner Transfers - 7
Prisoner Service calls - 10

Assist Patrol - 12

Additional warrants cleared — 146

Respectfully submitted,
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711-74
711 - $22,809.20
711 - $11,234.07

711 -$3,722.10

Warrant Officer: Chad Watson 710 Warrant Officer: Robert Hopkins 711
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11/01/2016 - 11/30/2016

Street
Fee Citation Violation Amount Posting Date Docket

COLAGY COLLECTIONS FEE 122724 0l 73.50 11/03/2016 122724 01
COLAGY COLLECTIONS FEE 122724 02 61.50 11/03/2016 122724 02
COLAGY COLLECTIONS FEE 149306F 02 8.20 11/14/2016 149306F02
COLAGY COLLECTIONS FEE 400774 01 65.70 11/15/2016 400774 01
COLAGY COLLECTIONS FEE 400774F 01 85.50 11/15/2016 400774F01
COLAGY COLLECTIONS FEE E00B332 01 153.00 11/04/2016e E008332 01
COLAGY COLLECTIONS FEE E012424 02 57.00 11/01/2016 E012424 02
COLAGY COLLECTIONS FEE E012424 03 61.80 11/01/2016 E012424 03
COLAGY COLLECTIONS FEE EQ12489 03 123.70 11/17/2016 E012489 03
COLAGY COLLECTIONS FEE E015612F 01 92.10 11/17/2016 E015612F01
COLAGY COLLECTIONS FEE E018511 0z 23.40 11/03/2016 E018511 02
COLAGY COLLECTIONS FEE E018511 03 138.30 11/03/2016 E018511 03
COLAGY COLLECTIONS FEE E0O18511F 02 90.60 11/03/2016 E018511F02
COLAGY COLLECTIONS FEE EQO18511F 03 90.60 11/03/2016 E018511F03
COLAGY COLLECTIONS FEE E018511V 01 90.60 11/03/2016 E018511V01l
COLAGY COLLECTIONS FEE E019510 01 79.90 11/11/2016 E019510 01
COLAGY COLLECTICNS FEE E015510 02 8§3.10 11/11/2016 E019510 02
COLAGY COLLECTIONS FEE E021007 01 2.00 11/11/2016 E021007 01
COLAGY COLLECTIONS FEE E023403 01 54.60 11/28/2016 E023403 01
COLAGY COLLECTIONS FEE E023403F 01 52.10 11/28/2016 E023403F01

1,527.20

1,527.20



47

T O WN O_F

PANTEGO  AGENDA BACKGROUND

AGENDA ITEM: Approval of Bills Payable and Purchase Orders over $5,000.

DATE: December 12, 2016
PRESENTER: Matthew Fielder, City Manager
BACKGROUND:

This agenda item includes a listing of bills payable over $5,000. Included are copies of invoices for
professional services and purchase orders over $5,000, attached memo and invoice copies, if
available.

FISCAL IMPACT:

Please review report for individual account number.

RECOMMENDATION:

Staff recommends the following motion:

Approval of the listing of bills payable and purchase orders over $5,000 as submitted.
ATTACHMENTS:

Expenditure Summary and List of Purchase Orders over $5,000 for December 12, 2016.



48

Purchase Orders and Bills Payable for 12/12/16

Bills Payable over 55,000

Purchase Orders over 55,000

2047 -Tyler Technologies (Budgeted)

Bills Payable Under $5,000

Professional Services
Jim Jeffrey

Bill Lane, Attorney
Craig Magnuson
Teresa Weaver Evans

GENERAL BILLS

Arlington Utilities

Arlington Utilities

City of Arlington - Radio Lease
Gexa Energy

Intermedix

Voyager Fleet System

Duncan - Garbage

Duncan - Recycling

AMOUNT

AMOUNT
$9,563.00

AMOUNT
$1,571.74
$1,837.50
$1,300.00
$1,300.00

AMOUNT
$5,930.87
$7,326.90
$1,131.00
$21,298.99
$1,260.49
$2,582.11
$8,471.30
$2,104.16

DESCRIPTION

DESCRIPTION
Dallas Regional Warrant Interface

DESCRIPTION
November Attorney Fees
December 2016 Court Services
November Prosecutor Services
November Magistration Services

DESCRIPTION
September Wastewater Service
October Wastewater Service
November 2016 Radio Lease
Electricity Billing Through 11/11/16
November Ambulance Service
November Fuel Usage
November Trash Removal
November Recycling Removal
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TOWN OF PANTEGO N°}0 L

1614 S. BOWEN 1. PURCHASE ORDER NUMBER. Vendor must show

PANTEGO, TEXAS 76013 purchase order number on all packages, shipping
’ papers, invoices and relative correspondence.

2. INVOICING. Send invoices to:

TOWN OF PANTEGO

Attn: Accounts Payabie

1614 S. Bowen Road

PANTEGO, TEXAS 76013

3. TAXES. Municipallty Tax Exempt
Entity I.D. #75-1291097

10 Ty ler Tethnclogey SHIP PANTEGO MUNICIPAL COURT
519 55@ Streed To 2600 MILLER LANE
Lot [leans r]q,_nq PANTEGO, TX 76013

Rl 1825-5-000-1N0.000 | Dourt

QUANTITY
ORDERED | RECEIVED

STOCK NUMBER / DESCRIPTION PRICE PER AMOUNT

fDﬁ‘L,LRS/\ze%\ Dr\a,\ \k\Mzm \Ferfacg G50

0 . BDUDG?TC@ lvom

TOTAL 0) 5@} 3 &)

S—

S B A -,7,,

APPROVED BY
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Pantego Municipal
Court

Memo

To: Matt Fielder, City Manager

From: Thressa Householder, Municipal Court Administrator

cc: Karen Hollingsworth, Finance Director

Date: Dec 6th 2016

Re: Purchase Order Authorization For Dallas Regional Warrant Interface

The Municipal Court is requesting the approval of the attached purchase order in the amount of $9,563.00 to Tyler
Technologies, for the purchase of the Dallas Regional Warrant Interface.

The purchase was approved in the FY 15-16 Budget but was not purchased due to a glitch in the software. The money
was placed on hold during the FY 16-17 Budget and will be purchased through the Court Technolouy fund. The price
has changed from the first proposal and is an increase of $63.00.

Thank you

Thressa Householder

Municipal Court Administrator
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got u
Proposal

Local Government Division

Dallas Regional Warrant Interface

Presented to:

Proposal date:

Submitted by:

Asst. Chief Barry Reeves
Asst. Chief

City of Pantego

2600 Miller Ln

Pantego, TX 76013
817-274-2511
breeves@townofpantego.com

October 31, 2016

Sarah Koski
(800) 646-2633
sarah.koski@tylertech.com

Tyler Technologies

Local Government Division
5519 53rd Street

Lubbock, Texas 79414

51
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lnvestment Summary o 'ﬂ_ ﬂ
Asst. Chief Barry Reeves oowo y @ﬂ‘
City of Pantego *

October 31, 2016

Investment Breakdown Proposal Vahd for 120 days

Software Investment Annual Fees
License Fees (Existing Cuslomer) 9,563 2,125

9,563 2,125
Project Total 9,563 2,125

Nole. Travel Expenses are billed as incurred based on Federal IRS per diem slandards.
Tyler will invoice Client for the License Fees listed above upon delivery of the software

Mainlenance Fees lisled above will be invoiced upon ninely (90) days of delvery and
annually thereafter on the anniversary of lhat date

All paymenl lerms are net thirly (30) days



Soflware Licenses
Asst. Chiel Barry Reoves
City of Pantego

October 31, 2016

Estimaled

Estimated

Application Software ary Hours Servicus License Feo Services
Incode Court Case M Yy Suile 11,250
Dallas Regional Wairint Interface 4,500 8,500 Included Inctuded
Incoude Sthedubng 2,740 2750 Included Inctuded
(Wi W Schedubng, Macio Sahweduhing. Citition mport Scheduting)
Incode Application Subtotal 11,200
Preferred Customer Discount {15%) {1.,668)
9,563

Application and System Soltware Total

AccudGL
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LAW OFFICES OF JIM JEFFREY
2214 Park Springs Blvd
Arlington, Texas 76013
Phone: (817) 261-4640

Fax: (817) 275-5826
Federal Tax I.D. # 75-2947449

Town of Pantego
1614 S. Bowen Road
Pantego, TX 76013

12/2/2016
Account No. — 09.01.06
Invoice # 22234

Legal services

November 1 — November 30, 2016

Attorney Total Hours: 8.70

Hourly Rate: $175.00
Paralegal Total Hours None
Hourly Rate $ 80.00
Total for Services: $ 1,554.50
Expenses: $ 17.24

TOTAL BALANCE DUE: $ 1,571.74

Nolan County land issue $ 0

54



From: 11/04/2016 10:34 #2234 l-"OCS)g/OOI

BILL LANE \A
o)

1110 Tennison Road 60 DATE: November 4, 20

Azle, Texas 76020 \D‘
Phone 817-276-4709 R

Bill To:

VIA FACSIMILE 817-261-4538
Matt Fielder

City Manager

Town of Pantego

1614 S Bowen Road

Pantego, Texas 76013

DESCRIPTION AMOUNT
Court Services for Dec 2016 $1,837.57

TOTAL | § 1,837.50 |

Make all checks payable to BILL LANE
If you have any questions concerning this invoice, contact Aima Roden 817-276-4710
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PROSECUTOR SERVICE FOR THE MONTH OF NOVEMBER 2016

ACCOUNT # 100-3-160-210.00

INVOICE FOR SERVICES
SERVICES PERFORMED: PROSECUTOR FOR MUNICIPAI. COURT
VENDOR #10123 CRAIG MAGNUSON $1,300.00
BILLING ADDRESS: CRAIG MAGNUSON

2600 MILLER LANE
PANTEGO, TEXAS 76013
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MAGISTRATION SERVICE FOR THE MONTH OF NOVEMBER 2016

ACCOUNT # 100-5-160-210.00

INVOICE FOR SERVICES
SERVICES PERFORMED: ARRAIGNMENTS/WARRANTS/MAGISTRATION
DUTIES
VENDOR # 11574 Teresa Evans
BLOOD DRAW WARRANTS
MAGISTRATIONS

TOTAL - $1300.00

BILLING ADDRESS: Teresa Evans
2600 Miller Lane
Pantego, Texas 76013
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T 0O W N
PANTEGO  AGENDA BACKGROUND
AGENDA ITEM: Approval of the Town Council minutes and acceptance of minutes of the various
Boards and Commissions.
Date: December 12, 2016
PRESENTER:

Julie Arrington, City Secretary

BACKGROUND:

Minutes from Town Council and Pantego’s various Boards and Commissions

FISCAL IMPACT:

None.

RECOMMENDATION:

N/A

ATTACHMENTS:

112816 TC Minutes
110816 CRB Minutes

Director’'s Review: 7€d
City Manager’'s Review: MDF
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Town Council Minutes
November 28, 2016

STATE OF TEXAS 8
COUNTY OF TARRANT 8
TOWN OF PANTEGO 8

The Town Council of the Town of Pantego, Texas, met in regular session at 6:30 p.m. in the Council Chamber
of Town Hall, 1614 South Bowen Road, Pantego, on the 28" day of November 2016 with the following
members present:

Melody Paradise Mayor

Don Surratt Mayor Pro-Tem
Fred Adair Council Member
Don Funderlic Council Member
Jane Barrett Council Member
Russell Brewster Council Member

Members absent:
None.

Constituting a quorum. The following staff members were present:

Matt Fielder City Manager

Julie Arrington City Secretary

Jim Jeffrey Town Attorney

Karen Hollingsworth Finance Director

Dennis Jobe Community Development Director
Scott Williams Public Works Director

Tom Griffith Chief of Public Safety

Barry Reeves Assistant Police Chief

Robert Coker Assistant Fire Chief

Thressa Householder Court Administrator

Also in attendance:
None.

WORK SESSION 6:30 P.M.
Mayor Paradise called the work session to order at 6:31 p.m.

CONSENT AGENDA ITEMS
Mayor, Council, and Staff discussed the following consent agenda items:

1. City Manager Report
Mr. Fielder informed Council of the following updates:
There are three vacancies in the police department, and Officer Meinke is out on medical leave.
The Green Ribbon project is the landscaping for Highway 303 by the Texas Department of
Transportation (TxDOT). An invoice has been received for additional civil engineering services, but
details are not outlined on the invoice. Mr. Fielder will provide further information once he receives

correspondence from TxDOT.

2. Approval of Bills Payable and Purchase Orders in excess of $5,000.
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Mayor Paradise requested staff to include the words “Budgeted” or “Not Budgeted” on the purchase
orders and to add a column on the spreadsheet. There was a discussion on the lwerk Invoice
regarding the guaranteed hours. Council requested an itemized invoice from Civic Plus for the
website. Chief Griffith answered Council’'s questions regarding the del Carmen Invoice for the Racial
Profiling Report. Mrs. Householder addressed Council's concerns with the purchase of the ticket
writers. There was a discussion on the repairs to the fire truck and if there were codes that led them
to repair the camshaft.

Approval and Acceptance of Minutes

Approval of Town Council Minutes:
e Town Council minutes from November 14, 2016

There was a change to the minutes on item number 3 detailing what was replaced on the helmet
radio.

Acceptance of Minutes of Boards and Commissions:
e PEDC minutes from October 26, 2016

Mayor Paradise read the caption for the executive session and recessed the regular session at 6:50 p.m.

Following the Scheduled Executive Session, the Council will reconvene in public session and may take
any and all action necessary concerning the Executive Session.

SCHEDULED EXECUTIVE SESSION ITEMS

The Council will convene in the City Manager’s Office pursuant to the Texas Government Code for an

executive session on the following items:

1. Pursuant to Government Code Section 551. 071 Litigation Matters, to discuss pending or
contemplating litigation, settlement offers, and other legal matters that implicates the attorney-
client privilege — Smith Barry Paving Assessment Liens.

Mayor Paradise reconvened the regular session at 7:10 p.m. and announced no action was taken.

4.

Discuss, direct, and consider action on Resolution 16-30 a resolution of the Town of Pantego,
Texas, authorizing the release of a paving lien assessed on the property located at 1708
Cresthaven Drive Pantego, Texas filed on January 28, 1983.

There was no further discussion and Council agreed to move this item to the Consent Agenda.

Discuss, direct, and consider action on Ordinance 16-794 an ordinance of the Town of
Pantego, Texas, amending the Code of Ordinances Chapter 12 Traffic and Vehicles, Article
12.01 General Provisions, Section 12.01.001 Definitions and Rules of Construction and by
amending Article 12.05 Parking, Stopping and Standing Section 12.05.003 General Provisions;
making the ordinance cumulative of other ordinances on the subject; providing a penalty
clause; providing for publication; and declaring an effective date. This ordinance is otherwise
known as the Boat and RV Ordinance.

Mr. Jeffrey’'s addressed Council’s inquiries regarding the tabling of this ordinance at the last Council
meeting and after reviewing the Town Ordinance determined tonight’s reading would be considered
the second and final reading. Mr. Fielder informed Council the ordinance presented tonight has not
changed since the last meeting on this ordinance; parking will be required on an all weather services,
length requirements were removed, parking allowed on the side and rear yards but not in the front
between the street and the building line. There was a discussion among Council identifying items that
are still in negotiations; the definition of the all-weather surface; and if automobiles are included in the
ordinance or are they covered under the nuisance ordinance.

2



61
Town Council Minutes
November 28, 2016

Mayor Paradise adjourned the work session at 7:26 p.m.

REGULAR SESSION 7:30 P. M.
CALL TO ORDER/WELCOME

Mayor Paradise called the regular session to order at 7:39 p.m. and welcomed the audience.
Councilmember Barrett led the invocation which was immediately followed by the Pledge of Allegiance.

MAYOR/COUNCIL/STAFF COMMENTS OF COMMUNITY INTERESTS

Mayor Pro-Tem Surratt welcomed Robert from RJ Construction and the audience. He thanked Public
Works, the Fire Department, the Police Department, Santa, and the Community Relations Board for the
event this weekend stating it was well attended. The Town cannot do these events without the CRB and
the staff pulling together. It is a privilege to be able to walk the Candy Train, talk with the residents, and
there seemed to have been more families with children this year. Thank you to all the Department Heads
because without you the Town could not do this.

Councilmember Funderlic agreed with Mayor Pro-Tem Surratt and thanked all of the staff and the
volunteers for their hard work.

Councilmember Barrett agreed and welcomed the audience.

Councilmember Adair thanked the audience for their attendance. He thanked staff, the volunteers, and
the CRB stating the Candy Train and Christmas Tree Lighting worked out really nice and everyone had a
good time. He felt it was very enjoyable and thanked Santa Clause.

Councilmember Brewster welcomed the audience and thanked staff and Council for working together to
get things accomplished. He is sad he missed the Candy Train and Tree lighting but enjoyed hearing all
the comments from citizens around Town.

Mayor Paradise commented the Cake Bliss ribbon cutting was fantastic. The Town is fortunate to have
them located here. She invited the audience to stop by and see the work of Cake BlIiss.

COUNCIL LIAISON TO BOARD REPORT

Community Relations Board

Councilmember Barrett stated there had not been a meeting since the last Council meeting. She was
informed the Candy Train and Tree lighting ran as smoothly as possible. They will be performing the
Christmas Light judging the weekend of December 10",

Pantego Youth Leadership Council

Mayor Paradise announced the next PYLC meeting will be December 20™. Last month they discussed
community events, lessons learned, and assisted the CRB with the dog stockings. At the next meeting,
they will continue the theme of working with the community and should have a guest or two from
charitable organizations in keeping with the theme of the holidays.

PEDC REPORT

Mayor Pro-Tem Surratt stated the meeting was canceled for the holidays, so there is nothing to report.
The Boards primary topic is the splash pad with some more interviews at the next meeting. December
17" Santa Clause will visit four of the shopping centers at Park Row then come down and wrap up at the
Mayoral Red Kettle Challenge at Walmart.

CITIZENS OPEN FORUM
None.
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APPROVAL OF CONSENT AGENDA ITEMS

Mayor Pro-Tem Surratt made a motion to approve the consent agenda items 1, 2, and 3 with the addition
of item number 4, resolution number 16-30 as a consent agenda item and with the corrections made
during the work session. Councilmember Barrett seconded the motion.

The vote was as follows:

Ayes: Surratt, Funderlic, Barrett, Adair, and Brewster.
Nayes: None.

Abstentions: None.

Mayor Paradise declared the motion passed unanimously.

4,

Discuss, direct, and consider action on Resolution 16-30 a resolution of the Town of Pantego,
Texas, authorizing the release of a paving lien assessed on the property located at 1708
Cresthaven Drive Pantego, Texas filed on January 28, 1983.

This item was discussed and approved with the Consent Agenda.

Discuss, direct, and consider action on Ordinance 16-794 an ordinance of the Town of
Pantego, Texas, amending the Code of Ordinances Chapter 12 Traffic and Vehicles, Article
12.01 General Provisions, Section 12.01.001 Definitions and Rules of Construction and by
amending Article 12.05 Parking, Stopping and Standing Section 12.05.003 General Provisions;
making the ordinance cumulative of other ordinances on the subject; providing a penalty
clause; providing for publication; and declaring an effective date. This ordinance is otherwise
known as the Boat and RV Ordinance.

Mr. Fielder informed Council the ordinance presented tonight has not changed since the last meeting;
parking will be required on an all weather services, length requirements were removed, parking is
allowed on the side and rear yards, but not in the front between the street and the building line. There
is 180-day exclusion on the property that is non-transferrable for current homeowners. The ordinance
also extents the loading/unloading times from 24 hours to 72 hours not more than two
nonconsecutive times within the same week. Mayor Paradise read a letter from James and Mildred
Bradham who are RV owners in support of this ordinance.

Jason Bergin, 2801 Woodwind Dr. Pantego, Texas 76013, inquired on the purpose of the ordinance,
how it came about, and if a 30-60-90 day impact study was being done by staff. He does not believe
this ordinance will affect the property values of the homes. He clarified some of the changes
announced and questioned Council on their need to dictate resident’s actions on their property. There
was a discussion on his suggestions for parking in the rear and side yards and front driveway as long
as the item does not cross the sidewalk of the property. Council explained they are attempting to find
a compromise that works for all citizens and keeps the Town from deteriorating in the future.

There was a discussion on the guidelines for the allowable length and enforcement of the boats and
RV’s. Council discussed with Mr. Jeffrey and Mr. Jobe the enforcement of the required registration
and inspection; as well as Article 8 of the Municipal Code of Ordinances that discusses nuisances.
Council requested the ordinances to reference the Nuisance Ordinance. Council inquired on the
required on the driveway and building setbacks and discussed enforcing a 5-foot side and rear yard
setback for parking. Assistant Fire Chief Coker answered Council’s inquiries on the fire code. Mr.
Jeffrey answered Council’s inquiries regarding a setback for a driveway and the enforcement.

Robert Jordan, 1500 Wagon Wheel Dr. Pantego, Texas 76013, inquired on Council putting
themselves in the position of a homeowner association (HOA) and believes this is a slippery slope
they are on with this ordinance. A lot of people live in this community because they do not want to be
a part of an HOA.
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Mayor Paradise re-capped the open issues and the settlement of issues to Council for approval. Mr.
Fielder was directed to draft an ordinance with the new changes for a final decision at a future
Council meeting.

Discuss, direct, and consider action on the Second and Final reading of Ordinance 16-795 an
ordinance of the Town of Pantego, Texas, amending the Fiscal Year 2015-2016 adopted
Budget; and declaring an effective date.

Mr. Fielder reminded Council this ordinance is the end of the year budget ordinance and many of the
items were approved by Council throughout the year. Mrs. Hollingsworth answered Council’s
concerns by informing them that the changes made only change expenses from one line item to
another and does not affect the end result of the budget and a surplus remains.

Councilmember Brewster made a motion to approve Ordinance 16-795 as written authorizing
amendments to the adopted budget for 2015-16. Councilmember Barrett seconded the motion.

The vote was as follows:

Ayes: Surratt, Funderlic, Barrett, Adair, and Brewster.
Nayes: None.

Abstentions: None.

Mayor Paradise declared the motion passed unanimously.

Following the Scheduled Executive Session, the Council will reconvene in public session and may take
any and all action necessary concerning the Executive Session.

SCHEDULED EXECUTIVE SESSION ITEMS

The Council will convene in the City Manager’s Office pursuant to the Texas Government Code for an

executive session on the following items:

1. Pursuant to Government Code Section 551. 071 Litigation Matters, to discuss pending or
contemplating litigation, settlement offers, and other legal matters that implicates the attorney-
client privilege — Smith Barry Paving Assessment Liens.

Mayor Paradise announced this item was done during the work session and there is no action to be taken
on this item.

COUNCIL INQUIRY

None.

7.

Discuss, direct, and consider action on the scheduling of a special meeting to discuss the
final revisions of the Town of Pantego Municipal Code of Ordinances Chapter 14 Zoning.

Mr. Fielder informed Council there had not been changes made to the ordinance. Council requested a
cross reference in the Zoning Ordinance to the General Ordinance discussing the P & Z Commission,
their responsibilities, and their power to approve site plans. There was a discussion on the difference
in a variance and an exception. Council requested staff to upload the statutory language to their
Dropbox. Council requested changes to section 14.09 d (1), (2) and (3) by adding disagreements
between the Commission and staff will be heard by Council. Section 14.09(b) will be deleted. There
was a discussion on regulating call centers, on allowing churches in commercial districts, extending
the Park Row Corridor to the west, and illumination & lighting standards. Section 14.10.610(a)(4)
regarding chimneys and pilasters will be removed. There was a discussion on allowing commercial
dumpsters from any waste company.

COUNCIL INQUIRY
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Mayor Paradise reminded Council of the ribbon cutting for Arlington Chiropractic and Timeless Treasures.

Councilmember Funderlic inquired on the scheduled electronic clean-up day for the Town.

ADJOURNMENT
Mayor Paradise adjourned the regular session at 10:42 p.m.

APPROVED:

Melody Paradise, Mayor

ATTEST:

Julie Arrington, City Secretary
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STATE OF TEXAS
COUNTY OF TARRANT
TOWN OF PANTEGO

The Community Relations Board (CRB) of the Town of Pantego, Texas, met in regular session at 7:00 p.m. in the Council Chamber of
Town Hall, 1614 South Bowen Road, Pantego, on the 8th day of November, 2016 with the following members present:

Leanna Cartier Secretary / Treasurer
Michael Cartier Board Members
Lothar Heller

Cal Kost

Tori Roemmich

The following staff and council members were present:

Melody Paradise Town Mayor

Matt Fielder City Manager

Scott Williams Public Works Director
Sheila Sherman Staff Liaison

Call To Order and General Comments:
The meeting was called to order at 7:00 p.m. by Secretary Leanna Cartier.

Pledge Of Allegiance
Citizens Open Forum:

CRB Member and Council Representative Reports:
e  Mayor Melody Paradise announced that she had received resignation letters from Chairperson Chuck White and Vice-

Chairperson Sheila Burcham.
a. Chuck had to resign because of some health issues. Someone will need to get any CRB materials from Chuck.
b. Sheila had a change in work responsibilities which was taking more of her time than previously, so she needed to
dedicate her time there instead.
c. A special election of officers will be needed at the next meeting.

Old Business:
e Approval of minutes for 10/4 Regular meeting
a. Tori Roemmich motioned to keep the minutes as written.
b. Cal Kost seconded. Passed unanimously.

New Business for Discussion, Review and ABgroval:
1. Halloween Event Recap (October 29™):
a. Event was well attended, and overall seemed to go over very well.
b. The stockade was extremely popular with young and old, and had a line most of the night.
c. Police vehicles had several people in line throughout the event, so it should be something that is continued for future
years, if possible.
i. It was noted that the fire truck was on the opposite side of the park from the police vehicles, so it wasn’t as
visible.
ii. Ifpossible, see about having police and fire vehicles on the same side, with plenty of clearance in case they
need to depart suddenly.
d. Cal Kost mentioned there was some confusion about the tickets and how they were to be used.
i. They were supposed to be for spins on the prize wheel, and received for participation in the Scavenger
Hunt as well as bringing non-perishable food items.
ii. Eventually, the tickets weren’t being used at all.
€. There were some issues with the lighting both near the events and in the haunted house.
i. The outside lights weren’t coming on in one section. It turned out that there was another light source
shining on the daytime sensor, so the lights were responding as if they were in daytime mode.
ii. There weren’t enough lights near the games.
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iii. The haunted house had lights that wouldn’t turn off, so it was brighter than desired inside. It was suggested
that something be set up next year to try and partially cover the lights, if possible.

f.  The haunted house didn’t have good instructions on how to build it properly.

i. A suggestion was made that in the spring or summer, the council should set aside some time to do a
practice run of how to put it together, while it is light outside.
ii. Also, create a clearly written document with step by step instructions and/or photos for future use.
g. There were some unspecified AV equipment issues at the event, but a workaround was eventually figured out.
h. The cupcakes from Perna’s arrived late.
i. This was because they had electrical issues all day.
ii. The owner brought them to the park and was decorating on-site.
iii. Other volunteers were helping to box them up.

i. Only one decorated pumpkin was submitted, so they won the prize.

j. There were also fewer participants in the scavenger hunt than in previous years, but many of them actually did
complete the list.

k. Mayor Melody Paradise asked about the loglstxcs of transferring items between the storage barn and the park.

i. Issue is that over half the storage space in the barn is dedicated just to Halloween supplies, but there aren’t
enough people or vehicles to get everything in just a short time.
ii. Michael Cartier suggested each year renting a small U-Haul for 24 hours and using that to transport
everything back and forth.
iii. Another suggestion was seeing if the town could provide trucks.
iv. No decision was made at this time.

l.  During brainstorming, it was mentioned that the schedule of events be clearly posted at the event, as well as possibly
in the town newsletter in the future.

m. Michael Cartier mentioned he knew someone who has been decorating their house for many years with mostly
homemade decorations. For various reasons, his friends (Don and Monica Riney) were going to stop doing the
decoratmg for awhile, and wanted to know if the town would like some of the decorations.

i. Don told Michael that he didn’t want money, just a donation receipt.
ii. Some of the items include some fencing made out of PVC, a hanging skeleton and some lighting. A full list
wasn’t available, only a couple of pictures sent to Michael.
iii. After discussion, Tori Roemmich motioned to accept whatever he wanted to donate. It was seconded by
Leanna Cartier, and passed unanimously.
iv. Michael will contact his friends and arrange a time for Michael and Tori to go out and look at the items.
2. Christmas Event:

a. Reviewed the contract that Michael Cartier had received for Snapbott Photo Booth to discuss some issues which the

town had noticed.
i. Because they prefer a solid surface rather than a grassy one, Michael said he would place it in the main
parking lot, and place other event items nearby to bring crowds over.
ii. Another issue was the lack of power in the park, as almost all plugs are dedicated to the Christmas lights.
1. It was discussed to obtain a generator for lights and power for this.
2. Michael Cartier motioned that we rent a generator and use that for the photo booth and some
supplemental lighting. Tori Roemmich seconded and the motion passed unanimously.
3. The town has contacts for generators, so they would get that set up. It would still be charged to the
CRB budget.
4. Lothar Heller mentioned that the breakers in the park are well over 15 years old, and that maybe
the town should look into upgrading the park’s wiring and electrical system.
iti. Lion’s Club agreed to provide hot cocoa and popcorn.
iv. There are approximately 500 children’s Christmas stockings this year, most of which will be on the candy
train.
1. Ifthere are any left over after the event, they will be given to the police / fire departments.
2. They may also be donated to a local shelter / Mission Arlington.
v. Tori Roemmich showed some ideas for crafts.
1. Instead of voting on a particular craft, Michael Cartier suggested she just pick two crafts — one
easy for children, and one that might be fun for anyone.
2. He also told her to go ahead and get whatever supplies she needed and keep it within $150, as that
was what he had budgeted for already.
vi. Tori also said she would take care of the doggie stockings.
1. It was discussed that the pre-made stockings were about $4.00 each, which was much more than
the pre-made children’s stockings.
2. Instead of buying pre-made ones, it was suggested that a variety of treats be purchased and placed
in baggies.
3. Further discussion yielded that there should be only about 100 pet stockings, all for dogs.
4. Michael Cartier motioned, Cal Kost seconded and this was approved unanimously.
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A caricature artist had been suggested as another form of entertainment. After discussion, it was decided
NOT to do this at the Christmas event, but maybe consider at a future event.
Assistance is needed from the PYLC members.

1. Michael Cartier volunteered to attend their next meeting on Nov. 15" around 7:30 and ask for

volunteers.

2. He would also mention the costumes again, just to ensure that they all are returned this year.
Leanna Cartier will call Perna’s and TNT Entertainment to verify everything is still on schedule. She will
also pick up all the checks from the town office on Wednesday before Thanksgiving.

1. 34 dozen chocolate chip cookies are to be picked up around 2:30 on the day of the event.

2. TNT Entertainment needs to have the sleigh ready by 5:30, as Santa should arrive by 6:00.

3. Checks are for Snapbott (photos), clowns (balloons / face painting), Santa, Perna’s, and TNT

Entertainment.
Food will be ordered for the volunteers and Santa, probably from Subway. It will need to be picked up the
day of the event as well.
Santa will arrive at the park via police vehicle and will need to have some down time before starting the
photo sessions. He will need two lights for the sleigh.
Crafts, the photo booth, and food will need a few other lights to be determined at the event.
Michael Cartier will bring some of his own Christmas CDs to play at the event.
Tori Roemmich will need 4 tables for crafts, while Lion’s Club will need 2. Cookies will need at least one
table, as will the sound system. Face painters may need some tables in the gazebo in lieu of the single table
currently in there (they will also need some chairs). Snapbott photo booth will supply their own table, but
we might want to have one extra in case they need it. Estimate 10 tables, maybe as many as 12.
Two canopies will be needed for the food tables, and maybe one other for Snapbott.
Town will provide a barricade for the parking lot that we can set up when we are ready. Michael suggested
the parking lot be closed off about 2:30, and only used for the booths. Setup should start around 3:30 PM.
Christmas Yard Contest:

1. Lights should be up by end of day Dec 10", with judging to be completed before Dec 13". This

will be placed in the newsletter.

2. Because of limited participation last year, and the same residents always winning, it was suggested

to only do yard signs this year, no cash prizes.

3. Ifthere is still limited participation, maybe discontinue next year.

a. Pantegofest only had about 10-15 people come by and sign up during the event, but many of them seemed
interested.

b. Nobody knows if these people were contacted shortly after the event.

c. Even though it’s been a few months, someone should still follow-up with these contacts.

d. Names are in the supply box which Chuck White has.

CRB Member Inquiry:

Adjournment;:

Secretary Leanna Cartier adjourned the meeting at 8:57 PM.

Approved:

Attested:

anna Cartier, Secretary / Treasurer

Sacle D Yprma,

(stteila D. Sherman, Staff Tiaison
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AGENDA ITEM: Discuss, direct, and consider action on Resolution 16-31 a resolution of the Town
of Pantego, Texas, authorizing the approval of an amendment to the Advanced
Funding Agreement with the Texas Department of Transportation for the
landscaping of the median on Spur 303.

Date: December 12, 2016

PRESENTER:

Matt Fielder, City Manager

BACKGROUND:

Staff received an invoice from TxDOT for $52,954.27 for cost overruns on the 303 Green Ribbon Project.
The cost overruns were primarily attributable to construction engineering costs. TxDOT has agreed to
have those costs paid entirely by the State. IN order to accomplish this, an amendment to the original
Advanced Funding Agreement is needed. Resolution 16-31 would approve that amendment.

FISCAL IMPACT:

Cost saving to the Town of $52,954.27.

RECOMMENDATION:

Staff recommends Council approve Resolution 16-31

ATTACHMENTS:

Resolution 16-31

Correspondence with TxDOT

TxDOT Invoice

TxDOT Advanced Funding Agreement

Director’'s Review:
City Manager’s Review:
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RESOLUTION NO. 16-31

A RESOLUTION OF THE TOWN OF PANTEGO AUTHORIZING THE APPROVAL OF AN
AMENDMENT TO THE ADVANCES FUNDING AGREEMENT WITH THE TEXAS
DEPARTMENT OF TRANSPORTATION FOR THE LANDSCAPING OF THE MEDIAN ON

SPUR 303.

WHEREAS,

WHEREAS,

the Town of Pantego executed a contract on October 31, 2016 to effectuate their
agreement to landscape improvements to the median on Spur 303 from the West
Town limits at Shady Valley Drive to the East Town limits of Pantego at West
Cornerstone Lane; and

the Town Council sees the need to amend the existing contract with the Texas
Department of Transportation for landscape improvements to the media on Spur
303 with the Advance Funding Agreement with the Texas Department of
Transportation.

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF THE TOWN OF
PANTEGO, TEXAS:

Section 1:

Section 2:

the Town Council authorizes the City Manager to enter into an amendment to the
Advances Funding Agreement with the Texas Department of Transportation for
the landscaping of the median on Spur 303 as outlined in Exhibit A.

this resolution is effective immediately upon passage.

PASSED AND APPROVED this the 12" day of December 2016, at a regular meeting of the
Town Council of the Town of Pantego, Texas, by a vote of ayes, ___ nays and

abstentions.

ATTEST:

Melody Paradise, Mayor

Julie Arrington, City Secretary

APPROVED AS TO FORM:

James T. Jeffrey, Jr., City Attorney

Town of Pantego

Res No 16-31 1
TXDOT 303 Median Amendment
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November 21, 2016

Texas Department of Transportation

Mr, Stephen Stewart

Director, Financial Management Division

125 East 11" Street, Austin, Texas 78701-2483

Re: Project ID 02220801063
Dear Mr. Stewart,

I am in receipt of the invoice you sent regarding the Spur 303 Green Ribbon Project that was completed
in 2013. The invoices states that the Town of Pantego owes $52,954.27, including $46,581.01 for “CE”,
which I have been informed by the contact listed on the statement of cost represents construction
engineering. The original budget included as Attachment C in the Advanced Funding Agreement
between the Town and TxDOT in the 2013 estimated construction engineering costs to be $5,500, of
which $5,000 would be borme by the Town. The invoice submitted included no detail explaining the huge
increase in these costs.

Construction of this project was completed in Fiscal Year 2013-14. The project was closed out that year,
and not included in any of our three annual budgets approved since that time. Payment of this invoice
will require the approval of the Town Council. The Council has a fiduciary duty to oversee the
expenditure of taxpayer funds, and will surely question what specifically these funds were spent on and
how they were approved. In addition, they will also question how the engineering costs grew by one
thousand percent on a simple and straightforward landscape project.

I am requesting that you resubmit the invoice with specific detail regarding the expenditures for which the
Town is being asked to reimburse TxDOT, including who they were made to, how they were approved,
and why they were necessary.

Sincerely,
7:///7/2/,7 B
.-l".///'—’-l
Matt Fielder
City Manager
Encl.

1614 South Bowen Road Pantego, Texas 76013
Main: (817)617-3700 Fax: (817)617-3726
www.townofpantego.com
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I Texas Department of Transportation

125 EAST 11TH STREET, AUSTIN, TEXAS 78701-2483 | 512.463.8588 | WWW.TXDOT.GOV

INVOICE
November 9, 2016
Town of Pantego Project ID: 02220801063
Matthew Fielder, City Manager : Customer ID: 031850
1614 South Bowen Road Invoice Date: 11/09/2016
Pantego, TX 76013 Due Date: 12/09/2016

Amount Due: $52,954.27
To Whom It May Concern:

The above reference project has been completed and accepted by the State. Final auditing by this
office revealed additional funds due to the Texas Department of Transportation (TxDOT).

Please refer to the attached final Statement of Cost to see the breakdown of total construction
costs, advanced payments received to cover the local's share of the estimated costs and the
remaining balance due. Please remit a check made payable to the "Texas Department of
Transportation” in the amount shown above within 30 days from receipt of this letter.

Forward all payments to:

Texas Department of Transportation
ATTN: Revenue Management

P.0. Box 149001

Austin, TX 78714-9001

To ensure proper credit to your account, please include the above referenced Project ID on all
payments and/or correspondence. For clarity and tracking purposes, it is strongly suggested that
this payment not be combined with any other transactions to TxDOT.

If you should have any questions concerning this matter, please refer to the district contact listed on
the attached Statement of Cost.

Sincerely,
{’}ﬁ =5 é" ——

Stephen Stewart, CPA
Director, Financial Management Division

OUR VALUES: People * Accountability » Trust * Honesty
OUR MISSION: Through collaboration and leadership, we deliver a safe, reliable, and integrated transportation system that enables the movement of people and goods.

An Equat Opportunity Employer



STATEMENT OF COST
Town of Pantego

117712016
PROJECT Engineoring Construction CE
Review
2208-01-063 $6.318.28 $203,804.36

NH 2013(289) $5,318.28

% Participalion
Overrung
Conslruction 100%
CE 100%
SubTotal
Advanced Cash Paymenls
Total Amount Chargeabie 1o Enlity
Amount Due to TxDOT

Cerlified Correct:
D=

Rose Rodrigusz
TP&D - Coniract Specialist

Tel (817) 370-6997

$57,316.58 _$ 266,439.22

TOTAL

Local

$6,373.26
$46,581.01
$52,954.27

§0.00

$52,954.27

$52,854.27

Maximum Federal: 172,934.80
Based on Project total: $216,168.50

Eedeo ounts:

Engineering Review: 80% of $5,318.15=
Conslruclion: 80% of $197,431.00=
CE 80% of $13,419.46
Total

72

$4,254.62
$157,944 80

$10,735.57
$172,934.99
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CSJ #2208-01-063
District #02 — FTW
Code Chart 64 #31850
Project: SP 303
West C/L (Shady Valley Dr)
to East C/L (W Cornerstone Ln)
Federal Highway Administration
CFDA #20.205
Not Research and Development

STATE OF TEXAS §
COUNTY OF TRAVIS §

LOCAL TRANSPORTATION PROJECT
ADVANCE FUNDING AGREEMENT
For A Surface Transportation Program &
Green Ribbon Program Project
(On-System)

THIS Local Project Advance Funding Agreement (LPAFA) is made by and between the State of
Texas, acting by and through the Texas Department of Transportation, called the “State”, and the
Town of Pantego, acting by and through its duly authorized officials, called the “Local Government.”

WITNESSETH

WHEREAS, a Master Agreement between the Local Government and the State has been adopted
and states the general terms and conditions for transportation projects developed through this
LPAFA; and,

WHEREAS, the Texas Transportation Commission passed Minute Order Number 113250 that
provides for the development of, and funding for, the Project described herein: and,

WHEREAS, the Governing Body of the Local Government has approved entering into this LPAFA by
resolution or ordinance dated Oc e, c2 22, 2012, which is attached to and made a part of this
agreement as Attachment A for the development of the Project. A map showing the Project location
appears in Attachment B, which is attached to and made a part of this agreement. The Work
Responsibility for the Project appears in Attachment D, which is attached to and made a part of this
agreement.

NOW, THEREFORE, in consideration of the premises and of the mutual covenants and agreements
of the parties, to be by them respectively kept and performed as hereinafter set forth, it is agreed as
follows:

AGREEMENT

1. Period of the Agreement
The period of this LPAFA is as stated in the Master Agreement, without exception.

2. Termination of this LPAFA
Termination of this LPAFA shall be under the conditions as stated in the Master Agreement. This

LPAFA may be terminated by the State if the Project is inactive for thirty-six (36) months or longer
and no expenditures have been charged against federal funds.

AFA-LPAFA_ShortGen.doc Page 1 of 8 Revised 05/04/2012
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CSJ #2208-01-063
District #02 — FTW
Code Chart 64 #31850
Project: SP 303
West C/L (Shady Valley Dr)
to East C/L (W Cornerstone Ln)
Federal Highway Administration
CFDA #20.205
Not Research and Development

Amendments
Amendments to this LPAFA shall be made as described in the Master Agreement, without

exception.

Scope of Work

The scope of work for this LPAFA is described as Jandscape improvements to median on Spur

303 from West city limits of Pantego at Shady Valley Drive to East city limits of Pantego at West
Cornerstone Lane, as described in Attachment B, Project Location Map and maintained as
described in Attachment D, Work Responsibility.

Right of Way and Real Property

Right of way and real property shall be the responsibility of the Local Government as stated in the
Master Agreement, without exception.

Utilities

Adjustment of utilities will be provided by the Local Government as required and as stated in the
Master Agreement, without exception.

Environmental Assessment and Mitigation

Environmental assessment and mitigation will be carried out as stated in the Master Agreement.
Additionally, before the advertisement for bids, the Local Government shall provide to the State
written documentation from the appropriate regulatory agency or agencies that all environmental
clearances have been obtained.

Compliance with Texas Accessibility Standards and ADA
Compliance with Texas Accessibility Standards and the Americans with Disabilities Act (ADA) will
be as stated in the Master Agreement, without exception.

Architectural and Engineering Services

Architectural and engineering services will be provided by the Local Government as stated in the
Master Agreement. The Local Government is responsible for performance of any required
architectural or preliminary engineering work. For projects on the state highway system, the
design shall, at a minimum conform to applicable State manuals. For projects not on the state
highway system, the design shall, at a minimum, conform to applicable American Association of
State Highway and Transportation Officials design standards. The State may review and
comment on the work as required to accomplish the public purposes of the State. The Local
Government will cooperate fully with the State in accomplishing these local public purposes to the
degree permitted by State and Federal law.

Construction Responsibilities
Construction responsibilities will be carried out by the State as stated in the Master Agreement

and as shown in Attachment D, Work Responsibility.

AFA-LPAFA_ShortGen.doc Page 2 of 8 Revised 05/04/2012
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CSJ #2208-01-063
District #02 — FTW
Code Chart 64 #31850
Project: SP 303
West C/L (Shady Valley Dr)
to East C/L. (W Cornerstone Ln)
Federal Highway Administration
CFDA # 20.205
Not Research and Development

11. Project Maintenance

12.

Project maintenance will be undertaken by the Local Government as shown in Attachment D,
Work Responsibility.

Local Project Sources and Uses of Funds
A. A Project Budget Estimate is provided in Attachment C. The State and the Federal

Government will not reimburse the Local Government for any work performed before the
federal spending authority is formally obligated to the Project by the Federal Highway
Administration. After federal funds have been obligated, the State will send to the Local
Government a copy of the formal documentation showing the obligation of funds including
federal award information. The Local Government is responsible for one hundred percent
(100%) of the cost of any work performed under its direction or control before the Federal
spending authority is formally obligated.

. If the Local Government will perform any work under this contract for which reimbursement will

be provided by or through the State, the Local Government must complete training before
federal spending authority is obligated. Training is complete when at least one individual who
is working actively and directly on the Project successfully completes and receives a certificate
for the course entitled Local Government Project Procedures Qualification for the Texas
Department of Transportation. The Local Government shall provide the certificate of
qualification to the State. The individual who receives the training certificate may be an
employee of the Local Government or an employee of a firm that has been contracted by the
Local Government to perform oversight of the Project. The State in its discretion may deny
reimbursement if the Local Government has not designated a qualified individual to oversee
the Project.

. A Source of Funds estimate based on the Transportation Improvement Program (TIP) is also

provided in Attachment C. Attachment C shows the percentage and estimated dollar amount
to be contributed to the project by federal, state, and local sources. The parties agree that the
LPAFA may be amended from time to time as required to meet the funding commitments
based on revisions to the TIP, Federal Project Authorization and Agreement (FPAA), or other
federal document.

- The Local Government is responsible for all non-federal and non-state funding, including any

project cost overruns, unless otherwise provided for in this agreement or through amendment
of this agreement.

. Prior to the performance of any engineering review work by the State, the Local Government

will pay to the State the amount specified in Attachment C. At a minimum, this amount shall
equal the Local Government's funding share for the estimated cost of preliminary engineering
for the project. At least sixty (60) days prior to the date set for receipt of the construction bids,
the Local Government shall remit its remaining financial share for the State’s estimated
construction oversight and construction costs.

. In the event that the State determines that additional funding by the Local Government is

required at any time during the Project, the State will notify the Local Government in writing.
The Local Government shall make payment to the State within thirty (30) days from receipt of
the State’s written notification.

AFA-LPAFA_ShortGen.doc Page 3 of 8 Revised 05/04/2012
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. Whenever funds are paid by the Local Government to the State under this Agreement, the

Local Government shall remit a check or warrant made payable to the "Texas Department of
Transportation Trust Fund." The check or warrant shall be deposited by the State in an
escrow account to be managed by the State. Funds in the escrow account may only be
applied by the State to the Project. If, after final Project accounting, excess funds remain in
the escrow account, those funds may be applied by the State to the Local Government's
contractual obligations to the State under another advance funding agreement with approval
by appropriate personnel of the Local Government.

. If any existing or future local ordinances, commissioners court orders, rules, policies, or other

directives, including but not limited to outdoor advertising billboards and storm water drainage
facility requirements, are more restrictive than State or Federal Regulations, or if any other
locally proposed changes, including but not limited to plats or replats, result in increased costs,
then any increased costs associated with the ordinances or changes will be paid by the Local
Government. The cost of providing right of way acquired by the State shall mean the total
expenses in acquiring the property interests either through negotiations or eminent domain
proceedings, including but not limited to expenses related to relocation, removal, and
adjustment of eligible utilities.

The state auditor may conduct an audit or investigation of any entity receiving funds from the
State directly under this contract or indirectly through a subcontract under this contract.
Acceptance of funds directly under this contract or indirectly through a subcontract under this
contract acts as acceptance of the authority of the state auditor, under the direction of the
legislative audit committee, to conduct an audit or investigation in connection with those funds.
Any entity that is the subject of an audit or investigation must provide the state auditor with
access to any information the state auditor considers relevant to the investigation or audit.

. Payment under this contract beyond the end of the current fiscal biennium is subject to

availability of appropriated funds. If funds are not appropriated, this contract shall be
terminated immediately with no liability to either party.

. The Local Government is authorized to submit requests for reimbursement by submitting the

original of an itemized invoice in a form and containing all items required by the State no more
frequently than monthly and no later than ninety (90) days after costs are incurred. If the Local
Government submits invoices more than ninety (90) days after the costs are incurred, and if
federal funding is reduced as a result, the State shall have no responsibility to reimburse the
Local Government for those costs.

Document and Information Exchange

The Local Government agrees to electronically deliver to the State all general notes,
specifications, contract provision requirements, and related documentation in a Microsoft® Word
or similar document. If requested by the State, the Local Government will use the State's
document template. The Local Government shall also provide a detailed construction time
estimate including types of activities and month in the format required by the State. This
requirement applies whether the Local Government creates the documents with its own forces or
by hiring a consultant or professional provider. At the request of the State, the Local Government
shall submit any information required by the State in the format directed by the State.

AFA-LPAFA_ShortGen.doc Page 4 of 8 Revised 05/04/2012
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Incorporation of Master Agreement Provisions
This LPAFA incorporates all of the governing provisions of the Master Agreement in effect on the
date of final execution of this LPAFA, unless an exception has been made in this agreement.

Insurance

If this Agreement authorizes the Local Government or its contractor to perform any work on State
right of way, before beginning work the entity performing the work shall provide the State with a
fully executed copy of the State's Form 1560 Certificate of Insurance verifying the existence of
coverage in the amounts and types specified on the Certificate of Insurance for all persons and
entities working on State right of way. This coverage shall be maintained until all work on the
State right of way is complete. If coverage is not maintained, all work on State right of way shall
cease immediately, and the State may recover damages and all costs of completing the work.

Debarment Certification

The parties are prohibited from making any award at any tier to any party that is debarred or
suspended or otherwise excluded from or ineligible for participation in Federal Assistance
Programs under Executive Order 12549, “Debarment and Suspension.” By executing this
Agreement, the Local Government certifies that it is not currently debarred, suspended, or
otherwise excluded from or ineligible for participation in Federal Assistance Programs under
Executive Order 12549 and further certifies that it will not do business with any party that is
currently debarred, suspended, or otherwise excluded from or ineligible for participation in Federal
Assistancé Programs under Executive Order 12549, The parties to this contract shall require any
party to a subcontract or purchase order awarded under this contract to certify its eligibility to
receive federal funds and, when requested by the State, to furnish a copy of the certification.

Cost Principles and Office of Management and Budget (OMB) Audit Requirements

In order to be reimbursed with federal funds, the parties shall comply with the Cost Principles
established in OMB Circular A-87 that specify that all reimbursed costs are allowable, reasonable,
and allocable to the Project.

Notices
All notices to either party shall be delivered personally or sent by certified or U.S. mail, postage

prepaid, addressed to that party at the following address:

Local Government: State:
City Manager Director of Contract Services
Town of Pantego Texas Department of Transportation
1614 S. Bowen Road 125 E. 11" Street
Pantego, Texas 76013 Austin, Texas 78701

AFA-LPAFA_ShortGen.doc Page 5 of 8 Revised 05/04/2012
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All notices shall be deemed given on the date delivered in person or deposited in the mail, unless
otherwise provided by this agreement. Either party may change the above address by sending
written notice of the change to the other party. Either party may request in writing that notices
shall be delivered personally or by certified U.S. mail, and that request shall be carried out by the
other party.

Civil Rights Compliance

The Local Government shall comply with the regulations of the U.S. Department of Transportation
as they relate to non-discrimination (49 CFR Part 21 and 23 CFR Part 200), and Executive Order
11246 titled “Equal Employment Opportunity,” as amended by Executive Order 11375 and
supplemented in the Department of Labor Regulations (41 CFR Part 60).

Disadvantaged Business Enterprise (DBE) Program Requirements

A. The parties shall comply with the Disadvantaged Business Enterprise Program requirements
established in 49 CFR Part 26.

B. The Local Government shall adopt, in its totality, the State’s federally approved DBE program.

C. The Local Government shall set an appropriate DBE goal consistent with the State’'s DBE
guidelines and in consideration of the local market, project size, and nature of the goods or
services to be acquired. The Local Government shall have final decision-making authority
regarding the DBE goal and shall be responsible for documenting its actions.

D. The Local Government shall follow all other parts of the State’s DBE program referenced in
TxDOT Form 2395, Memorandum of Understanding Regarding the Adoption of the Texas
Department of Transportation’'s Federally-Approved Disadvantaged Business Enterprise by
Entity, and attachments found at web address
http://txdot.gov/business/business_outreach/mou.htm.

E. The Local Government shall not discriminate on the basis of race, color, national origin, or sex
in the award and performance of any U.S. Department of Transportation (DOT)-assisted
contract or in the administration of its DBE program or the requirements of 49 CFR Part 26.
The Local Government shall take all necessary and reasonable steps under 49 CFR Part 26 to
ensure non-discrimination in award and administration of DOT-assisted contracts. The State’s
DBE program, as required by 49 CFR Part 26 and as approved by DOT, is incorporated by
reference in this agreement. Implementation of this program is a legal obligation and failure to
carry out its terms shall be treated as a violation of this agreement. Upon notification to the
Local Government of its failure to carry out its approved program, the State may impose
sanctions as provided for under 49 CFR Part 26 and may, in appropriate cases, refer the
matter for enforcement under 18 U.S.C. 1001 and the Program Fraud Civil Remedies Act of
1986 (31 U.S.C. 3801 et seq.).

F. Each contract the Local Government signs with a contractor (and each subcontract the prime
contractor signs with a sub-contractor) must include the following assurance: The contractor,
sub-recipient, or sub-contractor shall not discriminate on the basis of race, color, national
origin, or sex in the performance of this contract. The contractor shall carry out applicable
requirements of 49 CFR Part 26 in the award and administration of DOT-assisted contracts.
Failure by the contractor to carry out these requirements is a material breach of this
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agreement, which may result in the termination of this agreement or such other remedy as the
recipient deems appropriate.

21. Federal Funding Accountability and Transparency Act Requirements

A.

Any recipient of funds under this Agreement agrees to comply with the Federal Funding
Accountability and Transparency Act (FFATA) and implementing regulations at 2 CFR Part
170, including Appendix A. This Agreement is subject to the following award terms:

http://edocket. access.qpo.qov/2010/pdf/201 0-22705.pdf and
http://edocket. access.gpo.gov/2010/pdf/2010-22706. pdf.

The Local Government agrees that it shall:

1. Obtain and provide to the State and the Federal government, a Central Contracting
Registry (CCR) number (Federal Acquisition Regulation, Part 4, Sub-part 4.1 100) if this
award provides for more than $25,000 in Federal Funding. The CCR number may be
obtained by visiting the CCR website whose address is:
https://www.bpn.gov/ccr/default.aspx;

2. Obtain and provide to the State a Data Universal Numbering System (DUNS) number, a
unique nine-character number that allows the Federal government to track the distribution
of federal money. The DUNS number may be requested free of charge for all businesses
and entities required to do so by visiting the Dun & Bradstreet (D&B) on-line registration
website http:/fedgov.dnb.com/webform: and

3. Report the total compensation and names of its top five (5) executives to the State if:

i. More than 80% of annual gross revenues are from the Federal government, and those
revenues are greater than $25,000,000; and

ii. The compensation information is not already available through reporting to the
U.S. Securities and Exchange Commission.

22, Single Audit Report

A.
B.

The parties shall comply with the requirements of the Single Audit Act of 1984, P.L. 98-502,
ensuring that the single audit report includes the coverage stipulated in OMB Circular A-133.

If threshold expenditures of $500,000 or more are met during the Local Government's fiscal
year, the Local Government must submit a Single Audit Report and Management Letter (if
applicable) to TxDOT's Audit Office, 125 E. 11th Street, Austin, TX 78701 or contact TXDOT'’s
Audit Office at http://www.txdot.gov/contact us/audit htm.

If expenditures are less than $500,000 during the Local Government's fiscal year, the Local
Govermnment must submit a statement to TXDOT's Audit Office as follows: "We did not meet
the $500,000 expenditure threshold and therefore, are not required to have a single audit

performed for FY

. For each year the project remains open for federal funding expenditures, the Local

Government will be responsible for filing a report or statement as described above. The

required annual filing shall extend throughout the life of the agreement, unless otherwise
amended or the project has been formally closed out and no charges have been incurred
within the current fiscal year.
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CSJ #2208-01-063
District #02 - FTW
Code Chart 64 #31850
Project: SP 303
West C/L (Shady Valley Dr)
to East C/L (W Cornerstone Ln)
Federal Highway Administration
CFDA #20.205
Not Research and Development

Each signatory warrants that the signatory has necessary authority to execute this agreement on

behalf of the entity represented.

THIS AGREEMENT IS EXECUTED by the State and the Local Government in duplicate.

Signature
-
2Lob L,‘i -
Typed or Printed’Name

Mﬁ Uo R,rPﬁwVeéo
LA

Title

1, |22l
Date

THE STATE OF TEXAS

irector of Contract Services
Texas Department of Transportation

(Q:ﬂo—geu 3{,. 2O/

Date

AFA-LPAFA_ShortGen.doc Page 8 of 8

Revised 05/04/2012
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CSJ #2208-01-063
District #02 - FTW
Code Chart 64 #31850
Project: SP 303
West C/L (Shady Valley Dr)
to East C/L (W Cornerstone Ln)
Federal Highway Administration
CFDA #20.205
Not Research and Development
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RESOLUTION NO. 12-13

A RESOLUTION OF THE TOWN COUNCIL AUTHORIZING THE MAYOR TO ENTER INTO A
LOCAL PROJECT ADVANCED FUNDING AGREEMENT WITH AND BETWEEN THE STATE
OF TEXAS, ACTING BY AND THROUGH THE TEXAS DEPARTMENT OF TRANSPORTATION,

AND THE TOWN OF PANTEGO.

WHEREAS, the Town of Pantego, Texas is a Type A General Law municipality located in Tarrant
County, Texas, created in accordance with provisions of Chapter 6 of the Local Government Code
and operating pursuant to the enabling legislation of the State of Texas; and

WHEREAS, federal and state laws require local governments to meet certain contract standards
relating to the management and administration of state and federal funds; and

WHEREAS, in an effort to provide efficient and effective contract administration for local
governments, the Texas Department of Transportation has developed a state-wide standardized
format for Local Transportation Project Advanced Funding Agreements

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF PANTEGO, TEXAS
THAT:

That the Town Council of the Town of Pantego, Texas, does hereby autharize the Mayorto
sign and enter into the agreement entitled Local Transportation Project Advance F unding

Agreement, attached hereto as "Exhibit A".

PASSED AND APPROVED this the 22" day of Octaber, 2012, ata regular meeting of the Town
Council of the Town of Pantego, Texas, by a vote of 5 ayes, 0 nays and 0 abstentions.

ARPROVED AS TO FORM: J
A A .
@‘; Jeffrey, Cjty Atgorngy u b
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CSJ #2208-01-063
District #02 — FTW
Code Chart 64 #31850
Project: SP 303
West C/L (Shady Valley Dr)
to East C/L (W Cornerstone Ln)
Federal Highway Administration
CFDA # 20.205
Not Research and Development
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CSJ #2208-01-063
District #02 - FTW
Code Chart 64 #31850
Project: SP 303
West C/L (Shady Valley Dr)
to East C/L (W Cornerstone Ln)
Federal Highway Administration
CFDA # 20.205
Not Research and Development

ATTACHMENT C
PROJECT BUDGET ESTIMATE AND SOURCE OF FUNDS

The Local Government will be responsible for 100% of the costs for environmental review and
engineering. Construction costs will be allocated based on 80% Federal funding and 20% State
funding until the federal and state funding reaches the maximum authorized amount. Costs for direct
and indirect state costs will be allocated as shown below. The Local Government will then be

| responsible for 100% of the project costs,

Description otal {Federal tate Participation fjLocal
Mgstimated CostParticipation ici
1% [Cost % [Cost

M{Environmental 1$250.00 ,lo% j$o % [$0 1$250.00
Local Government)

Engineering $5,000.00 WO% $0 0% [$0 100% [$5,000.00
by Local Government)

Construction $188,500.00 IIBO% $150,800.00(20% [$37,700.00 §0% I$0

(by State)

Subtotal $193,750.00 II $150,800.00 $37,700.00 1$5,250.00
Environmental 1$25.00 MBO% $20.00 0% [$5.00 % |$0

Direct State Costs (@ 10%)
(Fight of Way $1.00 IO% $0 100% |$1.00 0% 0

Direct State Costs
‘Engineering $500.00 ’180% $400.00 20% ,$100.00 MO% |$O

Direct State Costs (@ 10%)
ﬂUtility $1.00 0% |$0 100% [$1.00 % |$O

Direct State Costs
ﬁmstruction $18,737.00 O%|$14,990.00 0% [$3,747.00 0% l$0

Direct State Costs (@ 9.94%)

Indirect State Costs $8,087.00 Wo% 50 100% [$8,087.00 [0% |$0

4.29)
OTAL $221,101.00 E $166,210.00 $49,641.00 5,250.00

Initial payment by the Local Government to the State: $0
Payment by the Local Government to the State before construction: $0
Estimated total payment by the Local Government to the State $0
This is an estimate. The final amount of Local Government participation will be based on actual
costs.

AFA-LPAFA_ShortGen.doc Page 1 of 1 Attachment C
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CSJ #2208-01-063
District #02 — FTW
Code Chart 64 #31850
Project: SP 303
West C/L (Shady Valley Dr)
to East C/L (W Cornerstone Ln)
Federal Highway Administration
CFDA # 20.205
Not Research and Development

ATTACHMENT D
WORK RESPONSIBILITY

Green Ribbon Landscaping Planting Project Responsibilities

Contract Period

The Green Ribbon Landscaping Planting Project between the State and the Local Government
becomes effective upon the date of final execution of this Agreement by the State, and the
maintenance responsibilities by the Local Government shall extend from the completion of the
landscape installation by the State’s contractor, and remain in effect for a five year period. The
agreement shall then renew automatically on an annual basis until it is mutually determined by the
Local Government and the State the plant materials are sufficiently established to survive without
additional care or until this Agreement is terminated or modified as stated in the Master Agreement.

State's Responsibilities

The State will install landscape and irrigation in accordance to the plans and specifications set forth
in the Project. The Local Government, having had the opportunity to review the plans, may provide
input to the Engineer regarding the installation of the plant material and irrigation system under the
contract.

Local Government's Responsibilities

Following the completed installation of the landscape items as shown in the plans, the Local
Government will assume maintenance of the Project in accordance with State standards. The Local
Government will:
For the work of plant maintenance, provide all reasonable means to preserve the plants
existing within the project limits in a healthy and vigorous growing condition. This maintenance
activity shall include but not be limited to the following:

(1) Watering plants and vegetation

(2) Plant bed and basin maintenance including shaping, weed control, and mulching/mulch
layering

(3) Plant replacement after the original plant maintenance period

(4) Insect, Disease, and Animal Control

(5) Fertilizing

(6) Mowing and Trimming

(7) Re-staking, re-guying, re-bracing and, when applicable, removal of staking, guying and
bracing

(8) Pruning

(9) Litter pickup

AFA-LPAFA_ShortGen.doc Page 1 of 2 Attachment D
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CSJ #2208-01-063
District #02 - FTW
Code Chart 64 #31850
Project: SP 303
West C/L (Shady Valley Dr)
to East C/L (W Cornerstone Ln)
Federal Highway Administration
CFDA # 20.205
Not Research and Development

ATTACHMENTD
WORK RESPONSIBILITY

Irrigation System Operation and Maintenance

Permanent irrigation system operation and maintenance shall include, but not be limited to,
watering, monitoring, adjustment, repairing, and proper operation of the existing irrigation
system as required, to ensure adequate moisture to the plant material existing on the site. It
shall also include adjusting the system to keep water off hardscapes. Al replacement parts
shall be of the same type and manufacturer as originally installed. Substitute parts may be
allowed with the approval of the State prior to replacement.

AFA-LPAFA_ShortGen.doc Page 2 of 2 Attachment D
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N. REGIONAL OFFICE - Fv§
TXDOT MAILROGH

: NOV 0 5 2012
e o MEMORANDUM

TO: Allen Bowie DATE: November 2, 2012
Fort Worth Distri

FROM: Annette Cuevas
Contract Mgmt. — North Region

SUBJECT: Executed VOL-AFA
CSJ: 2208-01-063

Attached is the executed agreement between the Town of Pantego and the State for
your handling and distribution to the city.

If you have any questions, please give me a call at (817) 370-6924.

Attachment



CSJ #2208 — 01 — 063 88

District # 02 Fort Worth

Code Chart 64 # 31850

Project: SP — 303 West C/L

(Shady Valley Dr) to East C/L

(W Cornerstone Ln)

Federal Highway Administration

CFDA Title: Highway Planning & Construction
CFDA No.: 20.205

Not Research and Development

STATE OF TEXAS 8§
COUNTY OF TRAVIS 8§

ADVANCE FUNDING AGREEMENT
AMENDMENT # 01

THIS AMENDMENT is made by and between the State of Texas, acting through the Texas
Department of Transportation, called the State, and Town of Pantego, acting by and through its duly
authorized officials, called the Local Government.

WITNESSETH

WHEREAS, the State and the Local Government executed a contract on October 31, 2016 to
effectuate their agreement to Landscape Improvements to Median on Spur-303 from West City
Limits of Pantego at Shady Valley Drive to East City Limits of Pantego at West Cornerstone
Lane; and,

WHEREAS, it has become necessary to amend that contract;

NOW THEREFORE, in consideration of the premises and of the mutual covenants and agreements of
the parties, the State and the Local Government do agree as follows:

AGREEMENT

1. Description of Amended Items
l. Attachment C, Project Budget Page is deleted in its entirety and replaced with
Attachment C-1, Project Budget Page which is attached to this agreement. The new
Project Budget Page the Local Government will be responsible for 100% of the costs for
environmental review and engineering. Construction costs will be allocated based on
80% Federal funding and 20% State funding until the federal and state funding reaches
the maximum authorized amount. The State will be 100% responsible for Direct State
Cost, Indirect State Cost and Direct State Cost overruns.

All other provisions of the original contract are unchanged and remain in full force and effect.

AFA-AFA_Amend Page 1 of 3 Revised 03/23/16



2. Signatory Warranty

CSJ #2208 — 01 — 063 89

District # 02 Fort Worth

Code Chart 64 # 31850

Project: SP — 303 West C/L

(Shady Valley Dr) to East C/L

(W Cornerstone Ln)

Federal Highway Administration

CFDA Title: Highway Planning & Construction
CFDA No.: 20.205

Not Research and Development

Each signatory warrants that the signatory has necessary authority to execute this agreement on

behalf of the entity represented.

THIS AGREEMENT IS EXECUTED by the State and the Local Government in duplicate.

THE LOCAL GOVERNMENT

Signature

Typed or Printed Name

Title

Date

THE STATE OF TEXAS

Kenneth Stewart
Director of Contract Services
Texas Department of Transportation

Date

AFA-AFA_Amend Page 2 of 3

Revised 03/23/16



ATTACHMENT C-1

PROJECT BUDGE PAGE
SP — 303 West C/L (Shady Valley Dr) to East C/L (W Cornerstone Ln)

CSJ #2208 — 01 — 063 90

District # 02 Fort Worth

Code Chart 64 # 31850

Project: SP — 303 West C/L

(Shady Valley Dr) to East C/L

(W Cornerstone Ln)

Federal Highway Administration

CFDA Title: Highway Planning & Construction
CFDA No.: 20.205

Not Research and Development

The Local Government will be responsible for 100% _of the costs for environmental review and engineering.
Construction costs will be allocated based on 80% Federal funding and 20% State funding until the federal and
state funding reaches the maximum authorized amount. The State will be 100% responsible for Direct State Cost,
Indirect State Cost and Direct State Cost overruns.

The Local Government will then be responsible for 100% of the costs.

Description Total Federal State Local Participation
Estimated Cost Participation Participation
% Cost % Cost % Cost
Environmental
$250 $0 $0 100% $250
Local Government
Preliminary
Engineering $5,000 $0 $0 100% $5,000
Local Government
Construction $188,500 80% $150,800 20% $37,700 0% $0
State Government
Subtotal $193,750 $150,800 $37,700 $5,250
En vironmental 10% $25 0% $0 100% $25 $0
Direct State Cost
_ng ht of Way $1 0% $0 100% $1 $0
Direct State Cost
Preliminary
Engineering 10% $500 0% $0 100% $500 $0
Direct State Cost
Utility Direct s1 0% $0 100% s1 $0
State Cost
'Co nstruction 0.94% $18,737 0% $0 100% $18,737 $0
Direct State Cost
Indirect 5.27% $10,211 $0 100% || $10,211 $0
State Cost
Subtotal $29,475 $0 $29,475 $0
TOTAL $223,225 $150,800 $67,175 $5,250

AFA-AFA_Amend

Initial payment by the Local Government to the State: $ 0
Payment by the Local Government to the State before construction: $ 0
Estimated total payment by the Local Government to the State: $ 0

Page 3 of 3

This is an estimate. The final amount of Local Government participation will be based on actual cost.

Revised 03/23/16
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b.\.l.d

AGENDA ITEM: Discuss, direct, and consider action on authorizing the City Manager to pay the
routine and anticipated monthly bills for the remainder of December 2016 due to
the cancellation of the second December Council meeting.

Date: December 12, 2016

PRESENTER:

Matt Fielder, City Manager

BACKGROUND:

Council canceled the regularly scheduled meeting that would have been held on December 26", As
such, Staff is requesting the authority to pay routine and monthly bills due prior to the next Council
meeting, which will be held on January 9", These typically include credit card bills, utilities, garbage and
recycling, and telecommunications. These bills will still be placed on the next agenda for Council’s to see
them.

FISCAL IMPACT:

N/A

RECOMMENDATION:

Staff recommends Council approve the payment of routine and anticipated monthly bills for December.

ATTACHMENTS:

N/A

Director’'s Review:
City Manager’s Review:
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b.\.l.d

~— TOWN_ OF

PANTEGO AGENDA BACKGROUND

AGENDA ITEM: Discuss, direct, and consider action on the proposed revisions to the Employee
Handbook.
Date: December 12, 2016

PRESENTER:

Matt Fielder, City Manager

BACKGROUND:

Several issues have arisen regarding the use of leave time by employees. Staff is requesting that Council
consider some revisions to the Employee Handbook to address them. These are included as red-lines in the
attached document. More specifically they are:

1.
2.

7.
8.

Page 3 — replaced Sean Fox’s name with Matt Fielder.
Page 24 — eliminated “long-term” from the description of disability.

Page 25 — capped vacation time to be reimbursed when the employee leaves, but allows them to
carryover excess time over and above that.

Page 25 — allows vacation leave to be taken in ¥ hour increments.
Page 27 — allows personal leave to be taken in ¥ hour increments.

Page 31 — eliminates the requirement that an employee bring a voter registration card as proof they
voted.

Page 32 — allows sick leave to be taken in ¥4 hour increments.

Page 72 — caps vacation time to be reimbursed when the employee leaves at 240/364 hours.

The two primary substantive changes are that employees can take time off in quarter-hour increments, which
allows them to return to work sooner. The existing Incode payroll software is set up to track this. The second is to
remove the cap for employees to build-up vacation time over the 240/364 hour limits. They will still be limited on
what is paid out when they leave the Town’s employment, but won't be in a position of taking large amounts of
time off at the end of the year. Currently, all of our long-term employees are in public safety positions, and taking
large amounts of time off is disruptive to the operation of their departments, and/or necessitates that they be
replaced by another employee being paid overtime.

EISCAL IMPACT:

N/A

RECOMMENDATION:

Staff recommends Council direct them to bring these changes back as a resolution for consideration.

ATTACHMENTS:

Red-lined Employee Handbook

Director’'s Review:
City Manager’s Review:
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FOREWORD

Whether you have just joined our staff or have been with the Town for a while, I am confident that you
will find Pantego a dynamic and rewarding place to work and we look forward to a productive and
successful working relationship. Our employees are the Town’s most valuable resource. This handbook
has been written to serve as a guide for enhancing the employer/employee relationship.

Several things are important to keep in mind about this handbook. First, it contains general information
and guidelines. It is not intended to be comprehensive or to address all the possible applications of, or
exceptions to, the general policies and procedures described. For that reason, if you have any questions
concerning eligibility for a particular benefit, or the applicability of a policy or practice to you, you
should address your specific questions to the Human Resources “HR” Department. Neither this
handbook nor any other Town document confers any contractual right, either expressed or implied, to
remain in the Town's employment. Nor does it guarantee any fixed terms and conditions of employment.
Texas employment law is employment at will, which applies to all phases of our employment
relationship — meaning that absent a statute or an express agreement (such as an employment contract),
either the Town or you may modify any of the terms or conditions of employment, or terminate the
relationship altogether, for any reason, or no particular reason at all, with or without advance notice. No
Supervisor or other representative of the Town has the authority to enter into any agreement for
employment for any specified period of time, or to make any agreement contrary to the above. This
handbook supersedes any previously written, expressed or implied handbooks, policy statements or
practices.

The procedures, practices, policies and benefits described within this handbook may be modified or
discontinued from time to time. My goal is to inform you of any changes as they occur.

Finally, some of the subjects described here are covered in detail in official policy documents while
others are written into policy statements. Please note that the terms of the written insurance policies are
controlling.

Again, welcome to the Town of Pantego. I’m glad you are on our team!

Sean-FoxMatthew Fielder, City Manager
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RECEIPT & ACKNOWLEDGEMENT OF PANTEGO EMPLOYEE HANDBOOK

This Employee Handbook is an important document intended to help you become acquainted with Pantego. This
Handbook will serve as a guide; it is not the final word always. Individual circumstances may call for individual
attention.

Because the general business atmosphere of Pantego and economic conditions are always changing, the contents of
this Handbook may be changed any time at the discretion of the City Manager/Town. No changes in any benefit,
policy or rule will be made without due consideration of the mutual advantages, disadvantages, benefits and
responsibilities such changes will have on you as an employee and on the Town.

Please read the following statements and sign below to indicate your receipt and acknowledgement of the Pantego
Employee Handbook.

| have received and read a copy of the Pantego Employee Manual. | understand that the policies, rules and
benefits described in it are subject to change at the discretion of the City Manager/Town anytime. |
understand that this Handbook supersedes all other previous Handbooks for Pantego. When in conflict, the
Department Manuals will supersede this Handbook.

| further understand that my employment is terminable at-will, either by myself or the Town, despite the
length of my employment or the granting of benefits of any kind.

I understand that no contract of employment other than “at-will” has been expressed or implied, and that no
circumstances arising out of my employment will alter my “at-will” employment relationship unless
expressed in writing, with the understanding specifically set forth and signed by myself and the City
Manager.

I am aware that during my employment confidential information will be made available to me. |
understand that this information is critical to the success of the Town and must not be given out or used
outside Pantego’s premises or with non-Town employees. In case of termination of employment, whether
voluntary or involuntary, | hereby agree not to utilize or exploit this information with any other individual.

| understand that, should the content be changed in any way, the Town may require an additional signature
from me to indicate that | am aware of and understand any new policies.

| understand that my signature below indicates that | have read and understand the above statements and
have received a copy of the Pantego Employee Handbook.

I understand that this Handbook remains the property of the Town of Pantego and will be returned if I
should leave the Town’s employment.

Employee’s Printed Name Position
Employee’s Signature Date
Supervisor’s Signature Date

The signed original copy of this agreement should be given to your Supervisor. It will be filed in your personnel

file.
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WHAT YOU CAN EXPECT FROM THE TOWN

Pantego’s established employee relations policy is to:

1. Operate an economically successful municipality so that a consistent level of steady work is available.

2. Select people based on skill, training, ability, attitude, and character without discrimination regarding age,

sex, color, race, creed, national origin, religious persuasion, marital status, political belief, or disability that

does not prohibit performance of essential job functions.

Pay all employees according to their effort and contribution to the success of our municipality

Review wages, employee benefits and working conditions constantly with the objective of providing

maximum benefits in these areas, consistent with sound business practices.

Provide paid vacations and holidays to all eligible employees.

Give eligible employees medical, disability, retirement and other benefits.

Dedicate ourselves to quality service at the lowest tax rate.

Develop competent people who understand and meet our objectives, and who accept with open minds the

ideas, suggestions and constructive criticisms of fellow employees.

9. Assure employees, after talking with their Supervisor, an opportunity to discuss any problem with the City
Manager.

10. Make prompt and fair adjustment of any complaints that may arise in the everyday conduct of our business,
to the extent that it is practicable.

11. Respect individual rights, and treat all employees with courtesy and consideration.

12. Maintain mutual respect in our working relationship.

13. Provide buildings and offices that are attractive, comfortable, orderly and safe.

14. Promote employees based on their ability and merit.

15. Make promotions or fill vacancies from within the staff whenever possible.

16. Keep all employees informed of the progress of the Town and the Town’s overall aims and objectives.

17. Do all these things in the spirit of friendliness and cooperation so that the Town of Pantego will continue to
be known as “a great place to work!”

> w

NGO

WHAT THE TOWN EXPECTS FROM YOU

Your first responsibility is to know your own duties and to do them promptly, correctly and pleasantly. Secondly,
you are expected to cooperate with management and your fellow employees and maintain a good team attitude.
How you interact with fellow employees and those whom the staff serves, and how you accept direction can affect
the success of your department. In turn, the performance of one department can affect the entire service offered by
the Town. Consequently, whatever your position, you have an important assignment; perform every task to the best
of your ability. The result will be better performance for the Town overall and personal satisfaction by you.

You are encouraged to grasp opportunities for personal development offered to you. This Handbook offers insight
on how you can positively perform to the best of your ability to meet and exceed the Town’s expectations.

We strongly believe you should have the right to make your own choices in matters that concern and control your
life. We believe in direct access to management. We are dedicated to making Pantego a Town where you can
approach your Supervisor, or any member of management, to discuss any problem or question. We expect you to
voice your opinions and contribute your suggestions to improve the quality of the job. We’re all human, so please
communicate with each other and with management.

Remember; you help create the healthful, pleasant and safe working conditions that the Town intends for you. Your
dignity and that of fellow employees, and that of our citizens, is important.

The Town needs your help in making each working day enjoyable and rewarding.
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Policy Authority

The Town of Pantego Town Council authorizes the policies contained within this handbook. The Town’s
management team and HR are responsible for interpreting and enforcing the policies.

Policies regarding the Texas Municipal Retirement System do not supersede, nor are they intended to conflict with,
the laws, rules and regulations of the State of Texas or TMRS. To the extent that there is a conflict between the
Town’s TMRS policies and the laws, rules and regulations of the State of Texas or TMRS, the laws, rules and
regulations of the State of Texas or TMRS prevail.

Policies regarding the Social Security System do not supersede, nor are they intended to conflict with, the laws, rules
and regulations of the State of Texas or the federal government. To the extent that there is a conflict between the
Town’s TMRS policies and the laws, rules and regulations of the State of Texas or TMRS, the laws, rules and
regulations of the State of Texas or TMRS prevail.
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l. INTRODUCTION

PERSONNEL FILE

The task of handling personnel records and related personnel administration functions of the Town is the
responsibility of the Human Resources (HR) Department. All questions regarding insurance, wages and
interpretation of policies may be directed to them. Each Department Head is responsible to ensure that appropriate
information is sent to HR in a timely manner.

The personnel files are the property of the Town of Pantego. Employees may request to review their file at any time
by scheduling an appointment with HR and by completing a Request to View Personnel Files Form in the HR
Department, or by completing an Open Records Request Form through the Town Secretary’s office. At no time
may any employee remove any item from an employee’s personnel file (either his/her own file or the file of a
subordinate) without the approval of the HR Department and City Manager.

The City Manager may not remove any items from his/her personnel file without the expressed written consent of
the Mayor and Town Council of Pantego.

Keeping your personnel file up-to-date can be important to you with regard to pay, deductions, benefits and other
matters. If you have a change in any of the following items, please be sure to notify your Supervisor or the HR
Department when possible:

1. Legal name

2. Home address

3. Home telephone number

4. Emergency contact

5. Dependants

6. Marital status

7. Beneficiary change

8. Driving record or status of drivers’ license, if operating any Town vehicles
9. Military or draft status

10. Exemptions on W4 tax form

Coverage or benefits that you or your family may receive under the Town’s benefits package could be negatively
affected if the information in your personnel file is incorrect. Appropriate benefits providers (health, dental,
retirement, etc.) should be notified when employees have changes in:

e Name and/or marital status
e  Address and/or telephone number
e  Number of eligible dependents

ANNIVERSARY DATE

The first day you report to work is your “official” anniversary date. Your anniversary date is used to compute
various conditions and benefits described herein.

APTITUDE AND ABILITY TESTS

If you have a disability that will affect your ability to take such a test, it is important that you advise a Supervisor of
this so that a reasonable accommodation can be arranged. Requested accommodations may include accessible
testing sites, modified testing conditions, and accessible testing formats. The Town reserves the right to require
medical documentation concerning the need for accommaodation.
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AT-WILL EMPLOYMENT

All employment and compensation with the Town is “at will” meaning that your employment can be terminated
with or without cause, and with or without notice, anytime, at the option of either the Town or yourself, except as
otherwise provided by law.

BONDING REQUIREMENT

Under certain circumstances, the Town may require that you be bonded. It is your responsibility to assure that you
are bondable. The Town will pay the cost of bonding. Should you fail to maintain these qualifications, you will be
subject to transfer to another position, if available, or dismissal.

BUSINESS HOURS

Our regular operating hours are 8:00 a.m. to 5:00 p.m., Monday through Friday. Your particular hours of work and
scheduled breaks and lunch will be determined and assigned by your Supervisor or Department Head. Most
employees are assigned to work a forty (40) hour workweek. You are required to take a one (1) hour unpaid lunch
period daily; please understand that you may not “work through lunch” to arrive late or to leave early or to work
extra time unless approved by your Supervisor.

CONFIDENTIAL INFORMATION

Our citizens entrust the staff with important information related to their businesses. The nature of this relationship
requires maintenance of confidentiality. In safeguarding the information received, the staff earns the respect and
further trust of our citizens.

Your employment with the Town assumes an obligation to maintain confidentiality, even after you leave our
employ.

Any violation of confidentiality seriously injures the Town’s reputation and effectiveness. Therefore, please do not
discuss Town business with anyone who does not work for the Town and never discuss business transactions with
anyone who does not have a direct association with the transaction. Even casual remarks can be misinterpreted and
repeated, so develop the personal discipline necessary to maintain confidentiality. If you hear, see, or become aware
of anyone else breaking this trust, consider what he or she might do with information received from you.

If you are questioned by someone outside the staff or your department and you are concerned with the
appropriateness of giving them certain information, remember that you are not required to answer, and that we do
not wish you to do so. Instead, as politely as possible, refer the request to your Supervisor or the City Manager.

No one is permitted to remove or make copies of any Town records, reports, or documents without prior
management approval. Disclosure of confidential information, whether advertent or inadvertent, may lead to
dismissal.

CUSTOMER RELATIONS

The success of the Town depends upon the quality of the relationships between the Town, our employees, and the
general public. In a sense, whatever your position, you are the Town’s ambassador. The more goodwill you
promote, the more our citizens will respect and appreciate you.

Here are several things that can be done to help give citizens a positive impression of the Town:

e  Act competently and deal with citizens in a courteous and respectful manner.

e Communicate pleasantly and respectfully with other employees always.

e Follow up on orders and questions promptly, provide businesslike replies to inquiries and requests, and
perform all duties in an orderly manner.
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e Take great pride in your work and enjoy doing your very best.
EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION POLICY STATEMENT

Equal Employment Opportunity and Affirmative Action have been, and will continue to be, fundamental principles
of the Town of Pantego. The Town values diversity and employment is based upon personal capabilities and
qualifications without regard to race, color, religion, sex, age, national origin, disability, or any other protected
characteristic as established by law.

This policy of Equal Employment Opportunity/Affirmative Action applies to all policies and procedures relating to
recruitment and hiring, compensation, benefits, discipline, termination and all other terms and conditions of
employment.

Appropriate disciplinary action may be taken against any employee willfully violating this policy.
NON DISCRIMINATION AND HARASSMENT

The Town of Pantego is committed to maintaining a work environment which is free of sexual harassment and
which is free from unlawful employee harassment based on race, color, sex, religion, national origin, disability, age
or any other status protected by federal or state law. The Town of Pantego’s standard of conduct regarding
harassment is more restrictive than required by law. The term "harassment” includes, but is not limited to: verbal,
graphic or physical conduct of an offensive nature which is related to a person’s protected status. "Sexual
harassment"” includes sexual advances, requests for sexual favors, unwelcome or offensive touching, and other
verbal, graphic, or physical conduct of a sexual nature. Any violation of this policy may result in disciplinary
action, including immediate termination.

Specific Prohibited Conduct
All forms of harassing conduct are prohibited, especially where:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of employment;

2. Submission to or rejection of such conduct is used as the basis for decisions affecting an individual’s
employment; or

3. Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive working
environment

Sexual Harassment

As defined in Equal Employment Opportunity guidelines, sexual harassment is any unwelcome sexual advance,
request for sexual favors, or any verbal or physical conduct of a sexual nature when:

e  Submission to the conduct is a specific or implied term or condition of employment, or

e Submission or rejection of the conduct is used as the basis for employment or tangible benefit decisions, or

e Such conduct has the purpose and/or effect of unreasonably interfering with a person’s work performance
or creating an intimidating, hostile or offensive work environment.

Sexual harassment is simply harassment based on gender. It is unwelcome behavior that is one-sided, intimidating,
and offensive to the recipient and may occur in the following forms.

Authority or status is improperly used to request or demand sexual favors in exchange for continued employment or
work-related benefits. This is defined as quid-pro-quo or this for that sexual harassment.

Normal social interaction does not usually constitute sexual harassment. However, sexual comments or physical
actions including overt displays of affection or familiarity are not appropriate or acceptable in the Town work
environment, whether welcome or unwelcome.
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Other Harassment

Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this policy,
harassment is defined as “verbal or physical conduct that denigrates or shows hostility or aversion toward an
individual because of his/her race, color, religion, sex, age, national origin, disability or any other characteristic
protected by law. This definition is also extended to an employee’s relatives, friends or associates. Harassment: (a.)
has the purpose or effect of creating an intimidating, hostile or offensive work environment; (b.) has the purpose or
effect of unreasonably interfering with an individual's work performance; or (c.) otherwise adversely affects an
individual's employment opportunities.”

Hostile environment harassment occurs when verbal or physical conduct by a Supervisor or co-worker creates an
intimidating, hostile, or offensive work environment. Hostile environment may take the form of, but is not limited
to:

e Verbal expressions such as sexual propositions, sexual innuendoes, suggestive comments, sexually oriented
kidding or teasing, and jokes of sexual nature or about gender-specific traits (including through e-mail)

e Nonverbal expressions such as obscene or indecent gestures, and displays of offensive printed or visual
material.

e Physical conduct such as touching, patting, pinching, or brushing against another’s body or any physical
contact considered unacceptable by the recipient.

Individuals and Conduct Covered

These policies apply to all applicants and employees, and prohibit harassment, discrimination, retaliation and false
accusations whether engaged in by fellow employees, by a Supervisor or manager, or by someone not directly
connected to the Town of Pantego (e.g., an outside vendor, consultant or customer).

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the
workplace, such as during business trips, business meetings and business-related social events.

All Town Employees, elected and appointed officials are responsible for promoting a positive work environment by:

e Respecting the individual rights of others,

e  Conducting themselves in a professional and businesslike manner,

e Promoting an environment where people feel responsible for and are free to address unwelcome or
offensive conduct,

e Refraining from inappropriate or sexually harassing conduct, and

e Initiating actions to correct conduct of a sexually harassing nature.

Managers and Supervisors are responsible for:
e  Promoting awareness through training within their organizations,
e Working with HR to address issues of inappropriate behavior, and
e Actively endorsing an environment free from unwelcome and offensive conduct.

HR Department is responsible for:

e Coordinating and assisting in education and awareness programs,
e Monitoring the application of corrective action, and
e  Ensuring consistent administration of this policy.
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Supervisor/Subordinate Relationship

A proper Supervisor relationship cannot be maintained when there is other than a professional relationship between
a Supervisor and a subordinate. Therefore, relationships of this nature are inappropriate and unacceptable at the
Town of Pantego.

Complaint and Reporting Procedures

Any employee who experiences any job-related harassment based on sex, race, national origin, disability or age or
who believes he or she has been treated in an unlawful discriminatory manner must promptly report the concern or
complaint to his/her respective Department Head. If a concern or complaint of this nature involves the (the, not
their) Department Head, the matter should be reported to the City Manager.

This policy applies to all incidents of alleged harassment, including those that occur off premises, or during off-
hours, where the alleged offender is a Supervisor, coworker, or non-employee with whom the employee is involved
in a business or potential business relationship for the Town.

Any observation of harassment of another employee and/or complaint of behavior toward another employee that is
perceived as sexual harassment or other discrimination should also be reported to their Department Head.

No one should assume that management is aware of incidents of harassment. It is the responsibility of each
employee to bring complaints or concerns promptly to the attention of management so that they can be resolved.

Enforcement

All complaints will be taken seriously and promptly addressed and/or investigated to the extent necessary. In
appropriate circumstances, the Town will inform the reporting individual of the manner in which the matter has been
addressed or of the results of the investigation. All employees should be aware that the privacy and identity of the
complaining person and the person accused of harassment will be kept confidential to the extent possible, except as
may be necessary to investigate the complaint and take corrective action. Corrective and/or disciplinary action,
including termination, will be taken against offenders where warranted.

Policy against Retaliation

Employees who makes a harassment or unlawful discrimination complaint or who report incidents of same, as well
as any witnesses, who cooperate with the investigation, will not be disciplined or retaliated against for doing so.
However, if after investigating any complaint or report of harassment or unlawful discrimination, the Town
determine that the complaint or report is not bona fide and was not made in good faith or that an employee has
provided false information regarding the complaint, disciplinary action may be taken against the individual who
filed the complaint or report or who gave the false information.

The Town of Pantego is committed to a work environment in which all individuals are treated with respect and
dignity. Consistent with this commitment, conduct of a sexually harassing nature is inappropriate and unacceptable
at the Town of Pantego. The Town will not tolerate retaliation against anyone who alleges that they have been
subjected to sexually harassing conduct. Each individual has the right to work in a professional atmosphere that
promotes equal employment opportunities and prohibits discriminatory practices, including harassment. Therefore,
the Town expects that all relationships among people in the workplace will be business-like and free of bias,
prejudice and harassment.

This policy applies to all Town Employees, elected and appointed officials, whether on Town premises or in a
location where Town work or business is conducted, at any time during work hours or thereafter. All Town
employees subjected to sexual harassment by contractors, service employees, and customers should use the Town’s
reporting procedures.
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Complaint Procedures
Reporting an Incident of Harassment, Discrimination or Retaliation

Promptly stopping unwelcome conduct is of utmost importance. If Town employees feel that they have been
subjected to inappropriate behavior, they may choose to inform the person that his/her behavior is unwelcome and
inappropriate. A Town employee may seek counsel from the HR Department concerning ways to request that the
inappropriate behavior cease.

If, as relates to the subject of inappropriate behavior, employees feel uncomfortable in personally asking that certain
behavior be discontinued, or if their personal efforts to stop any unwelcome behavior were unsuccessful, they are
expected to report the conduct and work with the HR Department to eliminate it. In seeking counsel or requesting
assistance in starting a solution process, employees should contact the HR Department, their Department Head, or
City Manager. If an employee wishes to file a complaint of harassment or discrimination against an elected or
appointed official, the complaint should be directed to the City Manager.

If an employee making a complaint does not agree with its resolution, the employee may appeal the decision by
utilizing the Town’s formal grievance process. Early reporting and intervention have proven to be the most
effective method of resolving actual or perceived incidents of harassment or discrimination. Therefore, all
complaints for harassment or discrimination should be reported within ten working days of the alleged action. The
Town strongly urges the prompt reporting of complaints or concerns so that rapid and constructive action can be
taken.

The availability of this complaint procedure does not preclude individuals who believe they are being subjected to
harassing conduct from promptly advising the offender that his or her behavior is unwelcome and requesting that it
be discontinued.

The Investigation

The HR Department or his/her designee will investigate any reported allegations of harassment, discrimination,
retaliation or false accusations promptly. Complaints involving Police personnel will be investigated jointly
between the HR Department or his/her designee and the Internal Affairs Officer in the Police Department. The City
Manager will be responsible for investigating any harassment of discrimination complaints made by an employee
against an elected or appointed official. The investigation may include individual interviews with the parties
involved and, where necessary, with individuals who may have observed the alleged conduct or may have other
relevant knowledge.

Confidentiality will be maintained throughout the investigation process to the extent allowed by law and consistent
with adequate investigation and appropriate corrective action.

Responsive Action

Misconduct constituting harassment, discrimination, retaliation or false accusations will be dealt with appropriately.
Responsive action may include, for example, training, referral to counseling and/or disciplinary action such as
warning, reprimand, withholding of a promotion or pay increase, reassignment, demotion, temporary suspension
without pay or termination, as the Town believes appropriate under the circumstances.

Any Town employee who the Town determines has engaged in sexual harassment, whether quid-pro-quo or hostile
environment will be disciplined. Corrective action may range from a discussion up to and including immediate
termination of employment, depending on the severity of the conduct, impact on the employee, and the best interests
of the Town.

Corrective action up to and including termination towards Department Heads and Supervisors will also be applied in
those cases where those individuals become aware of, but fail to address, incidents of a sexually harassing nature.
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The Town will undertake all necessary corrective action on behalf of Town employees subjected to sexual
harassment by contractors, service employees, and customers. Corrective action will be undertaken within the
bounds of the Town’s legal relationship with these entities, but, in any event, all actions will be undertaken for the
purpose of protecting the employee from sexual harassment.

The Town of Pantego strongly urges the reporting of all incidents of discrimination, harassment, retaliation or false
accusations regardless of the offender's identity or position. Individuals who believe they have experienced conduct
that they feel is contrary to the Town’s policy or who have concerns about such matters should file their complaints
with their immediate Supervisor, Department Head or the HR Manager. Individuals should not feel obligated to file
their complaints with their immediate Supervisor first before bringing the matter to the attention of one of the other
Town’s designated representatives identified above. In the event that a complaint is filed with the immediate
Supervisor or Department Head, HR should be notified immediately.

Finally, these policies should not, and may not, be used as a basis for excluding or separating individuals of a
particular gender, or any other protected characteristic, from participating in business or work-related social
activities or discussions in order to avoid allegations of harassment. The law and the policies of the Town of
Pantego prohibit disparate treatment on the basis of sex or any other protected characteristic, with regard to terms,
conditions, privileges and perquisites of employment. The prohibitions against harassment, discrimination and
retaliation are intended to complement and further these policies, not to form the basis of an exception to them.

AMERICANS WITH DISABILITIES ACT

The Town is committed to complying with all applicable provisions of the Americans with Disabilities Act (ADA).
It is the Town’s policy not to discriminate against any qualified employee or applicant with regard to any terms or
conditions of employment because of such individual’s disability or perceived disability so long as the employee can
perform the essential functions of the job. Consistent with this policy of nondiscrimination, the Town will provide
reasonable accommodations to a qualified individual with a disability, as defined by the ADA, who has made the
Town aware of his or her disability, provided that such accommodation does not constitute an undue hardship on the
Town.

Employees with a disability who believe they need a reasonable accommodation to perform the essential functions
of their job should contact their Supervisor. Any additional questions or concerns should be directed to the
Department Head, and then the HR Department as needed. The Town encourages individuals with disabilities to
come forward and request reasonable accommodation.

Procedure for Requesting an Accommodation

Upon receipt of an accommodation request, your Supervisor will meet with you to discuss and identify the precise
limitations resulting from the disability and the potential accommodation that the Town might make to help
overcome those limitations.

The Town will determine the feasibility of the requested accommodation. Consideration will be based on various
factors, including, but not limited to, the nature and cost of the accommaodation, outside funding, the Town’s overall
financial resources and organization, and the accommodation’s impact on the operation of the Town. Also included
for consideration is the impact on the ability of other employees to perform their duties and on the Town’s ability to
conduct business.

The Town will inform the employee of its decision on the accommodation request or on how to make the
accommodation. If the accommodation request is denied, employees may appeal the decision by utilizing the
Town’s formal grievance process. If the request on appeal is denied, that decision is final.

If the Town of Pantego has questions regarding the validity of an ADA assertion or questions concerning the
impairment of a major life function, the Town may request documentation (at the Town’s expense) from a specialist.
This documentation will specify whether or not a major life function is impaired and what accommodations (based
on the functions listed in the job description) can be made.
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The ADA does require the Town to make a reasonable accommodation (but not necessarily the best possible
accommodation). It also does not require the Town, to reallocate essential job functions, or to provide personal use
items (i.e., eyeglasses, hearing aids, wheelchairs etc.).

An employee or job applicant who has questions regarding this policy or believes that he or she has been
discriminated against based on a disability should notify the HR Department. All such inquiries or complaints will
be treated as confidential to the extent permissible by law.

IMMIGRATION LAW COMPLIANCE

In compliance with the Immigration Reform and Control Act of 1986, all new employees, as a condition of
employment, must complete the Employment Eligibility Verification Form 1-9 and present documentation
establishing eligibility to legally work in the United States. All such documentation must be provided within three
(3) working days or the employee will be deemed as ineligible to work in the United Sates. If on payroll, the
employee will be terminated.

Former employees who are rehired must also complete the form if they have not completed an 1-9 form with the
Town within the past three years, or if their previous 1-9 form is no longer retained, or if the supporting
documentation is no longer valid.

CONFLICT OF INTEREST

The Town expects its employees to conduct business according to the highest standards of conduct. Employees are
expected to devote their best efforts to the interests of the Town. Business dealings that appear to create a conflict
between the interests of the Town and an employee are unacceptable. The Town recognizes the rights of employees
to engage in activities outside of their employment that are of a private nature and unrelated to Town business.
However, the employee must disclose any actual or possible conflicts so that the Town may assess and prevent
conflicts of interest from arising. A potential or actual conflict of interest occurs whenever an employee is in a
position to influence a decision that may result in a personal gain for the employee or an immediate family member
(i.e., spouse or significant other, children, parents, siblings) as a result of the Town’s business dealings.

Although it is not possible to specify every action that might create a conflict of interest, this policy sets forth
examples that most frequently present problems. If employees have any questions as to whether an action or
proposed course of conduct would create a conflict of interest, they should immediately contact their Department
Head to obtain advice on the issue.

A violation of this policy may result in discipline up to and including termination.
OUTSIDE EMPLOYMENT

No employee will engage in outside employment, including self-employment where a conflict exists. In general,
outside work activities are not allowed when they:

Adversely affect the employee’s performance in the service of the Town;

Result in the illegal use of a Town position for personal gain;

Constitute a conflict of interest;

Result in the use of Town property, equipment or funds;

Bring the Town into disrepute;

Reflect discredit upon the employee; and,

e Prevent employees from fully performing work for which they are employed at the Town, including
overtime assignments.

Outside employment may be subject to approval by the employee’s Department Head and subject to departmental
rules.

14



108

From time to time, Town employees may be required to work beyond normally scheduled hours. Employees must
perform this work when requested. In case of conflict with any outside activity, the employee’s obligation to the
Town must be given priority. Employees are hired and continue in the Town’s employment with the understanding
that the Town is their primary employer and that other employment or commercial involvement that is in conflict
with the business interests of the Town is strictly prohibited.

POLITICAL ACTIVITY

It is the policy of the Town to encourage employees to fully exercise their constitutional rights as citizens to vote
and participate in political activities. Although this policy exists, Town employees are subject to the restrictions
contained herein regarding political activity, except as may be otherwise provided by law.

No employee will use working hours or Town property in any way for soliciting or receiving any subscription,
contribution or political service on behalf of any candidate for public office.

No employee may seek or hold an appointive or elective Town office or position on any Town board or commission,
or any other office where service would constitute a direct conflict of interest with Town employment.

No employee will engage in political activities in violation of law or this policy while on duty, while in uniform or
in a vehicle that identifies the employee as a Town employee, while in the offices, buildings, or non-public areas of
Town property. Employees may not use their official title or status to engage in political activities.

For the purpose of this section, employees engage in political activity if they do any of the following within the
Pantego Town limits on behalf of a candidate during a Town of Pantego election:

Makes a public political speech supporting or opposing a candidate;

Distributes a card or other political literature relating to the campaign of a candidate;
Wears a campaign button;

Solicits votes for a candidate; and,

Solicits campaign contributions for a candidate.

FINANCIAL INTERESTS IN OTHER BUSINESSES

Employees and their immediate family may not own or hold any significant interest in a supplier or vendor of the
Town, except where such ownership or interest consists of securities in a publicly owned company and such
securities are regularly traded on the open market.

ACCEPTANCE OF GIFTS

No employee may solicit or accept gifts of significant value (in excess of $25.00), entertainment, or other benefits
from potential and actual contractors, customers, suppliers and vendors. Special care must be taken to avoid even
the impression of a conflict of interest.

An employee may entertain potential or actual customers if such entertainment is consistent with accepted, ethical
standards, and the public disclosure of facts will not embarrass the Town. Any questions regarding this policy
should be addressed to HR.

Implementation Procedures
All employees must promptly disclose actual or potential conflicts of interest, in writing, to their Supervisor.

Approval will not be given unless the relationship will not interfere with the employee’s duties or will create an
actual or potential conflict of interest.
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1. EMPLOYMENT
PRE-EMPLOYMENT PHYSICALS AND DRUG TESTS
Employees (Regular Fulltime, Regular Part-time, Temporary and Seasonal)

All persons selected for initial appointment or reinstatement will undergo a thorough medical examination,
dependant on the essential job functions of the position for which they are being considered, and drug/alcohol test as
prescribed by the Town upon a conditional offer of employment and prior to their final appointment. The physical
examination and drug/alcohol test will be conducted by a physician of the Town's choice and paid for by the Town.
Employment will be contingent upon successful completion of the medical examination and drug/alcohol test in
relation to the standards of fitness required for the position. No candidate is authorized to begin employment with
the Town until the results of the pre-employment physical and drug/alcohol test are reviewed and approved by HR.

Contract Labor

All individuals selected to work in a contract labor position will be required to submit to a pre-employment
drug/alcohol test. For the purpose of this policy statement, “contract labor” is defined as any person who is paid to
work in a job that requires that person to have access to a Town facility and/or interaction with Town customers.
This person is not otherwise a regular full or part time employee.

The drug/alcohol test must be done within 48 hours of the individual agreeing to the terms of the contract and will
be conducted by a facility of the Town’s choice and paid for by the Town.

Awarding of the contract will be contingent upon the individual passing the drug/alcohol test. No individual is
authorized to sign a contract labor agreement or work in a contract labor capacity until the results of the drug/alcohol
test are reviewed and approved by HR.

INITIAL EMPLOYMENT PERIOD

Your first ninety (90) days of employment with the Town of Pantego are considered an Introductory Period, and
during that period you will accrue benefits described in this manual unless otherwise required by law. However,
you will not be allowed to use these benefits until you have completed the Introductory Period. This Introductory
Period will be a time for getting to know your fellow employees, your Supervisor and tasks involved in your job
position, and becoming familiar with the Town. Your Supervisor will work closely with you to help you understand
the needs and processes of your job.

This Introductory Period differs from a Probationary Period that is set by department (90 days for Municipal
Services and G&A, six months for Dispatch, and twelve months for the Police Department and Fire Department.)
The Probationary Period is a tryout time for both you, as an employee, and the Town, as an employer. During this
Probationary Period, your Supervisor will evaluate your suitability for employment, and you can evaluate the Town
as well. Anytime during this Probationary Period, you may resign without any detriment to your record. If, during
this period, your work habits, attitude, attendance, or performance do not measure up to our standards, we may
release you or extend your Probationary Period. If you take approved time off more than five workdays during the
Probationary Period, the Probationary Period may be extended by that amount of time.

The Town will use the initial employment period to closely observe and evaluate the work of all employees and to
encourage their effective adjustment to the position. The Town will retain only those employees who meet an
acceptable standard of work during their initial employment period.

If the employee does not meet the standards set forth by the department, up to a three-month extension to the initial
employment period may be granted in order to give the employee an opportunity to improve and meet the
expectations. Such an extension will be at the discretion of the Department Head, and will be used when an
employee's performance has been marginal or other circumstances exist that may warrant this action.
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During this time, the new employee will be provided with training and guidance from his/her Supervisor. The
employee may be discharged at any time during this period if the Supervisor concludes that the employee is not
progressing or performing satisfactorily.

During the initial employment period, employment is not for any specific time and may be terminated at will, with
or without cause and without prior notice, without right to an appeal or hearing.

EMPLOYEE CATEGORIES
Based on the conditions of employment, employees of the Town of Pantego fall into the following categories:

e Regular Full-time
e Regular Part-time
e  Temporary/Seasonal Fulltime or Part-time

Regular Full-time

An employee who is considered full-time works the standard working hours at the Town each week as defined by
their department. For most employees (other than Police and Fire shift personnel) it is 40 hours a week. For
uniformed Police Officers it is 80 hours per 14 days and for Fire personnel it is 212 hours in a 28-day work cycle.
Any employee who is temporarily reassigned to a 12-hour schedule is paid overtime based on the 80-hour cycle.

Exempt employees are classified as such if their job duties are exempt from the overtime provisions of the Federal
and State Wage and Hour Laws and the Fair Labor Standards Act (FLSA). Exempt employees are not eligible for
overtime pay. Their salaries are calculated on a weekly basis.

Non-Exempt employees receive overtime pay in accordance with our overtime policy and the FLSA. Their salaries
are calculated on an hourly basis.

Regular Part-time

Part-time regular employees are those that work 20 hours a week or less. They are paid a competitive salary and are
generally given some benefits that full-time employees have, but at a prorated level. Part-time employees receive
holiday pay on the basis of four (4) hours per day for a twenty (20) hour workweek. These employees are not
eligible to become members of the retirement fund or to accumulate vacation, sick leave or other benefits allowed
fulltime employees.

Temporary/Seasonal Employees

Temporary/seasonal employees work for a certain period of time, either full-time or part-time. They are told in
advance the period of employment or told under what conditions their employment may be terminated. All summer
jobs fall in this category, as do jobs for a certain period of time as designated to complete a specific work project,
such as working as a lifeguard during the summer months. These employees are appointed to fill vacancies created
by the heavy work load placed on the Town during the summer months, or other seasons of the year when additional
facilities are made available to the public (i.e. aquatics, recreational facilities, park facilities). These employees are
not eligible to become members of the retirement fund or to accumulate vacation, sick leave, or other benefits
allowed non-orientation employees. Temporary/seasonal employees who work during a scheduled holiday will
receive holiday premium pay.

JOB POSTING AND INTERNAL PROMOTION

The Town of Pantego adheres to the philosophy of promoting from within those employees who meet the
qualifications for the position, have improved their skills and have documented the desire to excel within the
organization. To accomplish this objective in a timely and orderly manner, and to ensure that all employees are
given the opportunity to receive notification of the openings, the Town has devised an internal job posting and
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promotion system for vacancies within the organization. This policy does not apply to the promotional processes of
uniformed police officers or fire personnel due to departmental promotional processes nor does it guarantee that
internal applicants will fill all positions. This policy does not apply to employees involved in disciplinary action or
internal investigations.

Job Posting Procedures

All positions within the Town will be posted after the Requisition for Staff form has been completed and submitted
to HR. The only exception to this policy is positions where eligibility lists are created as a result of having
specialized testing procedures done in conjunction with multi-Town cooperative agreements.

Openings may be posted for a specific time period or until the position is filled.

The HR Department is responsible for the distribution via intra-office mail of all job postings to each of the Town
departments. Once a position is filled, the HR Department will contact the designated representative from each
department to request removal of the job posting. Job postings should be removed in a timely manner after the
position has closed.

The HR Department must approve any deviation from the outlined job posting procedures.
Internal Job Posting Options

All vacant or newly created positions within the Town will be posted. There are two ways that a department can
post an opening.

Posting within the Department Only

This option is available to be used when the vacant position is considered to be in line within a natural progression.
Posting Townwide

This option will allow for a job posting to be prepared and distributed to all departments.

External Job Posting

Positions may be simultaneously posted internally and externally. However, if a position is posted both internally
and externally, an applicant should not be hired from the outside during the first seven working days the position is
posted externally. However, external applicants may be interviewed during this time frame.

Employee Eligibility and Procedures
The following procedures govern employees applying for an internal transfer or promotion.

e  Once initially hired, employees must be in their current position (the position for which they were hired)
for a minimum of six months before they can apply for a transfer to another position, unless the Department
Head and City Manager approve the transfer. In this instance, there must not be any disciplinary action
pending or current disciplinary action in progress.

o Employees must meet all of the qualifications listed on the posting and required in the job description in
order to be considered for the position.

o Employees must submit a completed Application form (complete with Supervisor and Department Head
signatures) to the HR Department before 5 p.m. on the closing date. The HR Department must approve any
extensions after the closing period.

o Department management has the responsibility of ensuring that all professional courtesy is extended to
both internal applicants and the department where the internal applicant works. This means that
department management where the internal applicant works will be notified of all interviews, job offers,
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etc. as it pertains to their employee. It also means that applicants will receive proper communication
regarding their status as an internal applicant.

e The interviewing Supervisor will determine whether or not the employee meets the minimum qualifications
for the job.

o If the employee does not meet the minimum qualifications for the job, the interviewing Supervisor has the
responsibility of contacting the employee to inform him/her.

e Promotions or transfers under this program may not be affected for up to two weeks after selection has
been made, to allow for other adjustments for each department’s needs, such as the completion of projects
in the works or allowing the department to secure a replacement.

e Employees promoted or transferred because of the internal job posting and promotional process (as
outlined in the first bullet of this section) are placed in a new six-month employment period status. As a
result, they may not apply for another position or promotion during this time period unless it is within the
same department and is approved by the Department Head.

Monetary Compensation Adjustments

Once an employee has been transferred or promoted as a result of the internal promotion and job posting system,
his/her compensation will be adjusted within the parameters listed below depending on the employee’s individual
circumstance(s).

o If the employee’s current salary is below the minimum of the new pay grade, the employee’s salary will
move to the minimum of the new pay grade or be adjusted up by 5%, whichever is greater.

o Employees transferring laterally within a pay grade will not receive additional pay compensation.

e Employees transferring into a position within a lesser grade will be compensated by receiving a 5%
reduction in pay if the salary of their current position (at the time of transfer or demotion) is within the pay
grade of the position they are being moved into. If the current salary at the time of transfer or demotion is
higher than the pay range they are being transferred into, their compensation will be adjusted down to the
maximum of the new pay grade or down by 5% whichever is greater.

o If an employee is receiving certification pay (from a previous position) that is not of benefit in the new
position, the certification pay will not be paid in the new position.

e All transfers, promotions and salary adjustments, with the exception of the Fiscal Year salary adjustments,
will be made at the beginning of a pay period. Fiscal Year salary adjustments will be made at the end of
the first “full pay period” in the new Fiscal Year.

TRANSFER, PROMOTIONS, AND REINSTATEMENTS
Transfers

A transfer not including promotion or demotion may be considered at any time for administrative convenience or
upon request of the employee to the Department Head if the employee is qualified to perform the duties of the
position requested. Transfers between departments or within the same department/same pay grade become effective
following the approval of the Department Head(s). In these cases, transfers are considered a lateral move and no
monetary adjustments will be made to a salary. If the transfer involves moving to a different division within a
department or to a completely different department, the employee will be required to complete an initial orientation
period unless otherwise approved by the City Manager and HR. Employees who are transferred due to
administrative convenience will not be required to complete a new orientation period.

Generally, employees should be in their job for at least six months before applying for a change in position unless
approved in advance by the City Manager and the Department Head. An employee’s performance, attendance,
punctuality record and disciplinary record will be taken into account.

An employee who desires to transfer into another position must follow the procedures outlined in the internal
promotion and job posting policy, unless the transfer is within the same department and considered a lateral move
within the pay plan. Each employee requesting a transfer will be considered for the new position along with all
other applicants.
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Each transfer is judged on an individual basis, depending on the needs of both departments involved.
Management will make all final decisions, regarding transfers, in conjunction with the HR Department, if needed.

Employees who wish to apply for a transfer should discuss it first with their Supervisor. Employees are encouraged
to discuss their career aspirations with their Supervisor. The HR Department is available for consultation with
employees to help them determine if their skills fit the requirements of the desired job.

Promotions

Promotions must involve a definite increase in duties and responsibilities and shall not be made merely for the
purpose of increasing compensation. Employees accepting a promotion will serve an orientation period.

If the employee does not satisfactorily perform the duties of the new position, or if the Supervisor feels that the
employee may not successfully complete the initial employment period, the employee may be terminated, or
returned to the former position, if available. Those employees returning to their former positions will do so at the
pay rate prior to the promotion. The Town encourages employees to assume higher-level positions or lateral
transfers for which they qualify.

Reinstatements/Rehires

An employee who resigns from the Town in good standing will be eligible to be rehired in an open position if the
employee is qualified for the essential job functions and if the rehire is in the best interest of the Town.

A rehired employee may regain an adjusted tenure under the following circumstances:

e The employee must have resigned in good standing after completing their initial employment period. The
Town of Pantego must not have terminated the employee.

e The employee must have been separated from the Town of Pantego for no more than one year. The
employee must have been a regular full time employee previously and must be rehired as a regular full time
employee.

o Rehired employees will not be eligible to retrieve any sick, vacation or other leave balances that may have
existed at time of resignation. Tenure at the time of separation will be restored once the provisions of the
policy are met.

e All rehired employees will be required to complete an initial orientation period just as any other newly
hired employee. Once the initial orientation period is completed, employees receiving adjusted tenure will
be eligible for all benefits, privileges, eligibility, etc. just as any other employee with the same tenure.
Examples include vacation accrual, longevity pay, retirement calculations and promotional eligibility in the
Police and Fire Departments.

1. COMPENSATION
PERFORMANCE MANAGEMENT AND COMPENSATION PROGRAMS

The work performance of employees is evaluated on a continuous basis. Evaluation Reports are submitted on each
employee according to the following schedule

Probationary Evaluation — At the end of the 3" month of employment
Mid Term Evaluation — December 1%

Annual Evaluation — June 1%

Special Evaluation — As required
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The evaluations are devised to gain significant facts concerning the details of the quality and quantity of work
performed, the conduct and work habits of the employee, and other factors having bearing on the employee's
performance and value to the organization.

Employees will be provided a copy of their evaluation report. Supervisors will individually review reports with
employees and discuss any improvements in performance as necessary.

All annual evaluation reports will be made a part of the employee’s personnel file. The results of evaluations may
be a factor in determining whether or not an employee successfully completes his/her initial employment period,
taking other personnel action, and in making salary adjustments in compensation.

In order to attract and retain a highly qualified and competent work force, the Town has instituted a performance
management program to compensate employees in a fair and equitable manner. This program is based upon
demonstrated job performance, an approved budget adopted by the Town Council, and in accordance with its Equal
Employment Opportunity policy.

Through this program, employees will receive constructive work reviews designed to address performance and skill
developmental needs and interests.

Under usual and appropriate circumstances, employees should receive a performance review annually. If an
employee's job responsibilities change substantially at any time after the annual work review, however, another may
be conducted before the next annual review, after the new assignment has begun.

PAYMENT OF SALARY/WORKWEEK
All employees are paid twenty-six (26) pay periods annually.
Salary payment is made biweekly, every other Wednesday, for base salary due up to the pay date.

Regular working hours for Town employees, excluding Fire shift employees and uniformed Police Officers, are
forty (40) hours per week.

Regular working hours for uniformed Police Officers are 171 hours in a 28-day period of time. Fire shift employees
regularly work 212 hours in a 28-day period of time.

All personnel changes requiring adjustments to compensation will be made at the beginning of the pay period,
including Fiscal Year compensation adjustments. Employee paychecks will only be given personally to that
employee or the designated representative from each department assigned to pick up all paychecks for their area.
All other arrangements for mailing or pick-up must be made in advance and in writing with the HR Department if
the paycheck is to be released to someone other than the employee.

If the regular payday falls on a Town-recognized holiday, paychecks will be distributed one workday prior to the
aforementioned holiday.

Employees may be paid by check or through direct deposit of funds to either a savings or checking account at their
bank of choice (providing the bank has direct deposit capability). To activate direct deposit, a Direct Deposit
Authorization form from HR may be obtained and completed. The completed form must then be returned with a
voided personal check to the HR Department. Due to banking requirements it may take two weeks for activation of
the Direct Deposit.

In the event of a lost paycheck, the HR Department must be notified in writing as soon as possible before a
replacement check can be issued. In the event the lost paycheck is recovered and the Town identifies the
endorsement as that of the employee, the employee must remit the amount of the replacement check to the Town
within 24 hours of the time it is demanded and may be subjected to disciplinary action.
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The number of exemptions claimed on Form W-4, Employee’s Withholding Allowance Certificate, affects the
amount of Federal withholding. If an employee's marital status changes or the number of exemptions previously
claimed increases or decreases, a new Form W-4 must be submitted to the HR Department. It is the employee’s
responsibility to complete the W-4 form and all elections thereon, including any and all amendments from time to
time.

OVERTIME

The Fair Labor Standards Act (FLSA) requires those non-exempt employees be paid time and a half (one and one-
half times their rate of pay) for every hour actually worked in excess of forty (40) hours for regular employees, one
hundred seventy one (171) hours for Police employees or two hundred twelve (212) hours for Fire shift personnel in
their designated work cycle. Hours worked includes all time required or allowed to be worked or to be on duty at
the workplace. This includes approved holidays, jury duty or job-related subpoenas, unless otherwise approved by
the City Manager. Employees must provide a copy of the jury duty summons or subpoena to their Supervisor.

It is the Department Head’s discretion, with the employee’s approval, as to whether or not the Town will offer the
employee compensatory time (comp time) or a monetary payment for any overtime hours. With either option,
compensation will be at time and a half unless otherwise approved by the City Manager.

Any compensatory time authorized for exempt employees will be a matter of record, and time off must be taken
before the end of the full pay period and with approval of the City Manager. Accumulation of compensatory time
will not exceed 16 hours.

Depending on the Town’s work needs, employees will be required to work overtime when requested to do so.
Approval of a Supervisor however, is required for any non-exempt employee to work overtime. Employees working
overtime without written approval will be subject to disciplinary action, and will not be eligible to receive overtime
pay in that situation.

There are two types of overtime work:

e Scheduled Overtime - Scheduled overtime work is announced in advance and generally will involve an
entire department or operation. This type of overtime becomes part of the required workweek of the people
who are members of the department or operation. If you need to be excused from performing scheduled
overtime, please speak to your Supervisor. He or she will consider the situation and the requirements of the
department or operation in deciding whether you may be excused from performing the scheduled overtime.

e Incidental Overtime - Incidental overtime is not scheduled; it becomes necessary in response to
extenuating circumstances. It is extra time needed to complete work normally completed during regular
hours. Incidental overtime may become necessary when an illness or emergency keeps co-workers from
being at work as anticipated. It may require you to return to the workplace for emergency work. The
opportunity to perform incidental overtime will be given first to the employee who normally performs the
task. If that employee cannot perform the overtime, the Supervisor will offer the overtime to a suitably
qualified person who is available to perform the overtime work.

Employees are responsible for turning in their overtime hours to the timekeeper in their department within the same
pay period of the overtime being worked.

Each day, the time the employee works must be recorded on a time record. The employee's Supervisor must
approve his/her hours worked at the end of each pay period. Additionally, time records with overtime must be
countersigned by the Supervisor and must be in HR by 10:00 a.m. the Monday preceding payday in order for an
employee's pay to be processed for payday. Any overtime that has not been recorded on the time sheet will be paid
the following pay period.
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Calculating Overtime Pay

Hours worked plus approved holidays; excused absences, jury duty and job related subpoenas equal forty (40) hours.
Vacation, sick leave and/or compensatory time are not used in calculating the forty (40) hours of work or in
calculating overtime compensation for hours in excess of forty (40) hours, one hundred seventy one (171) hours or
two hundred twelve (212) hours for the appropriate pay cycle.

Employees are expected to comply with requests to work overtime if:

e The Town’s business requires overtime work;

e  The request to work overtime is reasonable;

e  The employee has no compelling reason not to comply with a request to work overtime; and/or
e Anemergency situation exists within the service area which supersedes other considerations.

NOTE: Exceptions to the overtime calculation components may be granted at the discretion of the City Manager.
TIME RECORDS

The attendance of all employees is recorded daily by each department and is submitted to the HR Department
biweekly on the payroll sheets.

Each Department Head is responsible for ensuring that all time is properly reported on the payroll sheet.

Lunchtime is one hour unless otherwise indicated in the space provided on the time register (subject to Supervisory
approval on a daily basis).

If authorized by their immediate Supervisor or Department Head, employees may take two (2) 15-minute rest
periods “breaks” each workday. Such breaks shall be considered a privilege and not a right and will never interfere
with proper performance of the work responsibilities or work schedule of each department.

LONGEVITY PAY

Longevity pay is provided to encourage retention of employees by recognizing the value of long-term service with
the Town. Once an employee has completed one full year of continuous service, all regular, full time employees
will be eligible to accrue or receive longevity pay. Part time, temporary/seasonal and contract employees are not
eligible to accrue or receive longevity pay.

Accrual

Accrual of longevity pay will begin after one (1) years of continuous employment. At the end of one (1) full year of
service, eligible employees will receive five dollars ($5.00) per month longevity pay. There are no limits regarding
a maximum accrual amount of longevity pay that an employee can receive during his/her length of employment.

Longevity pay for all eligible employees will be calculated on all months of service, regardless of any breaks in
service (long term disability, worker’s compensation, etc.).

If employment is terminated and the employee is rehired, past service credit will not be given to the employee for
the purpose of determining eligibility of longevity payment, unless the employee is rehired within one year of
leaving the employment with the Town of Pantego in good standing. Longevity pay accruals will commence
beginning in November of each year.

Pay-outs

Employees who are eligible for longevity pay will receive a lump sum payment during the month of December for
the total amount due each year.
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COMPENSATORY TIME

The Fair Labor Standards Act (FLSA) permits public sector employers to give non-exempt employees compensatory
time (comp time) off in lieu of monetary overtime compensation. Comp time will be given at a rate of at least one-
and-one-half hours for each hour of employment for which overtime compensation is required. Under the FLSA
compensatory time will be granted only if it is mutually agreed upon by the Town and the employee.

In order to receive compensatory time at time and one half, the employee must be present on all scheduled workdays
within the workweek. Compensatory time is to be recorded on the timesheet in the “Comp Time Earned” column.

V. TIME OFF

VACATION

Time away from work to relax and pursue special interests is important to everyone. All full-time employees are
eligible for paid vacation after six months of employment. Vacation leave will begin to accrue at the start of
employment, but employees must complete six months of service before becoming eligible to use accrued vacation
benefits. Every employee is encouraged to properly request and use accrued vacation leave during the year,
according to the following schedule:

Employees will continue to accrue vacation benefit hours when out on Workers” Compensation.

Employees will not accrue vacation leave while out on leng-term-disability or during an unpaid leave of absence.
Based upon department needs, the Town of Pantego will attempt to grant an employee the vacation dates he/she
requests.

Vacation Accruals

All Employees except Firefighters

Length of Service

Time Accrued
Per Pay Period

Time Accrued Per
Year

Fewer than 5 years

3.08 hrs/pay period

80 hrs/year 2 weeks

5 years but fewer than 10 years

3.69 hrs/pay period

96 hrs/year 12 days

More than 10 but fewer than 20

4.62 hrs/pay period

120 hrs/year 3 weeks

More than 20 years

6.15 hrs/pay period

160 hrs/year 4 weeks

Fire Personnel

Length of Service

Time Accrued Per
pay period

Time Accrued Per
Year

Fewer than 5 years

4.67 hrs/pay period

~120 hrs/year 5 shifts

5 years but fewer than 10 years

5.59 hrs/pay period

~144 hrs/year 6 shifts

More than 10 but fewer than 20

7.00 hrs/pay period

~180 hrs/year 7.5 shifts

More than 20 years

9.32 hrs/pay period

~240 hrs/year 10 shifts

When a Town holiday falls during a scheduled vacation, it is not counted as a vacation day. Any employee that
becomes ill during a scheduled vacation cannot change a vacation day to a sick day. Scheduled vacation days count
as vacation even if an employee would ordinarily take a sick day.

Accumulation Rights
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Vacation time may aet-be carried over and accumulated in subsequent fiscal years more than 240 hours for Regular
Employees and 364 hours for Fire Personnel, but will not be compensated in an amount greater than this upon
completion of employment.

It is the employee’s responsibility to monitor his/her vacation accruals. All accruals are listed on the employee’s
paycheck stub.

Scheduling

Department Heads and Supervisors shall schedule vacation leave giving due consideration to the needs of the
department and the ability of the remaining employees to perform the required work. Employees shall take vacation
leave or be required to take vacation leave at such time, in the judgment of the Department Head or Supervisor, as
will best serve the interests of the organization.

It is requested that employees give their Supervisor or Department Head the maximum notice possible. A minimum
of three (3) day’s notice is required in order to request a day off.

Miscellaneous Provisions

Vacation leave is not transferable between employees. Advance vacation leave is only authorized with the approval
of the City Manager. Official holidays occurring during a vacation shall not be charged to vacation leave. Vacation

leave may be taken in heurhy-quarter hour increments. Usage-ofincrements-ofless-than-one-hour-is-notpermitted:
Benefit Pay-out upon Termination of Employment

Cash payment for unused vacation leave will be made upon termination, retirement, or the death of the employee.
HOLIDAYS

All regular, full-time employees are eligible for holiday pay beginning with their first day of employment.

We schedule all national holidays on the day designated by common business practice. Employees who are required
to work as part of their regular schedule will receive one hour of holiday pay for each hour worked, not in excess of
8 hours or overtime work.

All full-time employees (including those in initial employment period) are eligible for 11 paid holidays per year as
follows:

Date Name of Holiday
January 1 New Year’s Day
3" Monday President’s Day
in February
Friday before Easter Good Friday
Last Monday in May Memorial Day
July 4" Independence Day
First Monday in September Labor Day
September 11th 9-11 (firefighters only)
Fourth Thursday in Thanksgiving Day
November
Fourth Friday in November Day after Thanksgiving
December 24" Christmas Eve Day
December 25" Christmas Day
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Floating Holiday All Town employees
except firefighters

**|n accordance with Texas State law (Texas Government Code Section 142.0013(c)), “Firefighters shall be granted
the same number of vacation days and holidays, or days in lieu of vacation days or holidays, granted to other
municipal employees, at least one of which shall be designated as September 11th.

If a holiday falls on a Saturday, the preceding Friday will be observed. If a holiday falls on a Sunday, the following
Monday will be observed.

When an official holiday occurs on a scheduled work day, employees are entitled to the holiday and will receive pay
for the number of hours normally worked provided they work the days preceding and following the holiday or have
their absence approved by their Supervisor. A holiday that falls within an employee's vacation period will not be
counted as a day of vacation.

Employees will not be eligible for a Floating Holiday until after they have completed their introductory period. The
Floating Holiday is based on the calendar year and must be taken during the relevant holiday year and may not be
carried over to the following year. Any holiday pay for holiday entitlement not taken in the relevant holiday year
will be forfeited.

Employees absent without permission, or without making advance arrangements or on disciplinary suspension on
the working day immediately preceding or following a holiday shall lose pay for the holiday, in addition to being
subject to disciplinary action, up to and including termination. Absent without permission or without making
advanced arrangements will not include calling in sick, so long as the notification of use of sick leave complies with
the requirements of this and other Town policies. Multiple episodes of calling in sick prior to or following a holiday
may be considered as an abuse of sick time. In this instance a doctor’s note may be requested. Once confirmed, the
employee would be eligible to receive pay for the sick day and the holiday. Employees who have voluntarily
terminated their employment and their last day of employment is the working day proceeding a holiday will not
receive holiday pay.

Employees desiring to observe religious holidays that do not coincide with official holidays may be given time off
without pay or authorized to use accrued vacation leave, sick leave or compensatory time, with approval of his/her
Supervisor so long as it does not unreasonably interfere with the job. You must notify your manager at least 10
business days in advance.

BEREAVEMENT/EMERGENCY LEAVE

The Town of Pantego recognizes that there are situations in employees’ lives that require time off for certain family
events beyond sickness and vacation. To accommodate these situations without requiring an employee to initially
use other accrued time off options, bereavement and emergency leave will be granted.

The Town of Pantego realizes that a death in an employee’s immediate family is a time of sorrow. In order to assure
continued earning power during this time the Town provides bereavement leave, without the loss of pay, in the case
of a death of an immediate family member. In addition, emergency leave will be granted to an employee for the
purpose of a birth or adoption of an employee’s child (children).

General Provisions

e Bereavement/Emergency Leave may be granted to non 24-hour shift employees up to a maximum of three
(3) consecutive working days per occurrence; and 24-hour shift employees may be granted up to a
maximum of thirty-six (36) hours per occurrence.

e Compensation is based on the employee’s regular rate of pay and normal workdays.

e Compensation is limited to three consecutive working days or 36 hours for fire shift personnel. One of
these days must be the day of the funeral if using bereavement time.
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e Payment of compensation will be made only for the days/hours lost that the employee would have worked
and does not include days off or time during an employee’s vacation leave.

e Additional requested paid time off would require the use of accrued holiday, compensatory, or vacation
time. If the employee has no additional accrued time available, a Supervisor may approve time off without
pay depending on departmental needs.

e Upon returning to work after Bereavement Leave, an employee must record the absence as Bereavement
Leave on the official time record. Proof of death and relationship to the deceased may be required.
Generally, a death notice or obituary from a newspaper suffices for this record- keeping requirement.

Employee Responsibilities

Employees are responsible for personally notifying their Supervisor of their absence in accordance with established
departmental guidelines.

PERSONAL LEAVE

Full-time non exempt employees are eligible to receive three days (24 hours) of paid personal leave during each
calendar year after the completion of their 90-day Introductory Period. Employees may use personal leave in units
of no less than two-heurs-one-quarter hour at any one time. Personal leave is intended to be used to accomplish
personal business that cannot be accomplished during normal working hours such as registering a vehicle, paying
taxes, consulting with an attorney or real estate transactions. Employee shall request personal leave from your
Supervisor in advance.

Personal leave may not be carried or accumulated from year to year nor is unpaid personal leave paid for upon an
employee’s retirement or termination.

JURY DUTY/COMPLIANCE WITH A SUBPOENA

Employees who are required by law to render jury service, or who comply with a valid job related subpoena to
appear in a civil, criminal, legislative or administrative proceeding, will be compensated their regular salary
provided this occurs during the employee’s normally scheduled work time. These absences will not count against an
employee for the purposes of calculating overtime during normally scheduled work time.

In the event that the employee is required to comply with a job related subpoena on a non-scheduled work day, the
employee will receive a minimum of two (2) hours of compensation calculated at the employee’s regular (straight
time) rate or 1.333 hours of compensation calculated at the employee’s overtime (time and one half) rate.
Employees will receive the overtime rate provided that they meet all applicable criteria for overtime payment under
the Fair Labor Standards Act (FLSA). If actual time worked exceeds the minimum times listed, the employee will
receive payment for actual time worked at the applicable rate.

Employees on jury duty are expected to contact their Supervisor (to see if they should report back to work) in the
event that they are excused from jury duty or dismissed early by the Court. Individuals complying with a valid non-
job related subpoena will be required to use accrued leave time (vacation or compensatory) if compensation is
desired for the time the employee is away from work. Accordingly, use of accrued leave will count against an
employee for the purposes of calculating overtime.

The employee may retain any payment for jury duty received by the employee.
Implementation

Employees must notify their Supervisor no fewer than three (3) working days prior to the first day of absence for
service. Employees must give the Supervisor a written statement from the appropriate court official indicating the
date and time for such service. This is necessary to meet payroll record keeping requirements. A copy of the jury
summons or subpoena will suffice for this purpose. Copies of the notice to serve jury duty or job related subpoena
should be forwarded to HR as part of the employee’s personnel file.
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MILITARY LEAVE

The Town of Pantego is committed to fulfilling its obligation under state and federal law and to demonstrating its
support of national and regional security efforts by providing Military Leave as specified by this policy. The Town
also acknowledges that time spent by employees on Military Leave is often relevant or complimentary to their
workplace responsibilities and that the skills, leadership, discipline and teamwork experience that employees acquire
during military service can prove valuable on the job. This policy is intended to allow employees to fulfill their
military obligations and to help mitigate any undue financial hardship.

MILITARY RESERVE/GUARD LEAVE

A regular employee, who is a member of the National Guard or reserves of the United States armed forces shall,
upon notification to the Department Head and submission of appropriate documentation, be granted leave for a
period required to perform active duty for training. Temporary employees who have brief or non-recurrent positions
with the Town and who have no reasonable expectation that their employment with the Town will continue
indefinitely or for a significant period of time are generally ineligible for extended paid military leave in excess of
15 days, reemployment rights, or any other military leave benefits under this policy.

In accordance with 8 431.005, Texas Government Code, a regular employee engaged in authorized military training
or duties will receive pay and accrue benefits as if the employee were on the job, for up to 15 workdays (three
calendar weeks) in any one year. This leave may be used when an employee is engaged in National Guard or U.S.
Armed Forces Reserve Training or duty ordered or approved by proper military authority. The paid leave days may
be consecutive or scattered throughout the year.

An employee eligible for military leave who is ordered or authorized to participate in training or other duty for more
than 15 work days in calendar year will be placed on leave without pay for any time in excess of 15 work days or the
employee may use any accrued vacation, holiday, personal or compensatory time. If using accrued pay, shift
employees will be transitioned to a 40 hour workweek during military absences for training that are 15 days or
longer.

An employee shall give as much advance notice as possible to the Town of Pantego regarding dates for military
training leave. Annual or quarterly training schedules should be given to the appropriate department representative,
using the appropriate department protocol, as the schedules become available to the employee.

MILITARY ACTIVE DUTY LEAVE

A regular employee, who leaves a position with the Town for the purpose of entering any branch of the United
States armed forces for extended active duty or the National Guard, shall be placed in military active duty status and
granted a leave of absence.

The employee should give the Town of Pantego advance notice of the employee’s intent and, for reemployment
purposes, submit a copy of the orders for inclusion in the employee’s personnel record. Absent unusual
circumstances, such notice must be given to the Town, no later than 24 hours. The employee should contact the
appropriate department representative, using the appropriate department protocol, after the employee receives the
military orders. Temporary employees who have brief or non-recurrent positions with the Town and who have no
reasonable expectation that their employment with the Town will continue indefinitely or for a significant period of
time are generally ineligible for extended paid military leave in excess of 15 days, reemployment rights, or any other
military leave benefits under this policy.

In accordance with § 4312, Title 38, United States Code, an employee may serve a total of five (5) years on active
duty in the armed forces or the National Guard, (six (6) years for Navy Nuclear Program) and still be eligible for
reemployment. An employee’s right to reemployment is not protected for periods of military active duty longer than
five (5) years (six (6) years for Navy Nuclear Program).
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A full time employee who returns from active duty is entitled to reemployment in the same position held upon
entrance to active duty, or in a position of comparable status and pay, if the employee:

is physically and mentally qualified to perform the essential functions of the position. The Town will
require all employees returning from active duty to undergo a Fit For Duty physical at the Town’s expense
prior to returning to work;

was discharged, separated, or released from military active duty under honorable or general conditions;

has not been on military active duty leave for more than five (5) years (six (6) years for Navy Nuclear
Program); and

submits a written application for reappointment after discharge, separation, or release from military active
duty and presents evidence of the discharge, separation, or release from military active duty, according to
the following time lines defined by the Uniformed Services Employment and Re- employment Rights Act
(USERRA) 38U.S.C. §430I through 4333:

Fewer than 31 days Active Duty - The employee must report to work at the next regular scheduled work period
after a reasonable time to return home safely and an 8-hour rest period.

Between 32 to 181 days Active Duty - The employee must submit a written application within 14 days of release of

service.

More than 181 days Active Duty - The employee must submit a written application within 90 days of release of

service.

PARTIAL MILITARY PAY AND BENEFITS

A regular employee called to active duty in a reserve component of the armed forces will be granted leave and
employee benefits in the following manner.

1.

Use of other Paid Leave - In order to receive military partial pay, an employee will be required to use all
leave time that is currently available to that employee. For the purpose of this policy, all leave time
includes any accrued holiday, vacation, personal or compensatory time. Once an employee uses all
available leave, the employee will be eligible for salary continuation for a period of time not to exceed one
year of combined use of leave time and military partial pay. The leave must be taken in amounts consistent
with the employee’s regular work schedule with the Town. For example, if the employee was regularly
scheduled to work forty (40) hours per week for the Town, the leave must be used at a rate of forty (40)
hours per week. An employee is not compelled or required to utilize any of those accrued leave balances,
and those leave balances will remain intact until the employee is released from military duty and is
reinstated to Town employment. If the employee elects not to use the accrued leave balances, that
employee will not be eligible for partial military pay.

Military Partial Pay - An employee will receive military partial pay for up to one year of combined use of
leave time and military partial pay beginning the first day on active military duty. An employee will be
eligible for military partial pay only if the total monthly military salary is less than the total monthly Town
salary. If the total monthly military salary is greater than the employee’s total monthly Town salary, the
employee will not be eligible for military partial pay. The employee must provide the Town with an
official documentation that substantiates the amount of military pay the employee will receive.
Additionally, the employee must inform his/her Supervisor of any changes in the employee’s military pay
while receiving Military Partial Pay from the Town. Important: Employees who meet these requirements
are eligible for Military Partial Pay benefits up to such time that the Town Council, in its sole discretion,
due to budgetary and/or financial constraints, amends or discontinues this benefit.

Insurance Benefits - The employee will not have coverage through the Town’s carrier while deployed to
Active Duty status. In this circumstance, the employee and his/her dependants will be eligible for medical
and dental coverage through the military or the employee may elect to continue health and dental coverage
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through COBRA. COBRA coverage may be obtained for a maximum of twenty four (24) months at a cost
to the employee of not more than 102% of the full premium under the Town’s plan.

Upon an employee’s return to employment following military service, the Town will provide all of the
employee’s health insurance coverage immediately, even if a waiting period is normally required for new
or returning employees. In addition, a returning employee will not be subjected to exclusions from
coverage unless the exclusions apply to injuries or conditions that were incurred as a result of military
service.

4. Other Benefits - While receiving partial military leave pay; employees will continue to accrue vacation,

sick leave and other benefits provided to other employees on paid leave. While on unpaid military leave,
benefit leave accruals will be suspended and will resume upon the employee’s return to active employment.
Once an employee returns to work following an unpaid leave, he/she will be treated as though he/she was
continuously employed for purposes of determining benefits based on length of service. The employee will
be responsible for stopping all voluntary deductions or make arrangements for those deductions to be paid
prior to the employee being placed on military leave of absence.
Important Information for the Employee - People called to active duty military service are entitled to
some types of civil relief, such as the ability to break leases and limits on loan interest, under the Soldiers’
and Sailors’ Civil Relief Act (SSCRA). This act does not affect employment or reemployment. Members
of the Armed Services should seek private or military assistance to determine if they are eligible for civil
relief under SSCRA.

5. Garnishments - While an employee is on partial paid military leave, the Town will continue to withhold
any court ordered garnishments from the employee’s paycheck. If the employee goes out on an unpaid
military leave of absence, and Town issued paychecks cease, it is the employee’s responsibility to notify
the appropriate court ordered agency of deployment and to make alternative arrangements for payment.

TIME OFF TO VOTE

The Town recognizes that employees have civic responsibilities and encourages them to fulfill their civic duty by
participating in local, state and national elections. Generally, employees are able to find time to vote either before or
after their regular work schedule. In accordance with Texas state law, in those cases where employees are unable to
vote because the polls are not open for at least two consecutive hours outside of normal working hours, the Town
will grant up to two (2) consecutive hours of paid time off to vote. This will also include any time off to participate
in early voting.

Employees requiring time off to vote should request the time off from a Supervisor at least two working days prior
to Election Day or the day that the employee will vote early. Advance notice is required so that the necessary time
off may be scheduled at a time that it is least disruptive to the normal work schedule.

SICK LEAVE

The Town of Pantego shall provide sick leave as a benefit to cover the illnesses or injury of the employees or their
dependents during the employee’s absence from work during the regularly scheduled workweek. Other reasons sick
leave may be granted are:

The birth of a child

The adoption of a child or the placement of a child for foster care
Caring for a seriously ill spouse, child or parent

A serious condition that disables the employee

A medical, dental, or optical examination, office visits, or treatment
To attend a bona fide counseling session by a qualified counselor

31



125

All regular full time employees will be eligible to accrue sick leave. Eligible employees should not use any accrued
sick leave during their first three (3) months of employment. Under no circumstance will sick leave be advanced to
any employee or paid out upon termination. Part time, seasonal and temporary employees are not eligible to accrue
sick leave.

Accruals
Regular Full Time Employees (Non 24-hour shift)

Regular full time employees (non 24-hour shift) will accrue 3.69 hours of sick leave per pay period or 8 hours per
month of employment for a total of 12 days credit for each year of employment.

Employees will not accrue sick leave benefits while out on long-term disability or unpaid leaves of absences.
Employees will continue to accrue sick leave while out on Workers’ Compensation.

Twenty-four Hour Shift Employees (Fire Operations personnel)

Employees working on a 24-hour shift will accrue 5.16 hours per pay period or a total of 134 hours for each year of
employment.

Employees will not accrue sick leave benefits while out on short/long term disability or unpaid leaves of absences.
Employees will continue to accrue sick leave while out on Workers’ Compensation.

Notifications

To receive paid sick leave, an employee shall notify the Supervisor or authorized representative as established by
departmental guidelines. If no departmental guidelines exist, the employee should provide notification before or
within 30 minutes after the designated starting time for which the employee commences work. Only if the employee
is physically unable to make a phone call will it be acceptable for someone else to place the call to the employee’s
Supervisor.

It is the employee’s responsibilities to contact his/her Supervisor daily if absent for more than one day. Exceptions
would be hospitalization, a prolonged or catastrophic illness. In these instances, the employee may be required to
make periodic update calls to keep his/her Supervisor informed of the employee’s return to work status.

Conditions for Use

All employees exeept-these—on-24-heur—shifts-may use sick leave in intervals of one-quarter—(4)}-hour with one-
quarter {5-hour being the minimum. Empleyees-on-a-24-hour-shift-may-use-sickleave-in-intervals-of four(4)-hours:

Employees may use sick time to care for immediate family members who become ill. An immediate family member
is a spouse, child or parent. A physician’s statement can be required in such instances.

Supervisors may require satisfactory proof of illness or of the need for caring for a family member and may disallow
any sick leave in the absence of such documentation.

After accumulated sick leave has been exhausted, employees may use authorized vacation time. When absence due
to illness exceeds the amount of paid leave earned and authorized, the employee may be eligible for personal leave
without pay or disability. Employees who become disabled must meet the provisions of the disability insurance
guidelines. Consult HR for information regarding disability. Employees who qualify for a leave of absence without
pay must comply with all the provisions of the leave of absence without pay policy. In these instances, it is the
employee’s responsibility to provide a doctor’s prognosis and an estimated return date so that the Town can
determine whether the position can be left open or filled temporarily based on the following criteria:
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Length of leave requested

Workload requirements

Employee’s past work record

Employee’s ability to perform in same position upon return

Once an employee has exhausted all leave options, employment will be terminated, and if eligible, the employee
may utilize his/her disability benefit(s).

Accrued sick leave may not be used in conjunction with workers’ compensation benefits.
Misuse of Sick Leave

A Supervisor may at any time require satisfactory proof of the proper use of sick leave and may disallow sick leave
in the absence of such proof. An employee who misuses sick leave should be counseled and will be subject to
disciplinary action, up to and including termination.

An employee may be required to furnish a Supervisor with a physician’s statement regarding the health status and
fitness for duty requirements if one of the following occurs:

e Absence of three (3) or more consecutive days

e Hospitalization

o Exhibited pattern of excessive misuse (e.g. reoccurring use of sick leave in conjunction with a holiday
or regularly scheduled days off)

Shift Employees in the fire service who are scheduled to work 24-hour shifts may be required to furnish a
Supervisor with a physician’s statement regarding the health status and fitness for duty requirements if one of the
following occurs:

e  Absence of two or more consecutive scheduled work shifts
e Exhibited pattern of excessive misuse (as defined above)
e Hospitalization

Employees utilizing sick leave benefits are expected to restrict their activities away from their residence, medical
facility or other location directly requiring their presence to only those activities necessary and appropriate to deal
with the given situation.

In the event of frequent claiming of sick leave benefits or evidence of malingering or excessive misuse exists, the
Town may require the employee to have a fit for duty physical to ensure the employee is able to safely perform the
essential job functions as outlined in the job description. All fit for duty physicals requested by the Town under
these circumstances will be conducted by the Town’s medical services provider and will be at the Town’s expense.

DONATION OF SICK LEAVE

The purpose of this policy is to establish guidelines for donation of sick leave from one employee to another
employee. An employee, who is unable to work in any capacity due to long-term illness, non-job related injuries,
temporary disabilities, and/or illness may use sick leave donations. Sick leave donations may also be used to
provide medical care or assistance to eligible family members when the affected employee has insufficient paid
leave for the entire period.

All regular full time employees are covered by this policy. This policy does not apply to temporary, seasonal or
part- time employees.

Employees can voluntarily donate sick leave to other employees who have a serious health condition in order to
assist them during their time of need.
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Eligibility

All full-time, regular employees who have a minimum of 160 hours accrued as a sick leave balance are eligible to
contribute anything above and beyond 160 hours to another employee. All full-time employees who do not have
160 hours of sick leave accrual, as well as part-time, seasonal, and/or temporary employees are ineligible to donate
to another employee. Firefighters on 24-hr. shifts who have a minimum of 280 hours accrued as a sick leave
balance are eligible to contribute anything above and beyond 160 hours to another employee. Firefighters (on 24-hr.
shift) who do not have 280 hours of sick leave accrual are ineligible to contribute to another employee.

Procedures for Donations of Sick Leave

Donation of sick leave hours is voluntary. All eligible interested employees may voluntarily donate sick leave to
another employee at any time by notifying the HR Department.

All donations must be made in eight (8) hour increments. The minimum amount that can be donated is eight hours.
There is no cap on the number of hours an employee can donate, as long as the donating employee does not deplete
his/her sick time down to fewer than 160 hours at any given time (280 hours for 24-hr. shift firefighters).

Donation of sick leave will be for a specific request. Contributions are non-refundable.
Those employees who donate sick leave will not be penalized as “sick leave used” in their performance evaluations.
Donated Sick Leave Request Procedures

All regular full time employees are eligible to receive donations to their sick leave balances after they have
successfully completed their six-month “initial six month orientation period” and after they have depleted all unused
time (sick, comp or vacation) of their own.

The employee must first request leave to their Department Head or Supervisor. The employee’s Department Head
must approve the leave. The Department Head may request confirmation from the employee or the employee’s
physician that a serious health condition exists and may verify the length of time that the employee will be off from
work.

Employees may request donations in eight (8) hour increments only, not to exceed 80 hours per each request.
Firefighters (on 24-hr. shift) may request donations in 12 hr. increments only not exceed 106 hours per each request.

The Department Head will send the request to the HR Department within 24 hours. HR will determine if the
employee requesting time meets all of the criteria and will be responsible for ensuring that donated sick leave is
credited to the appropriate employees account.

The maximum amount of donated sick leave that an employee can receive in a calendar year is 240 hours (360 hours
for 24-hr. shift firefighters) or six weeks whichever is greater. Donations of sick leave will not be made when an
employee is receiving workers compensation benefits or is on long-term or short-term disability. Donated sick leave
is available in hours only and has no monetary value. Any excess donated sick leave will remain in the receiving
employee’s sick leave balance and can be used for other sick leave absences, such as follow-up visits to the doctor;
however, in accordance with this policy, employees will not be paid for unused, donated sick leave upon
termination.

Absences using donated sick leave may not be used to extend employment beyond the maximum time any employee
may be absent from the workplace.
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Sample Sick Leave Donation Form

Instructions: Please complete this form and send it to the Human Resource Department (attn:
HR Coordinator). Thank you for helping a fellow employee.

Employee Name (Donor):

Department:

Social Security Number:

1, voluntarily donate hours of my accrued sick leave to
has a serious health condition.

| understand that | am freely donating this leave and give up all rights to the use of this leave in time off.

Employee Signature Date
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Sample Sick Leave Donation
Request

Employee Name:

Department/Division:

Social Security Number:

| verify that | have a serious health condition (as defined in the Sick Leave Policy) that requires an
absence of more than eight (8) hours. Please explain:

I have exhausted all of my available leave (sick, vacation or comp) balances. | understand that any sick leave
donated to me by other employees has no monetary value to me, and | will not be paid for any unused
donated sick leave if employment is terminated for any reason. | agree to all other provisions in the Town’s

Sick Leave Donation Policy.

Employee Signature Date

Printed Name

Approved: Department Head Date

Received: HR Manager Date
O —
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ADMINISTRATIVE OR SPECIAL LEAVE

The Department Head may grant leave with pay, travel and expense allowances so employees may attend
professional conferences, conventions or short school sessions designed to improve efficiency. Employees will
properly complete an expense allowance form as prescribed by the Town. Time spent attending conferences,
conventions or school will be counted as "time worked" for the purposes of calculating overtime. Travel to and
from an event will not be counted as "time worked" for the purposes of calculating overtime.

LEAVE OF ABSENCE WITHOUT PAY

Should a situation arise that temporarily prevents an employee from working he/she may be eligible for a leave of
absence without pay. A leave of absence without pay may be granted upon written request at the discretion of a
Department Head to full-time employees for a period not to exceed thirty (30) working days.

Any leave of absence without pay must be submitted in writing as far in advance as possible and will be reviewed on
a case-by-case basis by the employee’s Department Head and the HR Department. The decision to approve or
disapprove is based on:

The circumstances

The length of time requested

The employee’s job performance and attendance and punctuality record

The reason for the leave

The effect the employee’s absence will have on the work in the department
The expectation that the employee will return to work when the leave expires

A leave of absence without pay will only be considered when an employee has exhausted all other available leave
options such as vacation time, comp time holiday, sick time and personal time.

Employees taking a leave of absence without pay will not accrue any benefits, holidays or longevity pay while they
are out. They will be placed on an “inactive status” and will be offered the opportunity to continue insurance
coverage through COBRA. Employees on a leave of absence without pay will be responsible for all personal and
dependent insurance premiums and/or all other payroll deductions while on leave.

A full-time employee who is unable to perform regular employment duties as specified by a physician due to illness
or non-job related injury may be granted a leave of absence for the purpose of continuing medical treatment or
recovery. A leave of absence for medical reasons must be certified by a doctor's statement.

Full-time employees may be granted a leave of absence for military, educational, or other legitimate purpose
consistent with Town practices, operational requirements, and government regulations.

It is the responsibility of the employee to inform the department of the employee's intention to return to work.

The Department Head upon evidence that the cause for sick leave is misrepresented or has ceased to exist may
revoke a leave of absence without pay for illness.

Continuing Benefit Plan Coverage

The employee remains covered under the Group Term Life Insurance Program. Unemployment Insurance benefits
cannot be collected while on a leave of absence without pay. Employees are responsible for paying their health and
dental insurance premiums and all dependent insurance premiums while out on a leave of absence without pay.

Salary Action

The length of the leave will defer any planned salary increase for an employee returning from an unpaid leave of
absence without pay.
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Vacation Time

Unused vacation days must be used before an unpaid leave of absence without pay will be granted.
Performance Appraisal

The length of the leave will extend the normal performance appraisal date of an employee on an unpaid leave of
absence without pay. Merit increases may be delayed for time equal to the length of time of the leave of absence.

Returning/Not Returning from a Leave

Due to the nature of our business, the Town of Pantego cannot guarantee either that an employee’s job will remain
available or that a comparable position will exist when return from an unpaid leave is sought. When an employee is
ready to return from a leave of absence without pay, the Town of Pantego will make reasonable efforts to reinstate
the employee to his/her former position or to one with similar responsibilities.

Extending a Leave of Absence without Pay
A leave of absence of more than thirty days must be approved by the City Manager.

An extension of a leave of absence for the same purpose as the leave was originally granted requires approval by the
City Manager. A request for extension must be submitted in writing at least two calendar weeks prior to the
effective day of the end of the original leave.

A leave of absence, including any extension, may not exceed one (1) year. Provided, however, that a military leave
of absence will be allowed for the period required for the employee to perform active or inactive duty or training.
Leave of absence is leave without pay. This policy will be administered consistent with the Town’s obligations
under the Americans with Disabilities Act (ADA) including considering extending leave as a reasonable
accommodation.

During an extended leave of absence without pay (longer than 30 days), service credit for all employment privileges
and benefits will discontinue while an employee is on an extended leave of absence except where otherwise
provided by federal or state law. Health expense coverage must be continued during the extended leave of absence
at the employee's sole expense; and the employee should contact the HR Department to assure continuation of such
coverage.

UNAUTHORIZED ABSENCE WITHOUT PAY

Unauthorized absence or failure to return at the expiration of a leave of absence will be considered as job
abandonment. The Department Head may rescind this action if the employee shows satisfactory reason for his/her
failure to return to work within three (3) days of the date that the action became effective.

MATERNITY LEAVE

In accordance with the Pregnancy Discrimination Act, Title VI of the Civil Rights Act of 1964 and Title VII and
Chapter 21 of the Texas Labor Code, it is unlawful to discriminate on the basis of pregnancy, childbirth or related
medical conditions. Women affected by pregnancy or related conditions must be treated in the same manner as
other applicants or employees with similar abilities or limitations.

An employee who is pregnant should notify her Supervisor as soon as possible. A pregnant employee may continue
to work until such time that her physician deems it inappropriate.

Accumulated sick leave and disability insurance will be applied towards medical/maternity leave. Donated sick
hours as outlined in the donation of sick time policy may be applied to medical leave as well, provided the
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pregnancy meets the requirements outlined in the policy. Vacation time, personal days, compensatory time and
banked holidays may also be used during maternity leave.

Maternity leave does not affect an employee's rate of pay, position, or entitlement to other benefits, nor does it
constitute a break in service for the purposes of computing longevity pay. An employee on a maternity leave will
continue to accrue vacation and sick leave at the employee's regular rate of pay.

An employee who is on a maternity leave must be certified by a doctor's statement indicating length of time away
from work needed for the maternity leave. In all cases, an employee is allowed six (6) weeks off for a vaginal
delivery and eight (8) weeks off for a C-Section.

If an employee fails to return to work at the time agreed upon, the employee will be considered to be on
unauthorized leave and may be subject to disciplinary action.

It is the responsibility of the employee to inform of their intention to return to work.
V. EMPLOYEE BENEFITS

The Town has established a variety of employee benefit programs designed to assist you and your eligible
dependents in meeting the financial burdens that can result from illness and disability, and to help you plan for
retirement.

The Town of Pantego reserves the right, in its sole and absolute discretion, to amend, modify or terminate, in whole
or in part, any or all of the provisions of the benefit plans described herein, including any health benefits that may be
extended to retirees and their dependents. Further, the Town reserves the exclusive right, power and authority, in its
sole and absolute discretion, to administer, apply and interpret the benefit plans described herein, and to decide all
matters arising in connection with the operation or administration of such plans.

Please note that nothing contained in the benefit plans described herein shall be held or construed to create a promise
of employment or future benefits, or a binding contract between the Town and its employees, retirees or their
dependents, for benefits or for any other purpose. Your rights, benefits and obligations can be determined only by
referring to the full text of the official plan documents that are given to each employee upon enrollment in any
benefit plan. Copies are also available for your examination in the HR Department. To the extent that any of the
information contained in this Handbook is inconsistent with the official plan documents, the provisions of the
official documents will govern in all cases.

HEALTH INSURANCE

Comprehensive medical benefits are provided for all eligible full-time employees at the Town's expense. The group
policy may cover such items as hospitalization, surgery, other hospital expenses, physician fees, and major medical.
Refer to your medical insurance plan summary for specific details of the available plans and provisions.
Comprehensive medical benefits are also available for eligible dependents of employees. Employee contribution is
required for dependent insurance coverage and to “buy up” less restrictive employee health coverage plans and such
deductions are payroll deductions.

Eligibility
All full time regular employees and their dependents are eligible for health insurance on the first of the month

following 30 days of employment. Employees will enroll in a health insurance plan during their new hire
orientation with HR.
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Enrollment/Changes to Coverage

The Town will have an “open enrollment” period for health insurance once a year. Open enrollment is the only time
that an employee may add coverage for him/herself, change plans, or add or drop dependents without a “qualifying
event”.

A *“qualifying event” is a marriage, divorce, birth, adoption or death or loss of health insurance coverage. If a
“qualifying event” occurs, changes in coverage may be made at any time during the year. Changes under the
“qualifying event” rule, by law, must be made within 30 calendar days of the “qualifying event”. After 30 days, no
changes can be made until the open enrollment period.

Dependent Information

Children are covered under the plans until the age of 25. Insurance companies will automatically drop dependents
once they reach the age of 25. The employee will need to notify HR when the dependent reaches age 25 so that HR
can make any necessary adjustments to the premiums that the employee is paying for dependent health insurance.

Spouses that are legally married to the employee are eligible for dependent coverage. The Town does not recognize
“Common Law” marriages under the definition of a spouse.

Termination of Employment/Coverage Continuation Options

If employment is terminated, health coverage will remain intact until the last day of the month. At that time,
coverage terminates at midnight on the last day of the month.

Under federal COBRA laws, the Town is required to offer covered employees and their covered dependents the
opportunity for a temporary extension of health coverage. This extension is at group rates and when coverage under
the health plan would otherwise end due to certain qualifying events. When this occurs, qualified beneficiaries will
have 60 days from the date of notification to elect continuation of coverage. If a qualified beneficiary does not elect
continuation of coverage within the 60-day election period, then rights to continue health insurance will end. If a
qualified beneficiary elects COBRA, he/she will be required to pay the entire cost of the health insurance, plus a 2%
administration fee to the Town of Pantego by the first of each month. If payments are not made by the first of each
month a thirty (30) day “grace period” will be granted. If payment is not received after the “grace period”, coverage
will be cancelled and will not be reinstated.

DENTAL INSURANCE

Comprehensive dental benefits are provided for all eligible full-time employees at the Town's expense. Refer to
your Dental Insurance plan summary for specific details of the plan. Comprehensive dental benefits are also
available for eligible dependents of employees. Employee contribution is required for dependent insurance coverage
and such deductions are payroll deductions.

Eligibility

All full time regular employees and their dependents are eligible for dental insurance on the first of the month
following 30 days of employment. Employees will enroll in the dental insurance plan during their new hire
orientation with HR. If an employee does not elect coverage, no cash payment by the Town will be made in lieu of
the employee opting out of coverage.

Enrollment/Changes in Coverage
The Town will have an “open enrollment” period for dental insurance once a year. Open enrollment is the only time

that an employee may add coverage for him/herself, change plans, or add or drop dependents without a “qualifying
event”.
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A “qualifying event” is a marriage, divorce, birth, adoption or death or loss of health insurance coverage. If a
“qualifying event” occurs, changes in coverage may be made at any time during the year. Changes under the
“qualifying event” rule, by law, must be made within 30 calendar days of the “qualifying event”. After 30 days, no
changes can be made until the open enrollment period.

Dependent Information

Children are covered under the plans until the age of 25. Insurance companies will automatically drop dependents
once they reach the age of 25. The employee will need to notify HR when the dependent reaches age 25 so that HR
can make any necessary adjustments to the premiums that the employee is paying for dependent health insurance.

Spouses that are legally married to the employee are eligible for dependent coverage. The Town does not recognize
“Common Law” marriages under the definition of a spouse.

Termination of Employment/Coverage Continuation Options

If employment is terminated, health coverage will remain intact until the last day of the month. At that time,
coverage terminates at midnight on the last day of the month.

Under federal COBRA laws, the Town is required to offer covered employees and their covered dependents the
opportunity for a temporary extension of dental coverage. This extension is at group rates and when coverage under
the dental plan would otherwise end due to certain qualifying events. When this occurs, qualified beneficiaries will
have 60 days from the date of notification to elect continuation of coverage. If a qualified beneficiary does not elect
continuation of coverage within the 60-day election period, then rights to continue dental insurance will end. If a
qualified beneficiary elects COBRA, he/she will be required to pay the entire cost of the health insurance, plus a 2%
administration fee to the Town of Pantego by the first of each month. If payments are not made by the first of each
month a thirty (30) day “grace period” will be granted. If payment is not received after the “grace period”, coverage
will be cancelled and will not be reinstated.

GROUP LIFE INSURANCE/ACCIDENTAL DEATH AND DISMEMBERMENT
Group Life Insurance is provided at the Town's expense to all eligible full-time employees. The amount of
insurance will be equal to two (2) times the employee's annual salary (on October 1st of each year) up to a

maximum of $200,000.

Dependent coverage is available provided the employee pay 100% of the premiums. Refer to your plan document
for specific information on your plan.
Eligibility

All full time regular employees are eligible for life insurance and accidental death and dismemberment (AD&D)
insurance the first of the month following 30 days of employment. If the employee does not elect to have life and
AD&D insurance no cash payment by the Town will be made in lieu of the employee opting out of coverage.

Enroliment/Adding Dependent Coverage

All employees will be enrolled in the group life and AD&D insurance during their new hire orientation with HR. At
this time, employees may add dependents to the insurance.

Dependents may be added or deleted during open enrollment, held once a year, by the Town. If an employee wishes
to add a dependent during the year (other than open enrollment or during new hire orientation) the dependent must
go through a process known as “evidence of insurability”. Evidence of insurability forms are available in HR.
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Dependent Information

Children are covered under the plan until the age of 19, unless the dependent is a full time student. Full time
students are covered until the age of 25. Insurance companies will automatically drop dependents once they reach
the age of 19. Therefore, it is the employee’s responsibility to provide HR with the necessary proof that a dependent
is a full time student to ensure that dependent coverage remains intact. Additionally, the employee will need to
notify HR if the dependent reaches age 19 and is not a full time student so that HR can make any necessary
adjustments to the premiums that the employee is paying for dependent life insurance.

Spouses that are legally married to the employee are eligible for dependent coverage. The Town does not recognize
“Common Law” marriages under the definition of a spouse

Termination of Employment/Coverage Continuation Options

If employment is terminated, health coverage will remain intact until the last day of the month. At that time,
coverage terminates at midnight on the last day of the month.

In the event that the employee wishes to continue the group Life and AD&D insurance, a conversion form must be
completed. The employee has 30 days to complete this form and submit it to the insurance company. Employees
may obtain this form from the HR Department.

Payments to continue coverage will be sent directly to the insurance company by the employee, after the
continuation of coverage form is completed.

WORKERS’ COMPENSATION BENEFITS

The Town is covered under statutory state Workers’ Compensation laws. In the event that an employee sustains a
work- related injury or is exposed to an occupational disease, he/she must notify the appropriate Supervisor, and the
Budget/Risk Management Coordinator. If the injury requires medical attention the Budget/Risk Management
Coordinator will advise the employee of his/her rights under the Texas Workers’ Compensation system.

Provisions

Employees injured in the course and scope of their employment with the Town will be eligible for Workers’
Compensation benefits pursuant to the state law. This means that during the injury leave, the Town will pay the
employee benefits as prescribed by the Workers” Compensation Act. When an employee is unable to perform the
essential job functions of his/her job with or without reasonable accommodations for more than 90 days due to an
on-the-job injury, the employee may be eligible for long term disability and the employee’s position may be
reassigned to a vacant position for which he/she is qualified, if such a position is available at that time.

An injured employee is entitled to medical aid and hospital services that are reasonably required at the time of injury
and at any time thereafter as may be necessary to recover. The Town will pay all medical expenses incurred as a
result of the occupational injury or occupational disease exposure.

Employees must report the disabling occupational injury or disease in accordance with the Town’s accident
reporting procedures. This requires that the employee have the Supervisor file an injury report as soon as
practicable. However, it should be filed no later than 24 hours following the accident or the first manifestation of an
occupational disease unless the accident occurs on a Friday or weekend; in that case the injury must be reported to
an immediate Supervisor no later than the following work date.

Employees who fail to report an on-the-job injury within the required time frame may be subjected to disciplinary
action up to and including termination.
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The employee agrees in writing to release to the Town, or authorized agents thereof, all medical histories, relative to
the immediate occupational injury or disease, its diagnosis, and treatment, and the prognosis, as to the duration and
degree of disability, if any.

The employee’s physician or the employee must notify the employee’s Supervisor of the employee’s duty status
immediately after being examined a physician.

When an employee has been told by an examining physician to report for examination or treatment in connection
with an on the job injury, the employee will report as directed. Willful failure of the employee to report as directed
will result in the employee loosing eligibility to use workers’ compensation benefits associated with 100% wage
continuation.

While receiving Workers’ Compensation benefits, employees may be eligible for full salary continuation (paid by
the Town) or partial reimbursement of lost wages (paid through the Workers’ Compensation system) dependent on
which treatment option the employee chooses.

The Town will not compensate an injury to an employee off the job; however, the employee may take normal sick
leave.

Additional Benefit Information for Police and Fire Employees

In the event that a police or Fire employee is killed in the line of duty, there are additional state and federal benefits
available to the deceased employee’s family members. A representative from the appropriate department would
contact the deceased employee’s spouse or legal beneficiary to discuss and coordinate these benefits.

Treatment Options

Under the State of Texas Workers’ Compensation laws, employees may receive treatment from a doctor of their
choice. However, the Town of Pantego does contract with a medical provider that is capable of providing these
services to employees.

There are two treatment options that an employee may choose:

e Town Medical Provider - In the event that an employee chooses to use the Town’s medical provider for
treatment and the employee loses time from work as a result of the injury or exposure, the Town will pay
the employee 100% salary continuation. This will begin with the first day that an employee loses time
from work. The HR Department can provide employees with information regarding the Town’s medical
provider.

e Employee Selected Provider - In the event that the employee chooses to use a medical provider for
treatment other than the Town’s medical provider and that employee loses time from work, the employee
will be eligible for salary continuation in accordance with the state workers’ compensation laws. Under the
law, employees are eligible for a portion of their salary (70%) to the maximum allowed by law to be
reimbursed beginning with the eighth day after the first day off from work. During the seven-day waiting
period an employee may use any accrued benefits (sick leave, vacation leave, compensatory time or holiday
time) to compensate for lost wages during this time. If the disability continues for four (4) weeks or more,
the initial week of compensation will be paid retroactively.

NOTE: Seasonal/Temporary employees may use either treatment option but will not be eligible for 100% salary
continuation from the Town.

Wage Continuation Procedures for On the Job Injuries
For Employees using the Town Medical Provider - Employees who use the Town’s Medical Provider for

treatment of workers” compensation injury or exposures are eligible for 100% salary continuation beginning with the
first day of the accident or exposure. The maximum amount of wage continuation an employee can receive, unless
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an extension is approved, is 1040 for regular full time employees, 1404 for 24-hour shift employees and 520 hours
for regular part time employees. The 1040 hours, 1404 hours and 520 hours of wage continuation include any later
aggravation or relapse. All extensions must be approved by the City Manager and will not exceed 520 additional
hours for regular full time employees, 720 for 24-hour shift employees or 260 additional hours for regular part time
employees. While an employee is receiving salary continuation from the Town, he/she will continue to receive all
benefits as if he/she were still working.

Employees who receive wage continuation from the Town will be required to turn over any checks received from
the workers’ compensation insurance carrier for wage payments to the Town of Pantego. Checks should be
submitted to the Budget/Risk Management Coordinator as they are received. If the employee fails to turn over these
checks as required, he/she will be required to repay any money owed to the Town and may be subject to disciplinary
action up to and including termination for theft of Town funds. In addition, the Town may pursue legal action
against the employee for theft of Town funds.

After an employee has exhausted all wage continuation options from the workers’ compensation commission but is
still required to be off work, he/she will be eligible for 70% salary continuation until the time that maximum medical
improvement is obtained by the employee. This means that the employee may keep the wage payments made by the
workers’ compensation insurance carrier. At this point in time, employee benefits will cease to be paid. Employees
will be eligible to continue health and dental insurance under the Town’s COBRA policy.

Employees not using Town Medical Provider - Employees not using the Town’s medical provider will be eligible
for salary continuation beginning with the eighth day after the first day off from work. Employees will receive 70%
of their salary in the form of a check from the Town’s insurance carrier. During the seven-day waiting period an
employee may use any accrued benefits (sick, vacation, holiday or compensatory time) to compensate for lost wages
during this time. If the disability continues for four (4) weeks or more, the initial week of compensation will be paid
retroactively by the Town’s insurance carrier. For this reason, employees are given the choice, under this option, to
either take accrued leave during the seven-day waiting period or take it without pay.

Employees receiving checks from the insurance carrier will receive checks until maximum medical improvement
status is obtained or for a period not to exceed two (2) years whichever comes first.

Wage Continuation Limitations
Wage continuation ceases under, but is not limited to the following conditions:

e For employees using the Town’s medical provider the maximum number of hours that a regular full time

employee can receive 100% salary continuation is 1040, 1404 for 24 hour shift employees and for regular

part time employees it is 520, unless extensions are approved (See Section 8.4);

When an employee is returned to work (either full or light duty);

Two (2) years have elapsed from the date of injury;

The employee retires, resigns, is laid off, is dismissed from employment, or dies;

The employee is found working at another job not held prior to the injury or performing any physical

activity that is not consistent with prescribed treatment or therapy;

The employee refuses to perform limited duty when available and authorized by the treating physician;

e The employee refuses to accept or perform a different job within the Town that is within his/her physical
capacity to perform and for which he/she is qualified or will be trained; or

o The employee refuses or fails to reimburse the Town of any overpayment of wage continuation benefits.

Supervisor Responsibilities
The Supervisor’s primary responsibilities in any workers’ compensation incident are to:
e Get first aid or medical treatment for the injured employee by administering first aid, taking his/or her to

the hospital or other medical provider or by calling an ambulance, if necessary,
¢ Immediately notify the Budget/Risk Management Coordinator,
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e Complete a first report of injury or illness on all work-related injuries/illnesses that are serious enough to:
e Need treatment under direct supervision of a medical physician and

Cause the employee to lose a full shift of work;

Maintain contact with the employee during any absence caused by a work-related injury or illness;

Inform employees of their treatment and wage continuation options under this policy;

Make arrangements for the employee to return to work and consider possible changes in work

assignments in case of any restrictions imposed by the physician.

o Immediately notify the City Manager, the Budget/Risk Management Coordinator and the HR
Manager in cases of an employee’s serious bodily injury or death while on the job; and

e Require the employee who has been off work due to an on-the-job injury for any length of time
related to injury to get a full release or an accommodating-restriction to work before returning to
work status. Firefighters must get a full release after two (2) consecutive shifts off.

TMRS RETIREMENT PLAN

The Town of Pantego is a member of the Texas Municipal Retirement System (TMRS). Participation in TMRS
provides for monthly pension benefits at retirement, and therefore; participation in the system is compulsory for all
regular employees who are scheduled to work a minimum of one thousand (1,000) hours annually. Employees on
leave of absence without pay are not eligible to make contributions to TMRS. The plan requires a contribution be
made by means of payroll deduction from each paycheck.

The Town matches each employee’s contribution at a 2:1 ratio.

Contributions are tax deferred and based on employees’ gross earnings. Vesting generally occurs five (5) years after
the first contribution.

In the event that a member of the retirement system leaves employment with the Town prior to retirement and is not
vested, the member may elect to leave the contributions on deposit with the system for no more than five (5) years
or may file an application for a full refund of the employee’s contributions and accrued interest thereon, or may roll
the funds over into a qualified account. In the event that an employee receives a full refund of contributions upon
leaving the system, the employee forfeits any seniority towards retirement under TMRS.

Employee deposits earn interest on an annual basis, credited to employees’ accounts each year on December 31st.
Prorated interest occurs only during the year in which the employee retires.

Where practical, employees shall give HR written notice of their intent to retire at least one (1) month prior to the
proposed date of retirement in order to file a written application for retirement with TMRS.

Members become eligible for “service retirement” under TMRS if they have:

e At least five (5) years of creditable service or combined creditable service and have reached age sixty (60),
or
e At least twenty (20) years of service regardless of age.

The amount of the monthly retirement benefit is based on and varies with the total deposits the member has made
plus interest, the sums the Town has agreed to pay, the member’s life expectancy at retirement, and which payment
plan options the member selects.

Due to the complexity of questions relating to the retirement program, only a brief summary of the program is
provided. For additional information, consult the TMRS Benefits Guide available on line at http://www.tmrs.org or
contact HR.

All regular employees scheduled to work a minimum of one thousand (1,000) hours annually or approximately 19.2
hours a week are eligible on the first day of employment.
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SOCIAL SECURITY

The Town of Pantego is a member of the Social Security system. Participation in Social Security provides for
monthly pension benefits at retirement, and therefore; participation in the system is compulsory for all employees.
The plan requires a contribution be made by means of payroll deduction from each paycheck.

Due to the complexity of questions relating to the retirement program, only a brief summary of the program is
provided. For additional information, go on line to http://www.ssa.gov or contact HR.

VI WHILE AT WORK
ATTENDANCE, PUNCTUALITY AND DEPENDABILITY

The Town expects regular attendance from all employees. This means that employees must be at their work
location, ready to work, at the beginning of their scheduled work shift. Tardiness and absenteeism reduce the
efficiency of the Town’s operation and may impede the Town’s ability to provide quality customer service to its
citizens. It also may place unfair hardship on coworkers who report to work regularly and punctually. Employees
will be at their assigned work place in accordance with departmental regulations. All Departments will maintain
accurate daily attendance records.

Employees are expected at work on all scheduled workdays and during all scheduled work hours and to report to
work on time. Moreover, employees must notify their Supervisor as far in advance as possible and in accordance
with departmental policies if they expect to be late or absent. If no departmental policy exists, employees must
notify their Supervisor before or within 30 minutes after the employee’s designated starting time. This policy
applies for each day of their absence.

Absences of three (3) consecutive days without providing proper notification will be considered as having
voluntarily resigned.

Employees must provide a physician’s release to return to work regarding the health status and fitness for duty
requirements for the following:

e Absences due to illness of three (3) days or more

e For any period involving hospitalization

o Exhibited patterns of excessive misuse (e.g. reoccurring use of sick leave on Mondays and/or Fridays or in
conjunction with a holiday or normally scheduled days off)

DRUG FREE WORKPLACE

The purpose of this policy is to provide a drug-free, healthy and safe workplace for all employees including but not
limited to those regulated by the Federal Drug-Free Workplace Act of 1988, as amended and regulations of both the
U.S. Department of Transportation (DOT) and the Federal Highway Administration (FHWA) for drivers of
commercial motor vehicles.

As a public employer, the Town of Pantego is entrusted with the health and safety of its citizens. The presence of
drugs and alcohol in the workplace and the influence of these substances on employees during working hours are
inconsistent with effective government. Therefore, the Town will conduct substance abuse testing for any of the
following instances:

Pre-employment

Post-accident

Reasonable suspicion

Random testing for employees required to have or receiving incentive pay for Commercial Driver’s
Licenses, under authority of U.S. DOT and FHWA or other applicable laws
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Return to Work following alcohol/drug abuse treatment for employees required to have Commercial Driver’s
Licenses, under authority of U.S. DOT and FHWA.

All employees must report their use of over-the-counter or prescribed medications to their immediate Supervisor,
Department Director or HR only if the use might impair their ability to perform their job safely and effectively. A
determination will then be made as to whether the employee should be able to perform the essential functions of the
job safely and properly.

Employees may be asked to take a test pursuant to the provisions outlined in this policy to determine the presence of
drugs, narcotics or alcohol, unless such tests are prohibited by law. Employees being tested must sign a consent
form authorizing the test and the Town’s use of the test results for purposes of administering its discipline policy. It
is a violation of this policy to refuse consent for these purposes or to test positive for alcohol or illegal drugs. Policy
violations will result in corrective action and will result in termination. Tests that are paid for by the Town are the
property of the Town, and the examination records will be treated as confidential.

Testing Procedures Applicable to all types of Testing

Whenever an employee is required to submit to drug and/or alcohol testing pursuant to the provisions outlined in
this policy, the Town may, in its sole discretion, transport the employee, or pay for such transportation, to the
Town’s designated testing facility to undergo a test for the use of drugs and alcohol. If testing is required due to an
accident, testing must occur as soon as possible but within four (4) hours after the accident.

Once it has been determined that an employee needs to be sent for drug or alcohol testing, a Supervisor or his/her
designee will drive the employee to the testing facility and then drive the employee’s home or to place of
employment. Any employee transported to the Town’s designated testing facility that undergoes a test for the use of
drugs and/or alcohol under this policy may be immediately placed on a paid leave of absence.

The testing for the use of drugs and/or alcohol will be as follows:

e For Safety Sensitive Function positions as outlined by DOT, testing will be performed only by labs
certified by the Department of Health and Human Services (DHHS). All others will be performed by labs
screened and selected by the Town’s authorized medical providers.

e  Test results must be reviewed by Medical Review Officers (MROs) who are required to determine whether
there may be a legitimate explanation for positive tests and whether lab results are scientifically reliable.

e The Town must use the split-sample method of urine testing for all employees and applicants. Under this
method, the urine sample provided at the testing site is divided into a primary sample and split sample.
Employees and applicants who receive verified positive results or verified adulterated or substituted results,
on the primary sample may request that the split-sample be sent to another certified lab for testing. The
(second) split-sample testing is done at the employee’s or applicant’s expense.

e Minimum testing requirements includes alcohol, marijuana, cocaine, opiates, amphetamines, and PCP. The
Town requires testing for all employees for the following substances, that meet DOT requirements:

e  Alcohol

Amphetamines

Barbiturates

Benzodiazepines

Cocaine Metabolites

Marijuana Metabolites

Methadone

Methaqualone

e Opiates

e Phencyclidine

e  Propoxyphene
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Subject to any limitations imposed by law, a refusal to provide a body-substance sample (breath, urine or blood)
under any testing listed above is considered “Refusal to Submit” and will result in corrective action, up to and
including termination of employment.

Refusal to Submit to Drug Test

Subject to any limitations imposed by law, a refusal to provide a body-substance sample under the conditions
described above is considered insubordination and will result in corrective action up to and including termination of
employment. For applicants, it will be grounds to rescind the job offer or deny employment.

Consequences of a Positive Drug Test

In the event of an applicant confirmed positive test result for prohibited drug or alcohol use during pre- employment
testing, the applicant will no longer be considered further for employment.

Current employees who tests positive (confirmed) for drugs and/or alcohol will be terminated from employment.
Medical Exceptions

Exceptions to this policy may be made for employees who are reasonably suspected of being under the influence
and impaired by medication taken according to a prescription in the employee’s name and obtained from a licensed
physician for medical purposes. Such individuals, while experiencing the effects of prescription medications, may
be placed in an assignment consistent with their ability to perform the assigned task, or will be removed from the
workplace and be allowed to use their applicable leave benefits, if any, until they are able to return to work. Under
these circumstances, a medical release returning the employee to full duty will be required prior to returning to
work. If the employee has missed ten (10) consecutive workdays or five (5) fire shifts, a return to work/fit for duty
physical (at the Town’s expense) will be required.

Report of Criminal Drug Statute

Employees must notify their Department Head of a criminal drug or alcohol statute arrest, conviction, plea of guilty
or nolo contendere or imposition of sentence for a violation within five (5) days of the event. Failure to notify will
result in disciplinary action up to and including termination.

Social Functions

Employees attending training and conferences may participate in social functions associated with the conference.
This includes the consumption of alcohol, so long as the employee’s conduct does not reflect adversely upon the
Town. Employees who consume alcohol at these functions are encouraged not to drive; they shall not be allowed to
operate a Town owned vehicle or vehicle rented on behalf of the Town.

Confidentiality/Documentation

Laboratory reports or test results will be maintained in the HR Department in the employee’s official personnel file.
Records and reports results shall remain confidential and employees found to be in breach of this confidentially will
be subject to disciplinary action up to and including termination.

EMPLOYEE CONDUCT AND CORRECTIVE ACTION

Employee Conduct

Honesty and fair dealings are essential to business and personal success. To ensure consistency in standards of

personal conduct, we have set forth-certain rules. Many of these rules are common sense and thus, written
guidelines cannot address every necessary rule that might be invoked in day-to-day situations.
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Listed below are examples of the kinds of offenses that the Town considers so detrimental that employees, who
engage in such conduct, will ordinarily be subject to immediate dismissal. These examples are illustrative only, and
not an exhaustive list of the kind of conduct that could result in dismissal.

Engaging in fraudulent activities including theft, willful destruction of Town property or property of other
employees, utilization of Town supplies, assets or facilities for personal use

Violation of a public law when at work, on Town property or when away from work, if such may have a
potentially detrimental effect on the Town, conviction of a major crime

Dishonesty-falsifying documents including employment records, timekeeping records, and all other Town
related documents, lying during an internal investigation and purposely reporting false or inaccurate
information to management and/or citizens

A disclosure of confidential Town information or conflicts of interest, as defined by the Town Ordinances,
or State law

Engaging in improper or disorderly conduct such as fighting, creating a nuisance or disturbance on Town
property, using profane, obscene or abusive language, defacing, willingly damaging or destroying property,
equipment or records of the Town or others

Repeatedly working unauthorized overtime

Reporting to work while under the influence of alcohol, drugs, possessing, dispensing, or using an illegal
drug or alcohol, abuse or improper use of prescription medication or over-the-counter medications
Possessing unauthorized firearms, explosives or other illegal weapons on Town property

Insubordination or refusal to follow a Supervisor’s job-related instructions

Deliberate violation of safety rules that endangers the employee’s life or the life of others

Gross misconduct or any conduct that brings discredit to the Town, its employees or customers

Any violation of the above rules that also constitutes a criminal offense will be reported to the appropriate
authorities for prosecution.

Listed below are examples of the kinds of offenses considered by the Town to be unacceptable on the part of the
employee, and that will ordinarily result in discipline culminating in dismissal.

Sub-standard customer service or job performance

Absences from work without notice and/or permission

Tardiness or absenteeism that is considered excessive by Town standards

Failure to observe dress code or grooming standards

Violation of safety practices, instructions and precautions

Failure to immediately report accidents or personal injury arising from employment. On-duty accidents
resulting in injury to the employee must be reported within 24 hours or the next working day of the
employee

Failure to treat co-workers, customers, vendors, etc. equally, fairly, and courteously.

Being uncooperative.

Working unauthorized overtime

Unprofessional conduct

Improper or unauthorized use of Town equipment

These lists of offenses are not intended to be all-inclusive or restrictive, but illustrative of infractions considered by
the Town as misconduct on the part of an employee requiring appropriate corrective action.

Corrective Action

It is the Town’s belief and philosophy that the focus of corrective action is to communicate an expectation of change
and improvement rather than an expectation of future problems and eventual termination. We believe that the
discharge of an employee is a serious matter both for the employee and for the Town.
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With this in mind, unless termination of employment for a first offense is strictly outlined in a policy statement
within this manual, each instance requiring corrective action will be evaluated in terms of:

e  Severity

e Frequency

e Length of time the employee is employed

e Previous disciplinary actions taken against the employee and circumstances surrounding the occurrence
Any action deemed by management as detrimental to the orderly conduct of the operations may, after careful
consideration given to all the facts, result in disciplinary action up to and including dismissal.

Supervisors are required to notify the HR Department of all corrective action, preferably prior to it being
administered to an employee. This is to ensure that the action taken is consistent with past actions taken for similar
offenses. Employees have the right and are encouraged to utilize the Town’s grievance and appeal process if they
feel that corrective action measures have been unjustly administered to them.

The grievance and appeal process does not apply to employees who are in their initial six-month orientation period
with the Town.

Types of Corrective Action

e Verbal Warning - Verbal warnings are discussions held with the employee and are documented by the
Supervisor. Verbal warning documentation does not have to be forwarded to HR as a part of the
employee’s record or personnel file.

e Written Warning - Written warnings are more severe than verbal warnings in that the documentation
process is formalized. Detailed information is put in writing regarding the deficiencies and expectations for
improvement. Written warnings require an employee signature acknowledging receipt of the document,
that the original document be forwarded to HR as part of the employee’s record and personnel file and that
a resolution document be completed after 60 days. Written warnings may be combined with probation,
demotion, and suspension or performance improvement plans. If combined with another form of corrective
action, resolutions may be completed in accordance with the terms of that action.

e Probation - Probation means that a Supervisor is giving an employee a time frame not to exceed 6 months
in which job performance will be closely monitored. Detailed information is put in writing regarding the
deficiencies and expectations for improvement. The Supervisor monitors the employee’s progress and
formal feedback is given to the employee once every two weeks. The formal feedback is provided to the
employee in writing. All documents associated with this process require an employee signature
acknowledging receipt of the document and that all original documents are forwarded to HR as part of the
employee’s record and personnel file. Probation may be combined with a written warning, suspension,
demotion or performance improvement plan. Once the initial six-month orientation period has ended, the
Supervisor must complete a resolution document.

e Suspension - Suspension is time off without pay given to an employee for violation of polices or
procedures or for inappropriate actions. Suspensions are required to be documented in writing, require an
employee signature acknowledging receipt of the document and that the original document is forwarded to
HR as part of the employee’s record and personnel file. A Personnel Action Notice (PAN) documenting
the suspension must be completed and forwarded to payroll. Employees may be suspended up to 30 days.
Non-exempt employees may be suspended without a minimum number of days. Exempt personnel must be
suspended for no fewer than five days. Exempt personnel may be docked time out of their vacation
accruals in lieu of time off without pay for infractions that would require fewer than five days off. Stand-
alone suspensions do not require a resolution document to be completed. Only those suspensions combined
with other forms of corrective action (requiring a resolution document) require a resolution document.

o Demotion - A demotion may occur when minimum established performance standards are not met or as a
means of corrective action for misconduct. When a demotion occurs, the HR Department will be notified.
Employees demoted to a position within a lesser pay grade will receive a 5% reduction in pay or their
salary will be adjusted down to the maximum of the pay grade of the position they are being demoted to,
whichever reduction is greater. The Supervisor must prepare a demotion memo, the employee must
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acknowledge receipt of this document and the original document will be forwarded to HR Department as
part of the employee’s record and personnel file.

e Resolution - A Resolution is a document that is prepared by the Supervisor or individual administering
corrective action. A Resolution must be prepared at the end of the six-month orientation period (if
demoted) or within 60 days after an employee receives a written warning. The purpose of a Resolution is
to provide closure of the incident for the employee. The Resolution document briefly states why the
employee received corrective action and the outcome of that corrective action (for example: did the
employee successfully meet the objectives outlined or were there problems? If so, what were the problems?
Etc.). The employee must acknowledge receipt of the Resolution and the original document must be
forwarded to HR as part of the employee’s record and personnel file.

o Performance Improvement Plan - A Performance Improvement Plan is a document that is prepared by
the individual administering disciplinary action. A performance improvement plan outlines (more
thoroughly than a written warning) deficiencies and required behavioral and/or work performance changes
that employee needs to make. Typically a Performance Improvement Plan is put in place after an
investigation is conducted or when there are multiple issues/corrective measures that need to be addressed
by the employee. Because of the severity of the infractions associated with a Performance Improvement
Plan, the plan remains in effect for the duration of the employee’s employment with the Town of Pantego.

e Termination - Termination of employment is the most serious corrective action measure that can be taken
against an employee. Terminations, as with all the corrective action measures, may occur on the first
offense or after a series of offenses. Supervisors are required to prepare a termination memo that must be
reviewed by HR.

OPEN DOOR POLICY/GRIEVANCE AND APPEAL PROCEDURE

Communication is the primary path to understanding between individuals. Good communication is essential to
personal accomplishment, progress and satisfaction. This requires a good working relationship between employees
and their department management.

All benefits and conditions of employment, such as those outlined in this handbook will be administered in a fair
and consistent manner. Employees, who feel that this is not being done, or who have a suggestion or complaint, are
encouraged to have the issues reviewed by management. Any employee is welcome to walk through the door of any
member of management to discuss business-related problems ... there are no closed doors in the Town.

Misunderstandings or conflicts can arise in any organization. To promote a positive working environment it is
important that such issues be addressed before serious problems develop.

It is the desire of the Town to: a) provide timely grievance review procedures to all employees; b) facilitate free
discussion of employment and employee problems between employees and Supervisors to foster better
understanding of administrative policies, procedures and practices; ¢) promote reaching the right decision (rather
than determining who is right) in a climate of mutual understanding and objective, factually-based thinking; d)
assure that those who file grievances are not retaliated against; and , €) assure this policy is followed.

Items Covered by this Policy - Misapplication of written policy, regulation or procedure of the Town or
department for whom the employee works which has personally affected the employee filing the grievance. Any
regular employee may file a grievance to request a hearing regarding departmental decisions considered by the
employee to be harmful, unfair, or discriminatory.

Items Not Covered by this Policy - The following items are not covered under this policy and should be resolved
through the employee’s chain of command:

o Generalized feelings of unfairness. A grievance must be specifically related to a written policy, regulation,
action or procedure.

e Complaints questioning the substance of a policy, rule or regulation. Policy formulation is reserved as a
right of management.
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o Employment terminations that take place during the employee’s initial orientation period or when the initial
orientation period has been extended.
e Employees who are impacted by a workforce reduction will not be afforded the grievance/appeal process.

Implementation Procedures

Pre-Grievance Discussion - To promote harmony in each department and foster goodwill among employees,
employees should always attempt to handle at the lowest level possible by taking their questions or concerns to the
individual they are having a conflict with. If that is unsuccessful, the employee should notify their immediate
Supervisor so that they can be resolved through a discussion between the employee and the Supervisor. The
immediate Supervisor is obligated to give a response as soon as possible. If employees are not satisfied with the
response received, a grievance may be filed within ten (10) working days of the alleged action.

Grievance Level One - Any employee may file a grievance to request a hearing regarding departmental decisions
considered by the employee to be harmful, unfair, or discriminatory.

The affected employee will complete a written statement of the grievance citing the specific policy or policies that
have been violated or action taken, or why an action is unfair or discriminatory, including the direct and adverse
affect the violation or action had on the employee. In addition, the specific corrective action the employee is
requesting, and the explanation supporting this request, must be included by the employee in the written statement.
The completed statement must be submitted to the party responsible for the adverse action within ten (10) working
days.

Upon receipt of the completed written grievance statement, the responsible party must notify the next level of
management and HR within two (2) working days. HR will assist the responsible party in determining if the issue
meets the criteria for filing a grievance. The responsible party has five (5) working days from the date of receipt of
the written grievance to respond in writing to the allegations, providing his/her comments or decision. This does not
include time that the responding individual is away from work on business, vacation, illness, etc.

If not satisfied with the outcome of the level one responder, the employee has two (2) working days after receipt of
the determination of the level one responder to file a written grievance for level two. If the employee does not file a
grievance with the next appropriate level within the timeframe described herein, the decision becomes non
appealable and final.

If the Department Head was directly involved in administering or participating in the action that led to the employee
filing a grievance, this level may be bypassed and the grievance escalated to the Grievance Level Two. In order for
this to occur, the responding party must provide notice of the escalation to the employee in writing (with a copy to
HR) within the five (5) working days deadline listed above.

Grievance Level Two - If the issue meets the criteria for filing a grievance and if the written response received in
Level One does not satisfy the employee, the employee may proceed to the next level by submitting the written
grievance statement and the first level written response to the City Manager within two (2) working days of receipt
from the first level responder.

The City Manager will contact the employee to schedule a hearing within 30 working days of receipt of the request
for a hearing. Once the hearing has been conducted, the City Manager will issue a determination. This time frame
does not include time that the City Manager is away from work on business, vacation, illness, etc.

The City Manager may require appropriate representation of Town officials at the hearing.
Once the hearing has been scheduled, the employee will receive a written letter from the City Manager’s office that

explains the hearing process. This letter will be sent by certified mail to the employee’s address on file with the
Town or to the employee’s legal representation.
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During the hearing, the City Manager will hear and review all information presented by the employee. The City
Manager will render a final determination, in writing. The determination of the City Manager is final and not
subject to further appeal.

INTERNAL INVESTIGATIONS AND SEARCHES IN THE WORKPLACE

From time to time, the Town may conduct internal investigations pertaining to security, auditing or work-related
matters. As a condition of employment, employees are required to cooperate fully with and assist in these
investigations if requested to do so.

Lockers, vehicles, offices and other Town property used by employees are subject to inspection by authorized Town
personnel at any time. Employees will not have any expectation of privacy in lockers, vehicles, offices, electronic
communications and other Town property. Employees are required to cooperate. Failure to do so may result in
disciplinary action up to and including termination.

The Town will generally try to obtain an employee's consent before conducting a search of work areas or personal
belongings, but may not always be able to do so.

The Town may conduct these inspections and searches for drugs, alcohol, or contraband on Town premises or in
Town vehicles or equipment wherever located. Searches or inspections may be initiated without prior notification
and conducted at times and locations deemed appropriate by the Town. However, an effort will be made to conduct
searches upon reasonable notice to employees, so that they may be present for such searches. Personal effects
include, but are not limited to, personal vehicles, baggage, lockers, desks, lunch boxes and offices.

ABUSE OF AUTHORITY

Employees are prohibited from using their position, uniform, insignia/badge, vehicle or other Town identification
for personal gain or any reason other than the performance of their official job duties.

Employees may not accept any gift, monetary compensation or in kind offers for the purpose of influencing a
decision in regard to the operations of the Town.

EMPLOYEE BREAKS

The Town recognizes that employees may need a break from time to time throughout the day for various reasons.
To this end, if authorized by the department and with approval from an immediate Supervisor, employees may take
up to two (2) 15-minute rest periods each workday.

These breaks are considered a privilege and not a right or a requirement by law. Therefore, these breaks may not
interfere with the employee’s work or the work of the department. These short breaks may be denied by the
Supervisor if these breaks cause interference or are abused by the employee.

All employees who work eight (8) or more hours a day are encouraged to take a one-hour lunch break. Employees
may shorten their lunch break or “flex” any portion of the lunch break at the discretion of their Department Head.

The Fair Labor Standards Act (FLSA) requires that nursing and adoptive mothers be provided a reasonable break
time in order to express breast milk for her nursing child for up to one (1) year after the child’s birth or adoption (as
applicable) each time such an employee has a need to express the milk. The Town will provide a private, secure
location with a separate refrigerator in the employee’s building for this purpose. The employee and her Supervisor
will agree on the times for these breaks. The Town may require medical certification to support the stated intent of
this section of the policy.

All break times must be coordinated with the employee’s Supervisor to ensure that break times ensure adequate
department coverage.
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In accordance with the FLSA, when requested, the Town will provide adequate private space within a Town facility
for the purpose of expressing breast milk. In order to prepare such a designated space, the Town requires advance
notification (that an employee is requesting this break time) so that space can be designated and prepared within a
facility. For the purposes of this policy, a written request directed to HR will suffice.

HR will work with the individual department to ensure that an adequate space is prepared and maintained for the
duration of the period of time expressing is requested. Breaks taken for the purpose of expressing breast milk will
run concurrently, not in addition to other breaks taken throughout the day.

DRESS CODE

Establishing and communicating standards and expectations concerning acceptable attire and grooming for all
employees provides benefits to citizens and employees alike by enhancing productivity and instilling a sense of
professionalism. It is especially important that employees who frequently assist the public, or are seen by them,
present a professional, neat and clean appearance. This policy is not intended to preclude cultural or religious
customs, or medically necessary attire or accommodations. Consult HR for clarification if these issues arise.

Employees are expected to dress in a professional and appropriate manner as a representative of the Town and a
reflection of his/her own department. An employee often serves as the initial representative of the Town to many
citizens, therefore, appropriate dress at all times is important. An unprofessionally dressed employee may prove to
be a distraction to other employees who are attempting to concentrate on their assigned duties.

Dress that is extremely casual could be interpreted to mean that the Town does not care about the image it is
projecting to their customers. Town employees that dress sloppily or wear clothing with potentially insulting images
or words may offend customers; while professionally dressed and groomed employees project a positive image to
the public.

Employees of the Town typically fall into categories requiring different dress codes. These include office, technical
and professional staff, employees in maintenance and the trades who do not wear uniforms and uniformed
employees.

1. Office, technical and professional staffs are expected to wear suitable, clean clothing and be appropriately
dressed.

2. Employees in maintenance and trades who do not wear uniforms must wear clothing that is as clean as
possible based on the type of duties they perform, and conform to departmental guidelines.

3. Uniformed employees must wear clothing that is as clean as possible based on the type of duties they
perform, and conform to departmental guidelines.

Along with professional dress, employees will maintain proper hygiene and grooming. Jewelry in visible body parts
other than the ear, or excessive numbers of piercings in each ear, is not acceptable. The allowance of visible tattoos
is at the discretion of the individual department. Employees will not wear disruptive or extreme hairstyles, or hair in
a color or shade other than those that occur naturally.

At the discretion of the Department Head, Friday is designated as the day for casual dress and may apply to all
employees who are not otherwise required to wear a uniform. While casual dress varies, it must be appropriate for a
business environment and look neat and professional. Special permission may given by a Department Head, to wear
jeans (other than on casual Friday) when work assignments warrant more casual attire such as moving boxes or
cleaning out store rooms, etc. All jeans must be neat and pressed and not frayed, faded or have any holes.

54



Dress Guidelines

Please note the guidelines for appropriate and inappropriate dress in the table below.

Business Casual

Business Attire

attire, plus the following:

Everything listed for business

. Slacks (no jeans)

. Gauchos

. Cropped pants (six
inches or longer from the
ankle)

. Blazer/Sport Coat

. Sweaters/ Cardigans

. Knit golf shirts, polo
shirts, Town logo shirts

. Henley shirts

. Banded collar shirts

. Dress tee-shirt

. Sports shirts with
collars (short or long sleeves)
. Vests (with appropriate
shirts)

. Leather boots, loafers,
pumps, top siders

. Open toe dress sandals
. Canvas shoes (not
athletic in nature)

. Appropriate seasonal
hosiery

What Business casual provides Business attire is the traditional,
employees with an professional business look.
opportunity to dress more
informally while maintaining
a professional appearance.

When Business casual is As needed to present a
appropriate on normal professional appearance for
business days when meetings or special events,
employees’ duties do not including but not limited to
involve the necessity to dress | regular Town council work
more formally. sessions, council meetings,

meetings with businesses and/or
when representing the Town.

Examples | Appropriate Business Casual | Appropriate Business Attire

. Traditional 2 or 3 piece suit
with tie
. Slacks and sport coat, dress

shirt with collar and tie
. Appropriate hosiery

. Dress shoes

. Leather boots

. Two piece dress

. Business dresses, coat
dresses

. Pant suits

. Blouses/shells

. Skirts

. Gauchos (as long as it is

part of a coordinated outfit with a
blazer or jacket)

. Cropped pants (six

inches or longer from the ankle)
with a coordinated jacket or blazer

INAPPROPRIATE DRESS

Shirts with slogans or large emblems (other than Town logos)
Sweat/wind suits (shirts, jackets and pants)
Jeans (unless on a casual day, in a field environment or as approved by the Department Head as

appropriate for the work assignment)
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Athletic shoes/Hiking boots (unless in a field environment or approved by the Department Head as

appropriate for the work assignment)
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e Sun dresses/skorts

e  Strapless/backless attire

e Overalls

e Flip flops

e Baseball caps or hats not part of a uniform (Field crews may use hats or baseball caps approved by the
department director for use outdoors for protection from the elements of weather)

e  Short skirts (shorter than finger tip length when arms and hands are down by the side of the body)

e Provocative or revealing attire (including cleavage showing)

e Halter tops

e Exercise clothing to include exercise tights

e Leggings

e Shorts

e  Untucked shirt tails

e  Tee-shirts (unless a Henley or dress tee-shirt)

e Tanktops

e Skirts with revealing splits

o Clothing that exposes the midriff (upper and lower) Clothes that do not fit properly (too tight or too baggy)

¢ Clothing not properly laundered or not in good condition (e.g. faded, frayed, having tears or holes)

Each Department Head is responsible for implementing the dress code and communicating it to department
employees. Departmental dress codes may be more restrictive than this policy. Exceptions to dress codes may be
approved by the Department Head under certain circumstances, including a special departmental event.

Complaints about the attire of an employee following this policy should be directed to the Department Head (or
his/her designee in the absence of the department director) of the employee in question. The Department Head has
the final authority to determine the appropriateness of the employee’s attire.

Questions or concerns relating to reasonable accommodation issues or management interpretation questions may be
directed to HR.

OFFICE APPEARANCE

In order to convey an image of efficiency and professionalism, all office and public areas in all Town facilities
should be kept neat and orderly.

Employees are encouraged to personalize their workspace as long as pictures, posters, decor, etc. are tasteful,
professional and non-offensive to co-workers and others.

Whenever possible, boxes and other storage items should remain out of the sight of the general public and visitors
within a facility.

Employees should leave public areas, coffee stations, conference rooms, restrooms, break areas, and kitchen areas in
a clean and orderly condition for guests and other employees.

PHYSICAL FITNESS AND FIT FOR DUTY PHYSICALS

Employees are responsible for maintaining the standard of physical and mental fitness, with or without reasonable
accommodation required for their position and job duties as established by the job description and/or department
policies.

Employees requiring reasonable accommodations to perform the essential functions or their job or any aspect of the
physical and mental requirements of their job as outlined in their job description should contact their Department
Head and HR in writing explaining what the accommodation request is, duration of request and effective date.
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Serious Health Conditions/Disabilities

The Town recognizes that employees with a potentially life-threatening and/or infectious illness or physical and/or
mental disabilities may wish to continue to engage in as many of their normal pursuits as their condition allows,
including their employment. As long as these employees are able to perform the essential functions of their job with
or without reasonable accommodation, without creating an undue hardship and medical evidence indicates that the
condition is not a direct threat to the employee or others, the Town will treat them consistently with other
employees.

Medical Exams for Current Employees

The Town may require current employees to undergo a medical and/or psychological examination to determine
fitness for continued employment; as may be necessary in order for the Town to provide a reasonable
accommodation; following an (on or off duty) injury or accident or surgical procedure; and as otherwise permitted in
accordance with the American’s with Disabilities Act (ADA), as amended. This examination may take the form of a
fit for duty or return to work physical.

Implementation Procedures

Return to Work physicals will be scheduled by HR before an employee can return to work when that employee
misses ten or more consecutive scheduled workdays off due to injury, illness or surgical procedure. Fire Department
shift employees will be scheduled for a Return to Work physical when they have missed five or more consecutive
shifts due to injury, illness or surgical procedure. Notwithstanding the above, the Department Head may otherwise
require a Fit for Duty physical depending on the facts and circumstances of each situation.

Fit for Duty physicals will be scheduled by HR when it is determined necessary in order to provide a reasonable
accommodation under the ADA or at any time when there is a question as to whether employees can perform their
jobs in a safe manner.

In all cases the cost of the physical exam and any expenses incurred as a result of obtaining medical records will be
paid by the Town. Employees are responsible for obtaining those records and ensuring they are provided to the
Town’s designated medical provider. Before returning to work following a medical and/or psychological
examination under this policy, employees must coordinate their return through HR.

Employees on light duty will not be required to complete a return to work physical until they are released to full
duty. An employee, not receiving workers’ compensation benefits may not be out more than six months on light
duty not to exceed two occurrences within six months within a rolling year.

NEPOTISM/EMPLOYMENT OF RELATIVES

People related within the second degree by affinity (marriage) or within the third degree of consanguinity (blood) to
the Mayor, any member of the Town Council or the City Manager will not be eligible for employment with the
Town of Pantego, except for a short-term project (less than three (3) months) specific contract or intern work
contractual basis.

Relatives of other employees may be employed but not under the direct or indirect supervision of any family
member related within the second degree by affinity or within the third degree of consanguinity or related through a
common law marriage or a cohabitation arrangement. Employment of individuals under these circumstances will be
based on the individual’s qualifications and ability to successfully perform the job. In the event that an employee
becomes married to or related to another employee and are put in or are currently in a direct supervision capacity,
one of the employee’s may be reassigned at the discretion of Town management.
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VIOLENCE IN THE WORKPLACE

The Town will not tolerate any type of workplace violence committed by or against employees. Employees are
prohibited from making threats or engaging in violent activities.

This list of behaviors, while not inclusive, provides examples of conduct that is prohibited.

e  Causing physical injury to another person
Making threatening remarks
Aggressive or hostile behavior that creates a reasonable fear of injury to another person or subjects another
individual to emotional distress

e Intentionally damaging Town property or property of another employee

e Possession of a weapon while on Town property or while on Town business (unless employee is a certified
peace officer required to carry a weapon)

e Committing acts motivated by, or related to, sexual harassment or domestic violence

Reporting Procedures

Any potentially dangerous situations must be reported immediately to a Supervisor or to the HR Department.
Reports can be made anonymously and all reported incidents will be investigated. Reports or incidents warranting
confidentiality will be handled appropriately and information will be disclosed to others only on a need-to- know
basis. All parties involved in a situation will be counseled and the results of investigations will be discussed with
them. The HR Department will conduct all investigations. Individual Department Heads and/or Supervisors may be
called upon to assist in the investigation. The Town will actively intervene at any indication of a possibly hostile or
violent situation.

Risk Reduction Measures

The Town takes reasonable measure to conduct background investigations to review candidates’ backgrounds and
reduce the risk of hiring individuals with a history of violent behavior.

The Town conducts annual inspections of the premises to evaluate and determine any vulnerability to workplace
violence or hazards. Any necessary corrective action will be taken to reduce all risks.

While we do not expect employees to be skilled at identifying potentially dangerous persons, employees are
expected to exercise good judgment and to inform the HR Department or their Department Head if any employee
exhibits behavior that could be a sign of a potentially dangerous situation. Such behaviors include:

e Discussing weapons or bringing them into the workplace (other than peace officers as defined by the
normal scope of their job)

e Displaying overt signs of extreme stress, resentment, hostility, or anger or making threatening remarks

e  Sudden or significant deterioration of performance

o Displaying irrational or inappropriate behavior

WEAPONS POSSESSION

The Town strictly prohibits any employee, other than a certified peace officer, from carrying a weapon on or about
his/her person on Town property or while conducting Town business, regardless of whether or not the employee is
duly licensed by the State of Texas to carry a concealed handgun.

The term “weapon” under this policy statement is defined as any instrument or gun that is specifically designed,
made or adapted for the purpose of inflicting serious bodily injury or death to another. This includes, but is not
limited to clubs, firearms, handguns, illegal knives, explosives, crossbows, bows and arrows, throwing star and
knuckles.
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The term Town property under this policy statement includes not only Town buildings and property, but also other
assigned work locations, Town vehicles and equipment, and private vehicles while being used for Town business for
which the Town pays a car allowance or mileage reimbursement. The term Town Building means any and all
buildings or portions of buildings owned, leased, or otherwise controlled by the Town of Pantego.

Should an employee be confirmed to have violated this policy, the employee will be terminated.

An exception to the above will be made for those Town employees who in the course of conducting Town business
and are traveling to and from a special function, training seminars, etc. outside the immediate area of the Town of
Pantego.

EMERGENCY PROCEDURES

The Town has established emergency procedures for all employees to follow in the event of a fire, building
evacuation, need for paramedics and/or police assistance, bomb threat or a potentially violent situation between co-
workers, a customer and/or employee acquaintances.

All employees are responsible for following the established procedures and for assisting customers and visitors in
following these procedures if needed.

All emergencies or requests for assistance should be called into Police Dispatch (817) 274-2511 or 9-1-1.
REPORT TO WORK POLICY - EMERGENCIES AND DISASTERS

There is always the possibility of a disaster that will directly affect large numbers of citizens. Catastrophic events
such as natural disasters, transportation emergencies, major fires, evacuations, civil unrest and acts of terrorism are
examples of things that would cause the activation of the Emergency Management Plan.

Should a disaster occur personnel are expected to report to work and be prepared to work extended work periods.
The first day or two will be critical to the response, rescue and recovery of our Town.

Return to Work Policy Statement

The emergency dispatcher, as authorized by The Plan, will accomplish specific notifications when there is a
potential for an emergency or when an event has occurred. Notifications are most often sent to specific employees
by way of the Town pager system.

Each municipal department shall develop and exercise an employee notification procedure, including a back-up
plan, providing notifications should the existing pager system fail or become inoperative.

Any employee, who without notification has a reasonable belief that a disaster has occurred, should contact their
Supervisor for instructions.

If it is obvious that an event has occurred the employee should initiate a "self response" and return to their primary
workstation. Some emergencies could tax the communications system in such a way that notifications cannot be
made in a reasonable amount of time, if at all. Each department should prepare a departmental statement that clearly
identifies those situations and circumstances where an employee should initiate a "self response™ and return to work.
Any employee who becomes aware of an event that authorizes a "self response™ is expected to report to work.

Employees should expect to work extended shifts and work periods. Depending on the event, the Town will provide
food and lodging for those employees who are assigned extended work periods. Employees should anticipate
extended work assignments during a response to a disaster and are encouraged to bring a change of clothes and other
personal items.
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SOLICITATIONS. DISTRIBUTIONS AND USE OF BULLETIN BOARDS

The use of Town facilities for the purposes of solicitations to employees is against Town policies unless approved in
advance by the City Manager or the HR Department.

Supervisory/management should ensure that subordinate personnel are not pressured to participate in any solicitation
activities regardless of whether or not these functions are approved and/or sponsored by the Town.

Persons not employed by the Town may not solicit the Town employees for any purposes on Town premises unless
approved in advance through the City Manager. All such requests must be routed through the HR Department to
ensure the request is forwarded through the appropriate channels and all employees are notified.

Bulletin Boards

Bulletin boards maintained by the Town are to be used only for posting or distributing material of the following
nature:

o Notices containing matters directly concerning Town business

e Announcements of a business nature which are equally applicable and of interest to employees

e Job Postings and Testing Announcements

e Any other information or announcements that has prior approval by a Department Head

All employees are expected to check these bulletin boards periodically for new and/or updated information and to
follow the rules set forth in all posted notices. Employees are not to remove material from the bulletin boards,
unless instructed to do so.

ELECTRONIC COMMUNICATIONS

This policy provides the Town of Pantego employees with effective, consistent standards in regards to the use of the
Internet, the electronic mail system (e-mail) and all computers (including, but not limited to, desktop computers,
laptop computers, and servers) owned by the Town of Pantego. Employee- users are expected to be knowledgeable
of these and all policies of the Town of Pantego.

Internet/E-mail and Computer Usage

Access to the Internet, E-mail system and the Town’s computer system is provided to staff members for the benefit
of the Organization and its customers. Every staff member has a responsibility to maintain and enhance the Town’s
public image, and to use these systems in a productive manner. To ensure that all employees are responsible,
productive users and are protecting the Town’s public image, the following guidelines have been established for
using these systems. All electronic communications and stored information transmitted, received, or archived in the
Town's information system is the property of the Town. The Town reserves the right to access and disclose all
messages sent through these systems. Following are guidelines in using the systems:

e Communications on these systems should be treated as formal documents with proper business standards
being followed. Spelling, grammar and punctuation should be checked.

e Use professional language. Never send abusive, harassing, or threatening messages, even in jest.

e Use common sense about what you say or send. You cannot control who will ultimately read it.

e Confidentiality is a misnomer and privacy does not exist. A good rule of thumb is "never write anything
that you would not want to become public knowledge."

e Review your message before you send it, a sentence that might be clear to someone talking to you face to
face might come across quite differently without the tone of your voice or the facial expressions.

e Practice good housekeeping rules. Storage space on the computer is critical.

o Delete old or out-dated material. Delete unimportant messages as you read them.

o Keep your E-mail "in" and "sent' boxes clean. All Town employees are required to purge their files every
60 days. The Town reserves the right to delete all items in these boxes after 60 days.

60



154

e Do not save multiple copies of the same message. (When you send a message and get a response with your
original message attached, you begin to have several layers; you only need to save the last one). Do not
reply with attachments or use "reply all" unless the response requires it.

e  Use professional courtesy and business etiquette.

e Be careful when using sarcasm and humor. Without the personal interaction, your joke could be viewed as
criticism.

o Employees are prohibited from adding, modifying or removing any peripheral items or replacing any
existing items such as mice/mouse, keyboards, screensavers, digital cameras, etc. without the permission of
the Department Head. This includes telephone cords and any other employee-purchased equipment.

e Employees are prohibited from downloading/installing software/programs without the permission of their
Department Head.

Unacceptable Use of the Internet and E-mail

These systems shall not be used for personal gain or advancement of individual views. Solicitation of non-Town
business, or any use of any of these systems for personal gain is strictly prohibited. Use of these systems must not
disrupt the operation of the network or the networks of other users. It must not interfere with your productivity.
Subscribing to mailing lists for anything other than professional groups is prohibited. The use of any email service
not provided by the Town to conduct Town business is strictly prohibited.

Open Records and Retention

The policy of the Town is to comply with state record management laws, and the regulations issued by the Texas
State Library. This law requires the Town to retain records sent, received, or generated in the course of conducting
Town business following criteria listed in the Town’s approved records retention schedule. The Town of Pantego
users are to adhere to the Town’s Record Management Policy. The user that originates a message inside the Town
or receives a message from outside the Town is the record holder for that message and must retain it according to the
retention period for the record category into which it fits.

Electronic mail messages can fall into any record category and must be retained according to the Town’s record
retention schedule for that category of record. Most electronic mail messages fall into one of three categories: (1)
transitory information which may be deleted as soon as the purpose for which the record was created has been met;
(2) general correspondence, which must be maintained for one year; or (3) administrative correspondence, which
must be maintained for three years. It is recommended that transitory information be deleted after it has been sent,
or after it is no longer useful. All other correspondence is to be printed and maintained in paper form until its
retention has been met. Once printed, it should be deleted from the network.

All messages created, sent or retrieved over any electronic system are the property of the Town, and should be
considered public information. The Town reserves the right to access and monitor all messages and files on all
systems as deemed necessary and appropriate. Internet messages are public communication and are not private. All
communications including text and images can be disclosed to law enforcement or other third parties without prior
consent of the sender or the receiver. Past court decisions have treated electronic communications as subject to
Open Records Requests under the Open Records Act. Therefore, all E-mail correspondence must be conducted in a
professional manner consistent with standard Town business requirements.

Electronic Mail/Voice Mail

The content of e-mail and voice mail messages (for any file) may not contain anything that would reasonably be
considered offensive or disruptive to any employee. Offensive content would include, but is not limited to, sexual
comments or images, racial slurs, gender specific comments or any comments that would offend someone on the
basis of their age, sex, sexual orientation, religious or political beliefs, national origin, or disability. Regarding
Internet and e-mail access and usage be advised that use of the Internet and e-mail provided by the Town expressly
prohibit but is not limited to the following:
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e Dissemination or printing of copyrighted materials, including articles and software, in violation of
copyright laws.

e Sending, receiving, printing or otherwise disseminating proprietary data, trade secrets or other confidential
information of the Town in violation of Town policy or proprietary agreements.

e Offensive or harassing statements or language including disparagement of others based on their race,
national origin, sex, sexual orientation, age, disability, and religious or political beliefs.

e Sending or soliciting sexually oriented messages or images.

e Operating a business, usurping business opportunities or soliciting money for personal gain, or searching
for jobs outside the Town of Pantego.

e Sending chain letters.

e Gambling or engaging in any other activity in violation of local, state or federal law.

e The circulation of jokes, comics or non-job related computer graphics.

Proper and Ethical Use of Electronic Mail

At any time and without prior notice, the Town management reserves the right to examine e-mail, personal file
directories, and other information stored on the Town’s computers. This examination helps to ensure compliance
with internal policies, supports the performance of internal investigations, and assists with the management of the
Town’s information systems.

As such, the City Manager or his designee may monitor the content of electronic mail. Use of the Electronic Mail
system constitutes acceptance of such monitoring.

This policy should be read and interpreted in conjunction with all other Town of Pantego policies including but not
limited to policies prohibiting game playing, harassment, discrimination, offensive conduct or inappropriate
behavior. Employee-users are prohibited from using electronic mail for any unethical purposes, including but not
limited to pornography, violence, gambling, racism, harassment, or any illegal activity. Employee-users are also
forbidden from using profanity or vulgarity when posting electronic mail. Employee-users are also prohibited from
using electronic mail through the Town’s systems for any other business or profit-making activities.

Disclosure of any confidential information through electronic mail to any party not entitled to that information is
prohibited. Employee-users are prohibited from entering into any contracts or agreements for services or purchases
through Electronic mail. Any such contract or agreement must be executed through normal channels and must be
expressly authorized by management. In general, employee-users should exercise the same restraint and caution in
drafting and transmitting messages over the electronic mail as they would when writing a memorandum and should
assume that their message will be saved and reviewed by someone other than the intended recipients.

Transmitting E-mail to ""Everyone/All"" Group

Employee-users are discouraged from sending electronic mail to all other employee-users through the use of the
"Send to All or Reply to All" address group unless expressly authorized by management to do so. Excessive use of
this address group strains the network. Use of the “All” address group shall be for business related information
only. The “All” address group shall not be used to notify all users that a particular person is going to be on vacation,
out of town, has an item to sell, etc.

Authentication Process

The Town of Pantego’s computer network isn’t simply a collection of individual desktop computers connected
together with wires. Computer workstations are specifically configured to function with servers which host a variety
of computer programs that manage sensitive information critical to the Town’s mission.

The network also carries telephone voice traffic for all of our facilities. Security is vitally important for many
reasons, and safeguarding secure passwords is the frontline of security. As such, all Town employees and
contractors and vendors with access to Town’s computer systems are responsible for taking the appropriate steps, as
outlined below, to select and secure their passwords.
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Town of Pantego Computer Passwords

The Town requires that the following stipulations pertaining to computer passwords must be followed:

Passwords must be changed every 60 days.

Passwords must be at least 8 characters in length.

Passwords must consist of a combination of letters, numbers, and special characters.

Passwords must not contain any part of user account logon name or parts of the user's full name that exceed

two consecutive characters.

e Contain characters from any of the following four categories: Uppercase characters (A...Z), Lowercase
characters (a...z), Numbers (the digits 0...9), Non-alphabetic characters ! @ #$ % " & * _+=7?)

e  Passwords must not be used in the last 8 password changes.

e Passwords are case sensitive, while the user name (logon ID) is not case sensitive.

e Computers should not be left unattended with the user logged on. Users are required to lock their

computers by pressing the CTRL-ALT-DEL keys and select "Lock Computer" before leaving their

workstation. The use of any password protected screen saver IS PROHIBITED on any Town computer.

Violations

Violations of any guidelines listed above may result in disciplinary action up to and including termination. If
necessary the Town will advise appropriate legal officials of any illegal violations.

e The first violation will result in a one-week suspension from the use of the Internet

e The second violation will result in a one-month suspension from the use of the Internet

e The third violation will result in permanent suspension from the use of the Internet. (Only permission from
the City Manager will re-instate the usage).

COMPUTER SOFTWARE

It is the intent of The Town of Pantego to comply with all copyright laws and software license agreements when
acquiring, installing and using software on personal computers owned by the Town. In most cases, this involves
purchasing one copy of each software package for each computer where the software is to be installed. No software
is to be installed on Town PC’s that has not been reviewed, approved and purchased by the Town. United States
Federal Copyright laws protect software. This law protects the rights of a company producing software. For
example, it is illegal to make or distribute copies of copyrighted material without authorization of the copyright
owner (the only exception being the right of the user to make a backup copy for archival purposes). The copyright
law makes no distinction between duplicating software for sale or for free distribution. Unauthorized duplication of
software, often referred to as “Piracy”, is a federal crime and is specifically prohibited by this policy statement.

The Software License Agreement

Purchasing software only means the company that produced the software has granted a purchaser a license to use it
according to the terms of the license included in the software. When you open a software package, generally the
media packages are sealed inside an envelope. The software license is usually printed on the outside of that
envelope. Other companies print the license agreement in the manual. The Town does not have agreements with
our vendors that supersede the terms and conditions of these license agreements. Town employees shall use the
software only in accordance with the license agreement. The use of software produced by the Town also falls within
the realm of copyright laws and must not be given away, loaned or sold to other individuals or government entities.
If, after reviewing the terms and conditions contained in the software license agreement, you are unwilling or unable
to comply with those terms, you must not use or install the software. Instead, contact the vendor who, in most cases,
will take it back for a refund.
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Sharing Software

It is a common misconception that software purchased by the Town may be installed on as many machines in the
Town as desired. Unless the license specifically allows it, a given software package generally may be used on only
one computer. A good rule of thumb is that you must have an original software license on file for each machine
where a given software package is installed. The purchase of a single copy of a software package may allow that
title to be installed on multiple machines in a department or in the Town. However, the license will usually state
that the product may not be used on more than one machine simultaneously.

Employees learning of any misuse of software or related documentation within the Town shall notify their
Department Head. Employees who make, acquire or use unauthorized copies of computer software shall be
disciplined as appropriate under the circumstances. The Town of Pantego does not condone the illegal duplication
or use of software.

SOCIAL MEDIA POLICY

The use of social media on behalf of, or in the name of the Town of Pantego or any of its departments or agencies
shall be governed by this policy. The use of social media on behalf of the Town is to communicate positively with
citizens, tourists, or other seeking information about the Town, including its events, opportunities or other
information.

The use of social media is an important part of the Town’s image, and it is our responsibility to maintain and
enhance the Town’s public image.

All employees and all departments shall follow this policy. A department may use social media only with the
approval of the City Manager. Only with approval from the City Manager will an employee enter information
pertaining to the Town onto a social media site. Any unauthorized posting of information will result in disciplinary
action up to and including termination of employment.

Creating a New Account or Posting on Town of Pantego Sites by Assignment Only

An account for the Town of Pantego shall only be created after receiving approval of the City Manager. Creation of
an account will consider the terms of use, the cost, the staff time required to implement and maintain the site and
other applicable considerations. Terms of use shall be reviewed by the City Attorney before creation of a site.

Only with approval from the City Manager will an employee enter information pertaining to the Town onto
any of the Town’s social media sites.

The inception or continuation of a social media site shall be governed by the City Manager or designee. All
departmental pages will be approved by the City Manager or designee prior to initial posting and prior to updates.

Departments using social media shall monitor their sites at least once per business day. If the sites become
interactive sites in the future, the method and time frame for response shall be established.

Posting on Other Sites by Approval Only

If an opportunity arises to post to a social media site (not a Town of Pantego site) in a manner that would be
advantageous to the Town, the opportunity and proposed posting shall be submitted to the City Manager or designee
for approval. Approval must be obtained from the City Manager or designee prior to posting on any other site on
behalf of the Town. Any unauthorized posting of information will result in disciplinary action up to and including
termination of employment
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Applicability of Federal and State Laws

All applicable federal and state laws and City ordinances and policies will be followed in regard to posting material
on social media sites.

All copyright, trademark and other intellectual property laws shall be followed. No logos, marks, markings,
photographs, clippings, or other graphic or written content will be displayed unless it is original material belonging
to the Town. If the material is not original material belonging to the Town of Pantego, the Town must have written
permission from the owner of any copyright, trademark or other designation of intellectual property ownership.

At this time, there are no plans for the site to be interactive. If the site becomes interactive at a future date, all state
laws shall be obeyed, including the Open Meetings Act. Annual memos shall be sent to elected and appointed
members of the Town Council, Commissions, Boards, and other city bodies concerning the use of social media and
possible Open Meetings issues.

TELEPHONE USAGE

Because a large percentage of our business is conducted over the phone, it is essential to project a professional
telephone manner at all times.

Although the Town realizes that there are times when an employee may need to use the telephone for personal
reasons, it is expected that good judgment will be used in limiting the length and frequency of such calls.
Additionally, no long distance personal calls or activation of 1-900 numbers may be made on Town phones without
prior approval from the employee's Supervisor. If long distance personal calls are made from Town phones or 1-900
numbers are activated for non-business related use, the employee will be expected to reimburse the Town for the
expense of the call.

Unauthorized personal long distance phone usage, activation of 1-900 numbers for non-business related use and/or
substandard customer service while on the phone may result in disciplinary action up to and including termination.

Personal Cellular Phones

While at work employees are expected to exercise the same discretion in using personal cellular phones as is
expected for the use of Town phones. Excessive personal calls during the workday, regardless of the phone used,
can interfere with employee productivity and be distracting to others. Employees are therefore asked to make any
other personal calls on non-work time where possible and to ensure that friends and family members are aware of
the Town's policy. Flexibility will be provided in circumstances demanding immediate attention.

The Town will not be liable for the loss of personal cellular phones brought into the workplace.

Town Cellular Phone Usage

Employees will be assigned cellular phones for use when it is necessary to conduct business in a timely and efficient
manner. The use of technology, such as cellular phones, is covered more fully under the Town’s separate
Technology Policy.

TRAVEL AND EXPENSES

These policies involving reimbursable expenses apply to all travel made by Town employees and other official
representatives of the Town while conducting Town business or attending approved training programs outside of the
limits of the Town of Pantego.

Only travel and/or training that have been approved in the Annual Town Budget will constitute approved travel/and

or training. The Department Head must, specifically approve travel that has not been authorized in the annual Town
budget.
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As a general rule, the Town will reimburse all travel expenses, which are reasonable in amount and are ordinary and
necessary when considering the purpose of the trip. Employees are expected to show good judgment in claiming
travel expenses giving proper regard for economy while conducting Town business.

Reimbursable Expense Items

The following list of reimbursable expenses is intended as a guide, and is not necessarily all-inclusive. Discretion
remains with each Department Head in approving travel expenses to provide for unusual circumstances.

The employee will be expected to select the mode of transportation, which will be most economical to the Town
considering cost and time consumed. If the employee can save the Town substantial funds by going earlier or
staying an extra day, the additional incurred expenses for hotel and food may be approved. Town vehicles will be
utilized when feasible.

Public transportation will be used in those cases where it is most economical when considering travel time and other
factors. When using air transportation, employees will normally travel in the coach section. Whenever possible,
early booking is encouraged, if it will insure a discounted rate. Verification in writing of the savings on the airline
tickets must be obtained from the travel agent. Analysis should include hotel and food costs.

When an individual uses a personal vehicle, he or she shall be reimbursed at the mileage rate currently allowed by
IRS.

Employees will be paid per diem at a rate of $50 per day for meals and incidental expenses. If meals are provided
by the conference/seminar, that portion will be deducted from the per diem rate paid accordingly:

e Breakfast $10
e Lunch $15
e Dinner $20
e Incidental Expenses $5

Employees will be paid 75% of the total allowable per diem for travel days going to and from training, conferences
or seminars.

Expenses will be allowed for adequate lodging appropriate to the purpose of the trip. Receipts for lodging must be
provided to obtain reimbursement.

Registration Fees are reimbursable. A receipt or some other proof of the fee, such as a copy of the registration form
setting forth the rate shall be provided.

Charges for telephone, fax and other forms of telecommunication messages will be allowed within reason.

Charges for car storage, car rental, taxis and other miscellaneous expenses will be allowed for reimbursement if
reasonable, ordinary and necessary. All such charges are to be supported by receipt when a receipt is normally made
available, such as for car rental.

Non-Reimbursable Expense Items

The expense of any Town employee not specifically traveling on Town business will not be reimbursed. In those
instances where use of personal cars for traveling beyond 500 miles is allowed for the convenience of the employee,
lodging, meals, and other expenses will be allowed on the same basis as if the employee had traveled by air. In the
case where the Travel and Expense Report is not returned or when there are no adequate receipts attached, the
amount of the advance or calculated remainder will be added to the employee’s W-2 taxable wages for the advanced
fund.
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Travel Expense Report Procedure

All Employees must complete and sign a Travel Expense Report within one week of return and forward it to their
Department Head.

Department Heads will review the Travel Expense Reports and, if approved, sign and forward the originals to the
HR Department for processing and review within five (5) working days after receipt from employee.

The City Manager must approve and sign all Department Head’s Travel Expense Reports.

The HR Department reviews and processes Travel Expense Reports. The Town Secretary is responsible for
completing and submitting all Town Council members Travel Expense Reports to the HR Department within ten
(10) working days of return. The Town Secretary reviews the Travel Expense Reports to ensure that expenses have
been appropriately documented with receipts.

Overnight Travel

Travel that keeps an employee away from home overnight is designated as “travel away from home.” Travel away
from home is paid work time when it “cuts across the employee’s work day.” This is because the employee is
deemed to be simply substituting travel for other duties. The time is not only hours worked on regular workdays
during normal work hours, but also during the corresponding hours on non-work days. Time that is spent in travel
away from home outside of regular working hours as a passenger on a plane, train, boat, bus or car does not count as
paid work time.

USE OF TOWN VEHICLES

This policy establishes guidelines for all Town of Pantego employees governing the assignment, use and reporting
requirements of Town vehicles or equipment including use of Town and personal vehicles to conduct bona fide
Town business, take home vehicles, and maintenance and assignment of Town vehicle or equipment. This policy
implements both federal and state mandated regulations and Town policies and procedures.

Use of Town Vehicle or Equipment

Town vehicles will only be operated by employees of the Town who possess a valid Texas Driver’s License, plus
other licenses or certifications as required by law dependent upon the employee’s job responsibilities and licensing
requirements as outlined in the employee’s job description. Employees are responsible for immediately notifying
the Town if their driver’s license is suspended.

Red Light Camera Enforcement Program - Employees are required to notify the appropriate level of management
(as established in each department) of any violations or summonses received while in possession of, or while
operating a Town vehicle, to include running a red light camera.

The Department Head will conduct an internal investigation to determine the circumstances surrounding the
violation and determine if any mitigating circumstances exist that would justify the violation. Mitigating
circumstances may include but are not limited to: slick roads due to ice, snow and/or rain, yielding to an emergency
vehicle, responding to an emergency that would normally necessitate proceeding through an intersection against a
red light, performance of maintenance of a signal light, etc.

An employee found liable for the violation may be subject to internal disciplinary action as determined by the
affected employee’s Department Head in accordance with that department’s procedures and the Town’s personnel
policies. Disciplinary action for these violations may be as follows:

Offense Number Disciplinary Action
First Offense Written warning
Second Offense Written warning+1 day suspension
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Third Offense Written warning+2 day suspension
4+ Offense(s) Additional disciplinary action up to and
including termination

NOTE: The above chart references offenses that occur within a rolling twenty four (24) month period of time.

If an employee receives a Red Light violation citation in another Town while driving a Town vehicle, the employee
will be responsible for paying any fines associated with the violation in addition to being subjected to disciplinary
action up to and including termination.

Only Town employees or vendors approved by the Department Head are authorized to operate a Town vehicle. In
addition, non-Town employees or other Town employees will not be allowed as passengers in Town vehicle except
in cases where they are conducting Town business with Town staff, a take home vehicle has been authorized for
personal use by the City Manager or when an emergency medical situation arises where it would be unsafe for the
employee to operate the vehicle.

All drivers and Town business travelers in on-road vehicles must wear seatbelts and obey traffic laws. Airbags
should not be rendered inoperable on vehicles. Employees will be responsible for paying any fines associated with
violation tickets received while operating a Town vehicle.

Employees are discouraged from using a cell phone for voice communications, texting or emailing while driving a
Town vehicle. Employees who need to use a cell phone while operating a Town vehicle are strongly encouraged to
pull off of the road and safely stop the vehicle before accepting or placing a call. In accordance with State law,
employees may not use a cell phone in school zones when such zones are designated active. Employees will be
responsible for paying any fines associated with cell phone ticket violation(s).

Employees are strictly prohibited from operating a Town vehicle or equipment with any detectible alcohol or illegal
drugs in their system; and are likewise prohibited from using prescription or over the counter medication that might
impair their ability to safely operate a motor vehicle or equipment. Employees, other than a certified peace officer,
are also prohibited from carrying a weapon in a Town vehicle. All Town vehicles are subject to searches in the
workplace as deemed appropriate by management.

In case of an accident, the employee driving the vehicle will immediately notify the appropriate department
Supervisor, (the department Supervisor in turn will notify the City Manager) and the nearest Police Department to
report the accident and complete a full accident report. Copies of the report should be submitted to the employee’s
Supervisor who will forward it to the City Manager. Employees involved in a vehicle accident may be required to
submit to a for-cause drug and alcohol test within four (4) hours of the accident in accordance with the drug free
workplace policy.

Employees assigned a Town vehicle must comply with any preventative maintenance programs that may be required
by the Town. Vehicles and equipment shall be kept free of litter and debris. The physical appearance of the vehicle
or equipment must create a positive impression. Town vehicles or equipment will not be altered in any way without
first obtaining written approval of the appropriate Department Head. No Town vehicle or equipment will have any
stickers, posters, signs or any other similar attachment placed on or affixed to it unless previous written approval has
been obtained. All Town vehicles owned, managed and operated by the Town are designated as tobacco free, as
such use of any smokeless tobacco products are strictly prohibited.

Assignment of Town Vehicles

Town vehicles will be assigned based on the recommendations of the Department Head with City Manager
approval.  Vehicles may be taken home by employees when the vehicle is equipped with tools and/or
instrumentation that are essential in an emergency response situations and the employee responds directly to the
scene of the emergency and is trained to use the tools and equipment. If response is on a rotation basis, each
employee will only take home the vehicle when in “on-call” status. The decision to assign a vehicle to an employee
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will be based upon efficient and effective service delivery provided by the employee assigned to the vehicle and on
overall Town services delivery.

Aside from providing Town services and conducting Town business, Town vehicles may not be used for personal
business unless approved by the City Manager, unless the vehicle is assigned to a public safety employee who has
authorization for personal use by the City Manager, or when use of the Town vehicle is for overnight and/or out of
town travel as outlined in the Town’s travel policy.

All employees’ assigned daily use of a Town vehicle (that is not a take home vehicle) will perform a “walk around”
of the vehicle to see if there are any visible problems prior to it being driven. If problems are noted or if the vehicle
appears to be malfunctioning, employees should not operate it. Employees are also responsible for safeguarding
Town-issued equipment associated with their assigned vehicle. This includes, but is not limited to, issued
equipment that is normally left in assigned vehicles. If any equipment is subsequently stolen/missing, and it is
evidenced that an employee failed to safeguard the equipment the employee will be subject to repay the Town for
the stolen/missing equipment and subject to disciplinary action up to and including termination.

When an assigned vehicle is not in business use, it should be properly secured, and if not parked on Town property,
when possible, parked in a private drive or in a designated parking area.

Each Town Department is responsible for documenting which employees are assigned use of a Town vehicle and
maintaining a comprehensive inventory of Town equipment assigned to each Town vehicle. The employee assigned
a vehicle with Town equipment will be responsible for both the vehicle and the equipment maintained in that
vehicle.

Use of Private (Personal) Vehicles While Conducting Town Business

Any personal vehicle used to conduct Town business must, at a minimum, have personal automobile insurance
coverage, a current state safety inspection sticker and current license plates for the vehicle consistent with Texas
Statutes. Employees are required to use a Town vehicle whenever possible when conducting bona fide Town
business.

The Town will follow all current Internal Revenue Service (IRS) guidelines (to include any amendments as they are
issued) pertaining to personal use of Town vehicles and income taxation

If there is no Town vehicle for local travel, and the employee utilizes his or her personal vehicle, the reimbursement
rate will be based on the current mileage rate allowable by the IRS multiplied by the number of miles driven or the
approved round-trip commercial coach airfare, plus transfers, rental car (if applicable), whichever is the lower
amount.

If an out of town vehicle is available and the employee chooses to use his or her personal vehicle, the reimbursement
rate will be the number of miles driven multiplied by 60 percent of the current rate allowable by the IRS or the
approved round-trip commercial coach airfare, plus transfers, rental car (if applicable), whichever is the lower
amount. This percentage will be reviewed periodically and will vary depending on the replacement cost of vehicles
and the allowable IRS mileage rate.

All drivers and Town business travelers in an employee’s personal vehicle must wear seatbelts and obey traffic laws.
Airbags should not be rendered inoperable on vehicles so equipped. Any traffic citations incurred by an employee
while driving a personal vehicle will be paid for by the employee responsible for the violation.

In case of an accident, the employee driving the vehicle will immediately notify the appropriate department
Supervisor, (the department Supervisor in turn will notify the City Manager) and the nearest Police Department to
report the accident and complete a full accident report. Copies of the report should be submitted to the employee’s
Supervisor who will forward it to the City Manager. In this instance, the employee’s personal automobile insurance
becomes the primary insurance and the Town’s general liability insurance becomes the secondary insurance source.
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Employees involved in a vehicle accident may be required to submit to a for-cause drug and alcohol test within four
(4) hours of the accident in accordance with the drug free workplace policy.

OFFICIAL CLOSING OR DELAYED OPENING

All employees, non-emergency (administrative and clerical personnel) and Emergency Services personnel, are
expected to make an effort to report to work at the beginning of the normal working times regardless of weather
conditions. However, if a non-emergency employee is concerned that driving conditions such as ice or snow,
present a danger to his/her life or property, he/she may use a vacation day, compensatory time or take leave without
pay. Employees must notify their Supervisor prior to the scheduled time to report in, or as soon as possible
thereafter. If a non- emergency employee is unable to report for work on a bad weather day, he/she is required to
contact his/her Supervisor prior to the time he/she is scheduled to report or as soon as possible thereafter.
Department Heads are responsible for designating those Emergency Service personnel who are required to be on the
job.

Emergency Service Personnel Definitions

Emergency Service personnel are police, fire, water, sewer, streets, parks and dispatchers. These employees are
required to be on the job regardless of weather conditions.

Employee Compensation

The City Manager, after concurrence with the Mayor, Mayor Pro Tem or two Town Council members, may declare
Town administrative offices officially closed or delayed in opening.

In the event the City Manager declares an official closing or delayed opening day, he/she will notify all Department
Heads who, in turn, will pass on the information to Supervisory staff. If this should be the case, employees will be
so advised and paid their regular pay for the day or for the portion of time that Town offices were delayed in
opening.

USE OF TOBACCO POLICY

The Town of Pantego strives to provide a healthful, safe, and comfortable working environment for all employees
and visitors. The use of any tobacco products by employees and visitors is therefore prohibited throughout all
facilities and vehicles owned, managed and operated by the Town. Employees and visitors who wish to partake of
tobacco products must therefore leave the building and use only designated areas outside which have appropriate
smoking waste disposal receptacles. Employees are permitted to leave the building to smoke only during scheduled
break times.

WHISTLEBLOWER POLICY

The Town of Pantego will investigate any possible fraudulent, illegal or dishonest conduct by any employee up to
and including the City Manager. Anyone found to have engaged in fraudulent, illegal or dishonest conduct is
subject to disciplinary action by the Town of Pantego up to and including termination and/or civil or criminal
prosecution.

All employees are encouraged to report possible fraudulent, illegal or dishonest conduct (i.e. a whistleblower). An
employee should report his or her concerns to his or her Supervisor, manager or Department Head. If for any reason
an employee finds it difficult to report his or her concern to those individuals, the employee may report it to any
member of management, the City Manager, HR, or the City Attorney.
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Whistleblower Protection

The Town will protect whistleblowers as defined below:

The Town will use best efforts to protect whistleblowers against retaliation, as described below. There is
no guarantee of confidentiality and there is no such thing as an “unofficial” or “off the record” report. The
Town will keep the whistleblower’s identity confidential, unless (1) the person agrees to be identified; (2)
identification is necessary to allow the Town or law enforcement to investigate or respond effectively to the
report; (3) identification is required by law or; (4) the person accused of wrongdoing is entitled to the
information as a matter of legal right in disciplinary proceedings.

Employees may not retaliate against a whistleblower with the intent or effect of adversely affecting the
terms or conditions of employment (including but not limited to threats of physical harm, loss of job,
punitive work assignments, or impact on salary or wages). Whistleblowers who believe that they have
been retaliated against may file a written complaint with a Reporting Party. A proven complaint of
retaliation shall result in a proper remedy for the person harmed and the initiation of disciplinary action, up
to and including termination, against the retaliating person. This protection from retaliation is not intended
to prohibit management from taking action, including disciplinary action, in the usual scope of their duties
and based on valid performance-related factors.

Whistleblowers must avoid Baseless Allegations. Employees making Baseless Allegations may be subject
to disciplinary action up to and including termination and/or legal claims by individual’s accused of such
conduct.

Additional Resources for Assistance

Employees who have questions regarding this policy may contact their department management team or HR for
clarification. Employees who wish to express a concern under the Whistleblower Policy may do so to:

Any Supervisor, manager or Department Head
HR Department

The City Manager

The City Attorney

Implementation Procedures

An employee should report his/her concerns to his/her Supervisor, manager or Department Head. If for any reason,
an employee finds it difficult to report his/her concern to those individuals, the employee may report it to any
member of management, the City Manager, HR Department or to the City Attorney.

The Town will conduct or direct the investigation of all suspected fraudulent, illegal or dishonest conduct in
consultation with such Town officials as may be necessary or appropriate. Cases involving possible violations of
criminal law will be investigated in cooperation with the Police Chief or his/her designee.

VIL.

LEAVING THE TOWN OF PANTEGO

RESIGNATIONS

While we hope that the employee/employer relationship with all employees is prosperous and mutually beneficial,
there are times when employees decide to voluntarily terminate their employment.

Employees are encouraged to provide a minimum of two (2) weeks’ notice upon resignation of employment and be
at work during the last week of employment with the Town.

All benefit and other payouts will be paid on the employee’s final paycheck.
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Payment of Vacation Leave

; ah—€¢ 3 : 2 —4Upon
termination of employment employees will be paid for unused vacation time, up to a limit of 240 hours for Reqular
Employees and 364 hours for Fire Personnel.

Payment of Sick Leave

Sick Leave is not payable upon termination of employment whether or not the resignation is voluntary or
involuntary.

Payment of Longevity Pay

Longevity pay is not payable upon termination of employment whether or not the resignation is voluntary or
involuntary. Longevity pay is only payable once a year in December.

Compensatory Time

Compensatory Time for non-exempt employees is payable upon termination of employment whether or not the
resignation is voluntary or involuntary.

Holiday Pay

Accrued Holiday pay is payable upon termination of employment.

Miscellaneous

Employees are required to turn in all Town issued equipment (i.e., radio, cell phone, pager, keys, etc.); Town issued
identification card and uniforms on their last day of employment. Final paychecks will not be given to an employee
until all Town issued items are returned to the Town in the condition in which the items were issued.

It is important that the employee schedule an exit interview with HR prior to the last day of work. This is necessary
so that the employee may receive information regarding continuation of certain benefits and important information
regarding retirement and deferred compensation accounts.

The employee’s final paycheck will be mailed to the address on file at the Town if the employee does not have
direct deposit at the time of resignation. If the employee has direct deposit (at the time of resignation), the final
paycheck will be direct deposited to the employee’s banking institution on file with payroll.

DISMISSAL/JOB ABANDONMENT

While we hope that the employee/employer relationship with all employees is prosperous and mutually beneficial,
there are times when the Town must terminate the employment of employees for violation of policies, substandard
job performance and other such reasons. All benefits and other payouts will be paid on the employee’s final
paycheck.

Payment of VVacation Leave

Since employees can carry up to 240 hours for Regular Employees and 364 hours for Fire Personnel, upon
termination of employment employees will be paid for unused vacation time.

Payment of Sick Leave

Sick Leave is not payable upon termination of employment.
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Payment of Longevity Pay

Longevity pay is not payable upon termination of employment whether or not the resignation is voluntary or
involuntary. Longevity pay is only payable once a year in December.

Compensatory Time

Compensatory Time for non-exempt employees is payable upon termination of employment whether or not the
resignation is voluntary or involuntary.

Holiday Pay

Accrued Holiday pay is payable upon termination of employment.

Miscellaneous

Employees are required to turn in all Town issued equipment (i.e.: radio, cell phone, pager, keys, etc.), Town issued
identification card and uniforms when the Town dismisses them from employment or when they abandon their job.
Final paychecks will not given to an employee until all Town issued items are returned to the Town in the condition
that the items were issued in (excluding wear and tear).

HR will contact the terminated employee by mail to provide them with detailed information regarding continuation
of certain benefits and important information regarding retirement and deferred compensation accounts. By law,
there are very strict deadlines that the employee must respond to regarding this information.

The employee’s final paycheck will be mailed to the employee. If the employee is utilizing direct deposit at the time
of dismissal/job abandonment, payroll will stop the direct deposit prior to the issuance of the last payroll check. The
employee may contact the Department Head to make alternative arrangements to pick up the check if so desired.

DEATH OF AN EMPLOYEE

It is the sincere hope of the Town that it is never faced with dealing with the death of an employee. However, in the
event that this would occur, the following information would apply.

Benefit and other Payouts

The legal spouse or primary beneficiary on file with the HR Department would receive the employee’s final
paycheck. The employee will be paid through the end of the pay period.

All benefit and other payouts, including any time worked by the employee during the final pay period would be paid
on the employee’s final paycheck.

For the purpose of this policy, a common law marriage would not be recognized for the definition purpose of a legal
spouse.

Payment of Vacation Leave

Since employees can carry up to 240 hours for Regular Employees and 364 hours for Fire Personnel, upon
termination of employment employees will be paid for unused vacation time.

Payment of Sick Leave

Sick Leave is not payable upon termination of employment.
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Payment of Longevity Pay

Longevity pay is not payable.

Compensatory Time

Compensatory Time for non-exempt employees is payable.

Holiday Pay

Accrued Holiday pay is payable.

Workers’ Compensation Benefits

In the event that an employee dies as a result of an injury at work or from an exposure received while on duty,
workers’ compensation benefits could be paid. The HR Department would be responsible for contacting the
deceased employee’s beneficiary or legal spouse to discuss and assist in coordinating this benefit.

Life Insurance Benefit

Once the HR Department receives information that an employee has become deceased, a representative from that
department will contact the designated beneficiary(s) to discuss and coordinate benefit options and payouts.

Continuation of Specific Benefits

Once the HR Department receives information that an employee has become deceased, a representative from that
department will contact the employee’s eligible dependent(s) to discuss and coordinate insurance benefits
continuation options. By law, the employee’s eligible dependent(s) would be eligible to continue the following
coverage, under COBRA laws, by paying 100% of the premium plus a 2% administration fee:

Health insurance

Dental Insurance
Dependent vision Insurance
Dependent life insurance

Retirement Plan

Once the HR Department receives information that an employee has become deceased, a representative from that
department will contact the designated beneficiary(s) to discuss and coordinate benefit options and payouts.

Additional Benefit Information for Police and Fire Employees

In the event that a police or Fire employee is killed in the line of duty, there are additional state and federal benefits
available to the deceased employee’s family members. A representative from the appropriate department would
contact the deceased employee’s spouse or legal beneficiary to discuss and coordinate these benefits.

EXIT INTERVIEW

Before an employee leaves his/her employment with the Town, it is strongly suggested that an employee schedule
an exit interview with HR. The exit interview consists of two parts.

The first part is a voluntary questionnaire that addresses the employee’s work environment, treatment by
management staff and any concerns that a departing employee may have. The purpose of this questionnaire is to
assist management in providing a quality work environment for Town employees and to address any of the potential
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concerns that the departing employee may have had. Again, this is a voluntary process and no employee will be
forced to answer these questions if they do not want to.

The second part of the exit interview is the discussion of insurance benefit continuation options, under COBRA laws
or the Town’s retirement policy, and discussion of Retirement. It is extremely important that HR staff discuss these
options with employees. In the event that an employee does not or is not required to schedule an exit interview with
HR, this information will be mailed to the employee’s address on file.

RETURN OF TOWN ISSUED EQUIPMENT AND UNIFORMS

Each department is responsible for ensuring that employees return Town issued equipment (i.e., radio, cell phone,
pager, keys, etc.), uniforms, employee identification badge and any other designated items issued to employees.

Failure to return any Town property upon termination of employment or when requested to do so by a member of
management will result in the Town taking the necessary legal action to ensure that it’s property is returned.

If an employee refuses a request to surrender Town property while employed, the employee will be subject to
disciplinary action up to and including termination.

RETIREMENT RECOGNITION
Retiring employees who have served the Town for ten or more continuous years in a full or part-time employment
capacity will meet the definition of “retirement” from the Town for the purposes of this administrative policy and

will be eligible for appropriate Town-sponsored retirement recognition activities.

Employees who are retiring in lieu of discharge, under duress or while facing other disciplinary action or under
criminal investigation will not be eligible for Town-sponsored retirement recognition activities.

Recognition Activities and Authorized Expenditures based on Tenure

Each department will be responsible for planning/coordinating retirement recognition activities for the employee
who is leaving. The reception will be funded by the Department within the appropriate authorized expenditure.

Receptions will be open to all Town employees and conducted and “expensed” within the appropriate scope of the
Town’s policies.

Retiring employees will be recognized at a Town Council meeting to acknowledge their years of service to the
Town and to present them with a financial token of their appreciation. The financial token will be based off the total
number of years of service at a rate of $50 per year.
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Glossary of terms and definitions
Glossary

Accident - Any on the job accident or near miss incident in which:

Safety precautions were violated;

Unsafe instructions or orders were given;

Any person suffered injury which is reasonably expected to require medical attention;

Town equipment, property, and/or premises (not including a vehicle) were damaged by the employee
Town vehicles were damaged (any accident in a Town vehicle will require substance abuse testing
when the damage is five hundred dollars ($500) or more as determined by a supervisor).

NOTE: This includes accidents in which a Town employee is driving a personal vehicle on Town business.

Within this definition, the following circumstances will be considered an exception to required testing
unless there is other evidence to give reasonable suspicion:

Exceptions:

o Vehicle is properly and lawfully parked or stopped and is hit by another vehicle;
e Vehicle is damaged by flying debris, e.g. rocks, etc.;

Affinity - Two people related by marriage or the spouse of one of the people is related by consanguinity to the other
person. Termination of a marriage by divorce or the 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. A
husband and wife are related to each other in the first degree of affinity. For other relationships by affinity, the
degree of relationship by affinity is the same as the one by consanguinity. For example, if A and B are related to
each other in the second degree by consanguinity, A’s spouse is related in the second degree by affinity. Also for
the purpose of this policy “affinity” applies to all step and in-law relationships within a family.

Alcohol - any beverage, mixture or preparation containing ethyl alcohol.

Alcohol testing in accordance with federal regulations means a test done through an Evidential Breath Testing
(EBT) device approved by the National Highway Safety Administration. A certified Breath Alcohol Technician will
perform the test. Any screening test result, that is less than a 0.02 blood alcohol concentration, will be considered
negative. If the blood alcohol content is 0.02 or greater, a second confirmatory test must be conducted. When both
tests reflect a blood alcohol content of 0.02 or greater, then the employee’s test results are deemed to be positive. If
breath testing is not available, then the test consists of blood or urine.

Appeal - the final level in the grievance procedure whereby the grievance is heard by the City Manager. The
decision rendered by the City Manager is final and not subject to any other action by the Town.

Baseless Allegations - allegations made with reckless disregard for their truth or falsity or not made in good faith.
Employees making Baseless Allegations may be subject to disciplinary action up to and including termination.

Bona fide Town business - conducting official Town business only. This does not include personal use or
assignment of a take home vehicle as a benefit or as compensation.

CDL - Commercial driver’s license as defined by the State of Texas.

Certification of the serious health condition - medical documentation that includes the date when the condition
began, its expected duration and a brief statement of treatment. For medical leave for the employee’s own medical
condition, the certification must also include a statement that the employee is unable to perform work of any kind or
a statement that the employee is unable to perform the essential functions of the employee’s position. For a family
member who is seriously ill, the certification must include a statement that the patient, the family member, requires
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assistance and that the employee’s presence would be beneficial or desirable. If the employee plans to take
intermittent leave or work a reduced schedule, the certification must also include dates and the duration of treatment
as well as a statement of medical necessity for taking intermittent leave or working a reduced schedule.

Cohabitation Arrangement - two employees living together in a consensual union when not legally married to one
another.

Common Law Marriage - a man and a woman living together in a marital status without legal action.

Controlled Substance - a drug or substance listed in the Texas and Federal Controlled Substance Acts, the
Dangerous Drugs Act and appropriate chapters of the Texas Health and Safety Code and includes, but is not limited
to: marijuana, cocaine, narcotics, opiates, opium derivatives, inhalants, hallucinogens and other substances having
either a stimulant or depressant effect on the nervous system, such as amphetamines or barbiturates.

Consanguinity - Two people related by virtue of one being a descendant of the other or if they share a common
ancestor. An adopted child is treated as the natural child of the adoptive parent in this regard. The degree of
relationship by consanguinity between a person and the person’s descendant is determined by the number of
generations that separate them. If a person and the person’s relative are related by consanguinity, but neither is
descended from each other, the degree of relationship is determined by adding the number of generations between
the person and the nearest common ancestor of the person and the person’s relative; and the number of generations
between the relative and the nearest common ancestor.

Civil Law-Degrees of Relationship

1% M 3
Child Grandchild Great-grandchild
Parent Sister/Brother Niece/Nephew
Grandparent Aunt/Uncle
Great-grandparent

Direct Supervision — The management of an employee that occurs on a frequent and regular basis.

Disability - a physical or mental impairment that substantially limits one or more of an individual’s major life
activities (i.e., walking, talking, standing, sitting, etc.)

Dismissal - an involuntary termination; being fired.
Emergency Services - Fire and Police operations.

Employee’s Total Monthly Salary - any amounts regularly paid as part of the employee’s biweekly compensation
(e.g. differential and incentive pay).

Family Hiness/Injury - a medically documented illness or injury that requires a Sick Leave Bank member to provide
care or assistance to an eligible family member. An eligible family member is the same as immediate family
(spouse, child or parent.)

Fit for Duty - being physically and mentally fit to perform the essential functions of the job with or without
reasonable accommodation.

Fit for Duty Physical - a medical examination performed by a qualified medical practitioner to determine whether
employees can mentally and physically perform the essential functions and physical requirements of their job.
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Fraudulent, Illegal or Dishonest Conduct - A deliberate act or failure to act with the intention of committing a
fraudulent or dishonest act, in violation of the Personnel Policies, ordinances or other applicable law, or an illegal
act. Examples of such conduct include, but are not limited to:

Any illegal Act

Forgery or alteration of documents;

Unauthorized alteration or manipulation of computer files, policies or other official Town records;
Fraudulent financial reporting;

Pursuit of a benefit or advantage in violation of the Town’s personnel policies as amended from time to
time;

Misappropriation or misuse of Town resources, such as funds, supplies, or other assets;

e  Authorizing or receiving compensation for goods not received or services not performed; and/or,

e Authorizing or receiving compensation for hours not worked.

Gift - anything of economic value, regardless of the form, without adequate and lawful consideration.

Grievance - a claim by an employee that a violation, misinterpretation, misapplication, or disparity in the application
of a written policy, regulation or procedure adversely affected the employee. It is also a departmental decision
considered by the employee to be harmful, unfair, or discriminatory.

Husband and wife - Those who are legally married.

Immediate family - related in the first degree by consanguinity or affinity, common law marriage, and/or in a
cohabitation living arrangement, as further defined in Chapter 573 of the Texas Government Code.

Interest - direct or indirect pecuniary or material benefit accruing to an employee as a result of a contract,
transaction, zoning decision or other matter which is or is likely to be the subject of an official act or action by or
with the Town, except for such contracts, transactions, zoning decisions, or other matters which by their terms and
by substance of their provisions confer the opportunity and right to realize the accrual of similar benefits to all other
persons and/or property similarly situated.

Intermittent leave - taking a day periodically when needed over the year or, under certain circumstances, reducing
the workweek or workday, resulting in a reduced hour schedule.

Job Abandonment - any employee who “No-calls/No-shows” for three consecutive days will be considered to have
voluntarily resigned his/her position with the Town. This resignation will not be considered in “Good Standing.”

Maintenance and Trades Employee - Non-uniformed employees whose duties are primarily labor intensive either
indoors or outdoors.

Military Active Duty Leave - Full-time duty in the active military service of the United States. This includes
members of the Reserve Components serving on active duty or full-time training duty.

Military Training Leave - A tour of active duty which is used for training members of the Reserve Components to
provide trained units and qualified persons to fill the needs of the Armed Forces in time of war or national
emergency and such other times as the national security requires. The member is under orders that provide for
return to non-active status when the period of active duty for training is completed. It includes annual training,
special tours of active duty for training, school tours, and the initial duty for training performed by no prior service
enlistees.

Nepotism - favoritism shown to a relative by employment on the basis of relationship.

Office, Technical and Professional Employees - Employees whose duties are primarily inside a Town facility or
place of business or whose position is considered professional in nature.
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Official Time Record - The time sheet that is submitted and approved by the Department Head and is turned into HR
for payroll purposes.

Orders - Permanent instructions, issued in order form, that apply to individual members of a command.

Peripheral - A device that is attached to a host computer but not part of it, and is more or less dependent on the host.
It expands the host's capabilities, but does not form part of the core computer architecture. Examples include:
printers, image scanners, tape drives, microphones, audio speakers, web cams, and digital cameras, and smart
phones.

Personal Vehicle - A vehicle that belongs to an employee.

Pre-Employment — The time after a conditional job offer has been made (the offer is withdrawn if the drug test
results are positive). It also means prior to finalizing a transfer or promotion to a safety sensitive position that
requires a CDL.

Primary Insurance means that the employee’s personal automobile insurance will be primarily responsible for
payment in the event that an employee is involved in a motor vehicle accident while conducting Town business.

Proof of the qualifying family member’s call-up or active military service documentation is defined as a copy of the
military orders or other official Armed Forces communication.

Random - An unannounced, unpredictable basis - just before, during, or just after performance of safety sensitive
functions. The number of random alcohol tests conducted each year must equal twenty five percent (25%) of all

eligible employees under this procedure; the number of annual random drug tests must equal at least fifty percent
(50%) of such eligible employees. Random sample selection (employees and dates) for tests will be done with a

computer program for statistical random validity.

Reasonable Accommodation — Modifying or adjusting a job process or a work environment to better enable a
qualified individual or employee with a disability to be considered for a position or perform the essential functions
of a job.

Reasonable Suspicion - A conclusion based on personal observation by any reliable and credible person of an
employee’s conduct (subject to corroboration, and documented in writing that would lead a reasonably prudent
person to suspect that an employee is unable to satisfactorily perform his/her job duties due to use of alcohol,
controlled substances, or inhalants. This includes information received from and confirmed in writing from a
witness, subject to investigation by department management and/or HR.

Inability to perform may include, but is not limited to:

e Asignificant drop in the employee’s performance level;
e Impaired judgment, reasoning, or level of attention;
e Behavioral change that detracts from performance.

Characteristics indicating reasonable suspicion may include, but are not limited to:

e A pattern of abnormal or erratic behavior;

Physical symptoms such as glassy or bloodshot eyes, slurred speech, unsteady gait, poor coordination or
reflexes;

Odor of alcohol or marijuana;

Unexcused absenteeism or tardiness to work and/or from breaks;

On-the-job accidents or injury;

Repeated instances of violations of conduct (Police/Fire);

Excessive force complaints (Police);

Discharge of a firearm-not to include firearms qualifications (Police);
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e Direct observation of the use or possession of alcohol, controlled substances or inhalants.

Reporting Party - Any employee reporting fraudulent, illegal or dishonest activities. For the purpose of this policy
the following individuals have been identified as in the Reporting Party:

Any supervisor, manager or department head
Any member of the HR Staff

The City Manager

The City Attorney

Return to Work Physical - A medical examination performed by a qualified medical practitioner (after an employee
has been absent from work) to determine whether employees can mentally and or physically perform the essential
functions and physical requirements of the job.

Safety Sensitive Function (for CDL only) includes driving, being on-call or on stand-by to drive a vehicle which is
designed to carry sixteen (16) or more passengers and/or weighs twenty six thousand one (26,001) pounds or more;
also included is the loading, inspecting, and/or working on the vehicle(s) in any way which could affect vehicular
performance or safety.

Secondary insurance means that the Town’s general liability will pay the remainder of a claim after the employee’s
personal (primary) insurance pays a claim.

Serious Health Condition - An illness, injury, impairment or physical or mental condition that involves inpatient
care in a hospital, hospice or residential medical care facility; or continuing treatment by a health care provider.

Social Media - A web-based tool for information sharing. At this time, it includes such sites as Facebook,
MySpace, Twitter, You Tube, Flickr, and blogs.

Software Licensing - A legal instrument (by way of contract law) governing the usage or redistribution of software.
All software is copyright protected, irrespective of whether it is in the public domain. It is common practice for
software vendors to permit customers to 'try before they buy'. Unlicensed software is a major threat to an
organization's Information Security because, not only does this jeopardize the legal position, it also threatens the
data held on such systems as no support will be provided.

Tobacco products — A cigarette, cigar, smoking tobacco, including granulated, plug-cut, crimp-cut, ready ribbed, and
any form of tobacco suitable for smoking in a pipe or as a cigarette, chewing tobacco, including Cavendish, Twist,
plug, scrap, and any kind of tobacco suitable for chewing, snuff or other preparations of pulverized tobacco or any
other article or product that is made of tobacco.

Town Equipment - Tools, apparatus, weapons, radios, etc. that is stored in a Town vehicle

Town Vehicle - Any motorized mode of transportation that the Town provides and requires a State issued license
plate and /or a Texas issued driver’s license to operate.

Town Vehicle with Equipment - Any mode of transportation that the Town provides, requires a State issued license
plate and/or a Texas issued driver’s license to operate that carries or stores Town tools, apparatus, weapons, radios,
etc.

Under the influence - The condition existing after the voluntary introduction of any amount of alcohol, inhalant, or
controlled substance into the employee’s body or an alcohol concentration of 0.02 or greater as set by the U.S.
Department of transportation in the Omnibus Transportation Employee Testing Act of 1991as amended.

Uniformed Employees - Employees who wear a uniform on a daily basis, regardless of their worksite or duties.
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Whistleblower - An employee who brings forth an activity or claim, which that person believes, in good faith, to be
fraudulent, illegal or dishonest.

Working Day — Monday through Friday.

Working Days - Any day of business excluding Saturday, Sunday or Town observed holidays. This does not
include time that the responding individual is away from work on business, vacation, illness, etc.
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AGENDA ITEM: Presentation by the Public Works Director for Council to discuss, direct and
consider action on pavement preservation recommendations, determined in the
2016 Street Assessment, prepared by Pacheco Koch Engineering.

Date: December 12, 2016

PRESENTER:

Scott Williams, Public Works Director

BACKGROUND:

Previously, Council approved action to have Pacheco Koch Engineering perform a CIP level street
assessment. The Street Assessment has been completed, reviewed by staff, and ready for presentation
to Council. Staff will present and propose implementing a pavement preservation program for this fiscal
year, based on the Street Assessment decision matrix, and construction cost.

FISCAL IMPACT:

To be determined

RECOMMENDATION:

Staff will seek Council’s direction for implementing a pavement preservation program.

ATTACHMENTS:

2016 Street Assessment

Director’'s Review:
City Manager’s Review:
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« Pacheco Koch

November 28, 2016

Scoftt Williams

Public Works Director
Town of Pantego

1614 South Bowen Road
Pantego, Texas 76013

RE: TOWN OF PANTEGO STREET ASSESSMENT
Project No. 3362-16.228

Dear Mr. Williams:

In accordance with our contract, we are presenting the final findings of the Town of Pantego
Street Assessment. A general location map for the enftire project is provided as well as maps
prioritizing the street maintenance and reconstruction. The existing streets in the Town of
Pantego were graded using a decision matrix with criteria discussed below. The report was
developed using information from Town of Pantego (Town), North Central Texas Council of
Governments (NCTCOG) standards, and field observations by Pacheco Koch personnel.

This Street Assessment outlines the existing condition of the Town's streets, their current and future
use, zoning, and service area and uses these criteria to rank and prioritize maintenance and
reconstruction of the streets. Opinions of probable construction cost based on mid-2016 prices
as well as cost break downs for each maintenance recommendation are provided in the report.

We appreciate the opportunity to assist the Town of Pantego in this street assessment.

Sincerely,
Christopher J. Cha, P.E. Jessica L. Hilscher
Senior Project Manager Project Engineer
Attachments ”.‘.-"“;'g;}}‘\
Xc: Town of Pantego Street Assessment Report < ;j':‘ --- ] """ R
| S G
h 112732
ll om..,{_lgﬁ!,!?gv o
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6100 Western Place = Suite 1001 = Fort Worth, TX 76107-4654 = T.817.412.7155 = F:817.412.7156 = pkce.com
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PROJECT SUMMARY

The Town of Pantego requested that Pacheco Koch perform a street assessment in order to evaluate the
existing condition of the streets in the town and provide rehabilitation recommendations, which include
the associated opinion of probable cost for the aforementioned recommendations. As shown in Figure 1
below, Pantego is bordered by W Park Row Drive, S Bowen Street, W Arkansas Lane, and W Pioneer
Parkway.

Figure 1: Project Location Map. Pantego, TX in Tarrant County.

A total of sixty-eight streets were evaluated with regards to street classification, traffic flow, condition,
and cost of repairs and rehabilitation. Each criterion was given a weight factor and a percent based on
field observations. These values were used in a decision matrix, presented in later sections, to determine
a grade for each street which ultimately prioritized the streets. This report summarizes the assessment
results, describes the methodology, details assumptions made and design criteria used, presents the
decision matrix, shows the opinion of probable construction cost, and outlines recommendations.

SUMMARY OF ASSESSMENT RESULTS

To collect street data, Pacheco Koch drove the entirety of Pantego. Data collected included: street
condition, current street use, and observable traffic flow. The most prevalent observation was alligator
cracking and layers of surface treatment pealing as shown in Figure 2. The alligator cracks ranged from

Town of Pantego
Street Assessment Page 1
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localized sections of pavement to entire residential sections. The majority of these cracks appeared on
industrial streets or streets not frequently used, such as local streets. Surface treatment peeling is
common on more frequently used streets, such as residential and commercial streets.

Figure 2: Alligator cracking on La Costa Ct (Left). Surface Treatment Layer Peeling on Newsom Ct (Right)

In various locations, alligator cracking has created ponding which further damages the pavement as the
ponding water seeps into the subgrade and compromises its integrity. The majority of these issues
occurred where the asphalt pavement meets the concrete curb and gutter as shown in Figure 3 below.
Other drainage issues were present, such as large amounts of sediment settling in the gutters as well as
patches of ponding in the gutters. Examples can be seen in Appendix E.

Figure 3: Ponding resulting from pavement failure. Peachtree Ln (Left). Nora Dr (Right).

Although the majority of the major cracks have been sealed, there were select locations where vegetation
has grown through pavement cracks. This growth is indicative of large cracks that have been left
unattended for long amounts of time and suggests failures in the subgrade or base course integrity. This
growth also occurred in between curb and gutter sections. Figure 4 shows examples of both types of
vegetation growth.

Town of Pantego
Street Assessment Page 2
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R s e L

Figure 4: Vegetation growth in curb and gutter and pavement cracks. Dickerson Dr (Left). Los Colinas Ct (Right).

In general, the streets appeared to be structurally sound and adequate for existing and future use, with
only two streets recommended for reconstruction. There were nine potholes in various locations across
the town. Figure 5 shows an example of a pothole observed.

Figure 5: Pothole on Newsom Ct.

These areas are described in later sections and these observations were the basis for the street condition
portion of the decision matrix to prioritize pavement rehabilitation recommendations. Field observations
were categorized into five conditions: excellent, good, fair, poor, and critical. Examples of these conditions
can be seen in Figure 6.

Town of Pantego
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Figure 6: Street Condition: Excellent (Center). Good (Top Left). Fair (Top Right). Poor (Bottom Left).
Critical (Bottom Right).

Town of Pantego
Street Assessment Page 4



183
November 28, 2016

ASSUMPTIONS AND DESIGN CRITERIA

Based on the Town’s Comprehensive Plan and Revitalization Strategies report from 2012, it was assumed
that all areas were fully developed and the streets would remain within the existing zoning boundaries.
Additionally, Pioneer Parkway, S. Bowen Street, and West Park Row were not included as part of this
assessment due to known condition or maintenance agreements. When considering design criteria, the
Public Works Construction Standards of North Central Texas October 2004, (COG), was used. The COG
detail 2110, Hot Mix Asphalt Pavement 2- & 4-Lane Undivided Thoroughfare, was used to estimate
probable construction cost for reconstructing streets and thin layer repairs. Table 1 details the standard
depths used for various street widths.

Street Street Width
Type 26’ -30 36’ 40’ - 44’
Concrete 5” min 6” min 8” min
6 1.5” Subgrade o 1.5” Subgrade g 1.5” Subgrade
Asphalt .| 2—2.25" Binder .| 2—2.25”" Binder . 2 —2.25" Binder
min min min
Course Course Course

Table 1: Design standards for Street width

Asphalt pavement with 24” concrete curb and gutter was assumed for local, residential, and collector
streets. Concrete pavement with integral curb and gutter was used for industrial and commercial streets.
Opinions of Probable Construction Costs used in the matrix, and thus part of the grading system for the
decision matrix, were calculated using the recommended repairs and rehabilitation outlined in later
sections of this report.

PROJECT OPINION OF PROBABLE CONSTRUCTION COST

The opinion of probable construction cost was calculated based on the recommendation presented for
each street per linear foot of repair and rehabilitation. Cost ranges from approximately $1,000 to over
$300,000. For each type of repair, all components of the repair method were converted into cost per
linear foot and applied to the overall length of applicable street. Table 2 below details the cost per repair
component and the overall cost per linear foot used in the matrix. The cost per street can be found in
Appendix B.

Town of Pantego
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Type of Repair Component of Repair Repair Unit | Unit Cost | Total Cost ($/LF)
Pothole Patching | Asphalt Mix SY $40.00 25.00
Curb and Gutter | Curb and Gutter Removal LF $9.00
Replacement Curb and Gutter Install LF $21.00 30.00
Fog Seal Asphalt Emulsion (@ 0.35 rate) GAL $5.00 7.50

Asphalt Emulsion (@ 0.40 rate) GAL $5.00
Seal Coat Aggregate (Type B) cy $ 180.00 15.00
Lime/Cement for Base (@ 0.40 rate) TON $160.00
Base Material SY $7.00
_ 2" Type D SY $ 25.00
Reconstruction 2" Type B Sy $50.00 300.00
Prime Coat GAL $5.00
Curb and Gutter LF $3.00

Table 2: Cost breakdown per linear foot.
DESCRIPTION OF METHODOLOGY

In order to grade each street, a matrix was created which weights the street classification, traffic flow,
street condition, and opinion of probable cost for rehabilitation by order of importance. These criteria
were given a numerical value, called the weight factor, on a scale of zero to five based on observations
and definitions described in Appendix A. Table 3 details the weighted percentage for each criterion as well
as the overall grade range by which each street was compared.

. T Street Traffic Flow Based on Existin
Matrix Criteria e L. . . 'g Cost Grade**
Classification Intersecting Streets Condition
A:0<X<1
Weighted Percent 20% 10% 60% 10% | B.1<Xx<2
C:2<X<3
Priority Value* 0-5 D:3<X<4
F:4<X
*Value based on scale where 0 is the lowest priority and 5 is critical priority
**Based on weighted average of priority value.

Table 3: Decision Matrix Percent and Weight Factor

To identify classification, streets were placed into one of six categories: local, industrial, residential,
collector, commercial, and thoroughfare. Traffic flow was a condition of the number of intersecting
streets. A street with only one intersecting street, such as local streets, would bear less traffic. These
streets were given a lower factor than streets with multiple intersections, such as Smith-Barry which has
16 intersecting streets. The existing condition of the street was categorized as described in the Summary
of Assessment Results section. Using the existing condition, recommendations for rehabilitation or
repair were made and a cost was estimated. Table 4 below shows the weight factor given to each
criteria.

Town of Pantego

Street Assessment Page 6
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Matrix Criteri Weight Factor
atrix Criteria 0 1 5 3 4 5
Street Classification - Local Industrial | Residential | Collector | Commercial
Traffic Floyv Based on 19 i _ 3.4 ) 5 or more
Intersection Streets

Existing Condition Excellent Good Fair Poor - Critical
$5,000 - $20,000 - $35,000 - | $50,000 or

Cost ; 20-95000 1 0000 | $35,000 | $50,000 more

Table 4: Weight Factor Breakdown for each Matrix Criteria.
PRESENTATION OF STREET DECISION MATRIX

The Street Decision Matrix, as mentioned in previous sections assigns a weighted value to each street
based on classification, traffic flow, condition, and cost of repair and rehabilitation. These values are
relative to Pantego streets and therefore prioritize them against the overall condition of the town’s
streets. In order to highlight the streets used more frequently which are in need of repair and
rehabilitation, more weight was given to the condition and classification of the street than cost. The matrix
can be seen in Exhibit 1 on the following page.

Town of Pantego
Street Assessment Page 7
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Exhibit 1: Street Assessment Grading Matrix

Traffic Flow Based on Intersecting

Streets Existing Zoning Road Classification 20% Streets 10% Existing Conditon 60% Cost 10% Grade Recommended Repair Comments CIp
Arrowhead Dr R-1 Collector 3 Poor S 45,510.00 D Seal Coat Remove Curb Vegetation Short
Chisholm Trl R-1 Residential 1 Fair S 2,782.50 C Fog Seal - Medium
Cobble Ct R-1 Local 1 Excellent S - A None - -
Conley R-1 Residential 3 Poor S 7,695.00 C Seal Coat - Medium
Country Club Ct R-1 Local 1 Excellent S - A None - --
Country Club Rd R-1 Collector 3 Poor S 42,855.00 D Seal Coat Remove Curb Vegetation Short
Cresthaven Dr R-6 Residential 5 Poor S 30,885.00 D Seal Coat - Short
Dickerson Dr R-1 Local 1 Poor S 25,725.00 C Seal Coat - Medium
Doral R-5 Local 1 Poor S 4,535.00 C Seal Coat Fill Pothole Medium
Duluth Dr C-4 Commercial 1 Fair S 14,505.00 C Seal Coat - Long
Edgar St R-1 Local 1 Poor S 4,715.00 C Seal Coat Fill Pothole Medium
Forest Dr R-1 Local 1 Poor S 4,560.00 C Seal Coat - Medium
Forest Glen R-1 Local 1 Fair S 1,635.00 B Fog Seal - Long
Tierce to Rapier and East of
Garner Blvd L-1 Industrial 1 Fair S 11,107.50 B Fog Seal Smith Barry. Reconstruction Long
between Rapier and Smith Barry
Glittiban Pl R-1 Local 1 Fair S 1,897.50 B Fog Seal - Long
Grant PI R-1 Local 1 Poor S 8,235.00 C Seal Coat - Medium
Graves Blvd LI-1 Industrial 1 Good S - B None - -
Green Tee Dr R-4; R-5 Residential 5 Poor S 21,930.00 D Seal Coat Patch Cracks Short
Gregory Ct R-1 Local 1 Poor S 2,865.00 C Seal Coat - Medium
High Oaks Cir R-3 Local 1 Poor $  301,500.00 C Reconstruction Tobe done when area is -
developed
Hilltop Ln R-1 Residential 3 Poor S 30,675.00 D Seal Coat - Short
Ivy Green Ct R-1 Local 1 Good S - A None - --
Kidd Dr R-1 Residential 3 Fair S 14,925.00 C Seal Coat - Medium
La Costa Ct R-1 Local 1 Poor $  1,545.00 C  |seal Coat Remove Pavement and Curb Long
Vegetation
Lavern St C-2 Commercial 1 Poor S 9,615.00 D Seal Coat - Medium
Lillian Dr R-1 Local 1 Fair S 6,345.00 B Seal Coat - Long
Longhurst Ct R-1 Local 1 Poor S 1,192.50 C Fog Seal - Long
Los Colinas R-1 Local 1 Fair S 1,365.00 B Fog Seal - Long
Marathon St C-3 Commercial 1 Good S - B None - --
Melbourne Ct R-5 Local 1 Good S - A None - --
Melbourne Dr R-5 Residential 3 Good S - B None Remove Curb Vegetation --
Milby Rd Cc-2 Commercial 1 Good S - B None - -
Miller Ct R-5 Local 1 Good S - A None - -
Miller Rd R-1 Collector 1 Good S - B None - -
Mistletoe Ln R-1 Local 1 Critical $  217,500.00 D Reconstruction - Long
Mistletoe Ct R-5 Local 1 Good S - A None - -
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Traffic Flow Based on Intersecting

Streets Existing Zoning Road Classification 20% Streets 10% Existing Conditon 60% Cost 10% Grade Recommended Repair Comments CIp
Newsom Ct R-1 Local 1 Poor S 14,715.00 C Seal Coat - Medium
Nora Dr C-2 Commercial 5 Poor S 40,050.00 D Seal Coat - Short
Nora Place R-5 Local 1 Excellent S - A None - -
Oakmount R-1 Local 1 Poor S 2,925.00 C Seal Coat - Long
Oakridge Rd R-1 Residential 3 Poor S 23,100.00 D Seal Coat - Medium
Park Row Ct. R-5 Local 1 Excellent S - A None - -
Parkdale Ct R-1 Local 1 Poor S 5,327.50 C Fog Seal Remove Curb Vegetation, Fill Long
Pothole
Peach Tree Ln R-1 Residential 5 Poor S 61,350.00 D Seal Coat Remove' Pavement and Curb
Vegetation Short
Pebblebeach Ct R-1 Local 1 Poor S 2,055.00 C Seal Coat - Long
Pompano Ct R-1 Local 1 Poor S 3,050.00 C Seal Coat Fill Pothole Long
Preston Ct R-1 Local 1 Poor S 4,815.00 C Seal Coat - Long
Rapier Blvd LI-1 Industrial 1 Poor S 10,335.00 C Seal Coat - Medium
Robin Rd R-1 Residential 1 Poor S 17,490.00 C Seal Coat - Short
Rogers Ct R-5 Local 1 Excellent S - A None - --
Roosevelt Dr C-4 Commercial 1 Poor S 19,455.00 D Seal Coat - Short
Roosevlet Ct R-1 Local 1 Poor S 10,200.00 C Seal Coat - Medium
Sarah Dr R-1 Local 1 Poor S 14,310.00 C Seal Coat - Medium
Sarah Dr / Sarah Ct R-1,R-5 Local 1 Good S - A None - -
Showplace Cir C-3 Commercial 1 Good S - B None - -
Silver Leaf Dr R-1 Residential 3 Fair S 23,160.00 C Seal Coat - Medium
Smith-Barry Blvd LI-1 Industrial 1 Good S - B None - -
Smith-Barry Rd C-3 Commercial 3 Poor S 28,837.50 D Fog Seal - Short
Smith-Barry Rd R-1 Collector 5 Good S 7,455.00 C Seal Coat - Long
Stagecoach Rd R-1 Collector 3 Good S - B None - --
Stone Bridge Ct R-1 Local 1 Good S - A None - --
Stopler Dr R-1 Residential 1 Fair S 3,405.00 C Fog Seal - Medium
Superior Dr C-4 Commercial 1 Fair S 11,722.50 C Fog Seal - Medium
Tierce Blvd LI-1 Industrial 1 Poor S 14,635.00 C Seal Coat Patch Cracks Short
Trail Glen R-1 Local 1 Fair S 3,815.00 B Seal Coat Fill Pothole Long
Wagon Wheel Trl R-1; R-5 Collector 5 Good S - B None - -
Westchester R-1 Local 1 Good S - A None - --
Whispering Trl R-1 Residential 3 Fair S 30,360.00 C Seal Coat - Long
Winewood St R-1 Residential 1 Poor S 4,455.00 C Seal Coat - Medium
Woodwind Dr R-1 Residential 1 Poor S 11,535.00 C Seal Coat Remove Pavement Vegetation Medium
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Recommendations for repair and rehabilitation were based on field observation and were assigned to
maintain streets that met the design criteria and reconstructing the streets that did not. There are six
types of recommendations made: none required, fog seal, seal coat, reconstruction, vegetation removal,

and patching. Table 5 shows the conditions in which each was selected and a description of each
rehabilitation method is outlined below.

Recommendation

Details of Construction Method

Qualifications

Type
None e None Pavement has no cracks or over-
grown vegetation.
e C(Cleaning the pavement, filling cracks Thin, none-localized cracks.
Fog Seal with a hot rubberized tar material, and Less trafficked streets.
applying the fog seal material which is
an asphalt emulsion spray.
e C(Cleaning the pavement, filling cracks Multiple layers of surface treatment
with a hot rubberized tar material, and visible.
Seal Coat applying the seal coat material which Large cracks that do not show

consists of an asphalt emulsion spray
followed by a gravel or crushed stone
aggregate.

structural failures.
Heavily trafficked streets.

Reconstruction

Removing all existing pavement,
backfilling and compacting existing
subgrade, installing storm drain pipe
and inlets, resetting existing
appurtenances, placing new pavement
and curb and gutter sections, and
regrading behind curbs.

Street does not meet design criteria.
Significant  structural failures as
evident by large potholes or sinking
pavement.

Curb and Gutter
Repair

Saw-cutting at the joints and
demolishing the curb and gutter. New
curb and gutter is connected via No. 3
dowels at the locations of the saw-cut.
Regrading and sodding of the existing
ground behind the curb and gutter may
also be required.

Vegetation  growing in-between
cracks formed in pavement or in curb
sections.

Pothole Repair

Removing all debris and water from the
damaged area, saw-cutting the pothole
in a square shape, removing the
pavement and the subgrade, placing
and compacting the new subgrade and
asphalt pavement. Curb and gutter
repair may be required.

Existing potholes. Centralized, and
sinking alligator cracks.

Table 5: Qualifications for recommended repair and rehabilitation.

Town of Pantego
Street Assessment

Page 10
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It is recommended that the Town of Pantego remove vegetation growing in pavement that is then to be
filled, as well as filling potholes regardless of street priority from the matrix. These cause and are results
of structural failings within the subgrade. Streets with these conditions are listed below in Table 6.

Street Name

Type of Repair

Arrowhead Dr

Curb and Gutter Repair

Country Club Rd

Curb and Gutter Repair

Doral

Pothole Patching

Duluth Dr

Pavement Vegetation

Edgar St

Pothole Patching

Green Tee Dr

Pothole Patching

La Costa Ct

Pavement and Curb and Gutter Repair

Melbourne Dr

Curb and Gutter Repair

Parkdale Ct

Pothole Patching

Peach Tree Ln

Curb and Gutter Repair

Pompano Ct

Pothole Patching

Tierce Blvd

Pothole Patching

Trail Glen

Pothole Patching

Woodwind Dr

Pavement Vegetation

Table 6: Vegetation and Pothole Rehabilitation and Repair

The recommendations listed in Table 6 should be performed prior to any fog seal or seal coat
rehabilitation and repairs. For streets that include curb and gutter repair, construction should be in the
following order: the curb and gutter to be repaired should be saw-cut at existing joints and, new curb and
gutter should be installed and connected via No. 3 dowels, and the recommended road repair — either fog
seal or seal coat — should then be completed. A similar time line would be required for pothole repairs,
with existing pavement and subgrade at the pothole location being removed and the subgrade
recompacted prior to a fog seal or seal coat being applied. Appendix F shows detailed scopes of each type
of repair and associated cost.

There were 20 streets requiring no rehabilitation or repairs, 10 streets recommended for fog seal, 39
streets recommended for seal coat, and 2 streets need to be reconstructed. Five streets have vegetation
in the pavement or curb and 7 require patching for potholes.

MAPS OF STREETS/RECOMMENDATIONS

Exhibit 2, attached, displays the streets according to the grades presented in the matrix. The locations,
including relative addresses, for observed potholes as well as approximate sizes are shown and described
in the table.

Town of Pantego

Street Assessment Page 11
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POTHOLE LOCATION
NO. | APPROX. SIZE RELATIVE ADDRESS
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STREET CAPITAL IMPROVEMENT PLAN

Based on the recommendations made above, a street capital improvement plan was discussed and
compiled with the Town of Pantego’s input and help. The Street Capital Improvement Plan, CIP, is a ‘living’
document which could be revisited as the Town’s needs change or external factors arise such as
development or redevelopment. Additionally, construction on roads can affect adjacent roads as street
closures or construction delays can divert traffic onto streets not ready to handle heavier traffic. In short,
it is wise to review the CIP periodically to ensure that the document remains relevant.

This Street CIP table is shown on the following page with a corresponding map, Table 7 and Exhibit 3
respectively. Projects are organized and grouped in short, medium, and long term projects. The short
term corresponds with a time horizon of 0 to 3 years. The medium term projects correspond to a time
horizon between 3 to 5 years. Finally, the long term projects refer to a time horizon beyond 5 years.

As discussed in the previous sections, these projects were ranked and prioritized on existing conditions,
type of road, traffic flow, and construction cost. The CIP also considered these factors along with
budgetary constraints of the Town. Thus, in order to maximize street rehabilitation with available
construction dollars, the short term projects consist of mainly seal coat and fog coat areas. These
rehabilitation techniques allow for more streets and lane miles to be complete within each given
timeframe. As previously mentioned, pothole repair along with curb and gutter replacement should be
done prior to the seal or fog coat. This is done to minimize construction time and the end product appears
better when a fresh coat of pavement is done after the filling of potholes and installation of new curb and
gutter. Priority was also given to streets which have a larger service area leading to more collector and
residential streets in the short term and local streets in the medium term. One can note that the one
outlier is Mistletoe Lane which is recommended to be fully reconstructed given its condition. It is placed
in the long term projects due to the construction cost of the project when compared to other areas, and
its service area versus the service area of the multiple projects that could be done for the same dollar
amount.

In conclusion, this Street Capital Improvement Plan provides a concise and ranked order of the projects
with input from both the Town of Pantego and Pacheco Koch. The corresponding map exhibit graphically
illustrates the results from the table. The opinion of construction cost was completed using mid-2016
prices.

Town of Pantego
Street Assessment Page 13
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Table 7: Street Capital Improvement Rank

§ . Linear Feet
Street Name Type of Repair Comments of Repair
Arrowhead Dr Seal Coat Remove Curb Vegetation 1,972 S 45,510.00 D Short
Country Club Rd Seal Coat Remove Curb Vegetation 2,657 S 42,855.00 D Short
Cresthaven Dr Seal Coat - 2,059 S 30,885.00 D Short
Green Tee Dr Seal Coat Patch Cracks 1,362 S 21,930.00 D Short
Hilltop Ln Seal Coat - 2,045 S 30,675.00 D Short
Nora Dr Seal Coat - 2,670 S 40,050.00 D Short
Peach Tree Ln Seal Coat Remove. Pavement and Curb 4,090 S 61,350.00 D Short
Vegetation
Robin Rd Seal Coat - 1,166 S 17,490.00 C Short
Roosevelt Dr Seal Coat - 1,297 S 19,455.00 D Short
Smith-Barry Rd Fog Seal - 3,845 S 28,837.50 D Short
Tierce Blvd Seal Coat Patch Cracks 309 S 14,635.00 C Short
Chisholm Trl Fog Seal - 371 S 2,782.50 C Medium
Conley Seal Coat - 513 S 7,695.00 C Medium
Dickerson Dr Seal Coat - 1,565 S 25,725.00 C Medium
Doral Seal Coat Fill Pothole 129 S 4,535.00 C Medium
Edgar St Seal Coat Fill Pothole 261 S 4,715.00 C Medium
Forest Dr Seal Coat - 304 S 4,560.00 C Medium
Grant Pl Seal Coat - 549 S 8,235.00 C Medium
Kidd Dr Seal Coat - 995 S 14,925.00 C Medium
Lavern St Seal Coat - 641 S 9,615.00 D Medium
Newsom Ct Seal Coat - 981 S 14,715.00 C Medium
Oakridge Rd Seal Coat - 1,540 S 23,100.00 D Medium
Rapier Blvd Seal Coat - 689 S 10,335.00 C Medium
Roosevlet Ct Seal Coat - 680 S 10,200.00 C Medium
Sarah Dr Seal Coat - 954 S 14,310.00 C Medium
Silver Leaf Dr Seal Coat - 1,544 S 23,160.00 C Medium
Stopler Dr Fog Seal - 454 S 3,405.00 C Medium
Superior Dr Fog Seal - 1,563 S 11,722.50 C Medium
Winewood St Seal Coat - 297 S 4,455.00 C Medium
Woodwind Dr Seal Coat Remove Pavement Vegetation 769 S 11,535.00 C Medium
Gregory Ct Seal Coat - 191 S 2,865.00 C Medium
Duluth Dr Seal Coat - 967 S 14,505.00 C Long
Forest Glen Fog Seal - 218 S 1,635.00 B Long
Tierce to Rapier and East of Smith
Garner Blvd Fog Seal Barry. Reconstruction between 1,481 S 11,107.50 B Long
Rapier and Smith Barry
Glittiban PI Fog Seal - 253 S 1,897.50 B Long
La Costa Ct Seal Coat  |remove Pavementand Curb 103 $ 154500 | ¢ Long
Vegetation
Lillian Dr Seal Coat - 423 S 6,345.00 B Long
Longhurst Ct Fog Seal - 159 S 1,192.50 C Long
Los Colinas Fog Seal - 182 S 1,365.00 B Long
Oakmount Seal Coat - 195 S 2,925.00 C Long
Parkdale Ct Fog Seal Remove Curb Vegetation, Fill 497 $ 532750 | C Long
Pothole
Pebblebeach Ct Seal Coat - 137 S 2,055.00 C Long
Pompano Ct Seal Coat Fill Pothole 170 S 3,050.00 C Long
Preston Ct Seal Coat - 321 S 4,815.00 C Long
Smith-Barry Rd Seal Coat - 497 S 7,455.00 C Long




Street Name

Type of Repair

Comments

Linear Feet
of Repair

Grade
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cip

Trail Glen Seal Coat Fill Pothole 221 S 3,815.00 B Long
Whispering Trl Seal Coat - 2,024 S 30,360.00 C Long
Mistletoe Ln Reconstruction |- 1,020 S 217,500.00 D Long
Cobble Ct None - 339 S - A -
Country Club Ct None - 927 S - A -
Graves Blvd None - 509 S - B -
High Oaks Cir Reconstruction [To be done when area is developed 1,005 S 301,500.00 C -
Ivy Green Ct None - 340 S - A --
Marathon St None - 625 S - B --
Melbourne Ct None - 514 S - A -
Melbourne Dr None Remove Curb Vegetation 775 S - B --
Milby Rd None - 163 S - B --
Miller Ct None - 223 S - A -
Miller Rd None - 808 S - B -
Mistletoe Ct None - 725 S - A -
Nora Place None - 192 S - A -
Park Row Ct. None - 295 S - A -
Rogers Ct None - 354 S - A -
Sarah Dr / Sarah Ct None - 443 S - A --
Showplace Cir None - 342 S - B -
Smith-Barry Blvd None - 677 S - B --
Stagecoach Rd None - 1,572 S - B -
Stone Bridge Ct None - 370 S - A -
Wagon Wheel Trl None - 2,652 S - B -
Westchester None - 539 S - A --
Key
CIP Classification Time Frame (yrs)

Short 0--3

Medium 3--5

Long >5

No Recommendation
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APPENDIX A
m . Definition Factor
Classification
Local Resident use only (l.e. Cul-de-Sac and small connectors for 1
residential streets).
Industrial Streets in industrial zones that link to collectors or thoroughfares. 2
Residential Street that link locals to collectors. 3
Collector Street that links Residential to Thoroughfare streets. 4
Commercial Streets in commercial zones that link to collectors or thoroughfares. 5
Thoroughfare | Defined as Pioneer Parkway, S. Bowen Street, and West Park Row. -
Table A-1: Street Classification Description and Priority Values
Bl Criteria Factor
Excellent No pav.ementc cracks 0
No drainage issues
Minimal pavement cracks.
Good Pavement is structurally sound. 1
Curb and gutter are connected to the pavement.
Minimal and thin (less than %”) longitudinal and/ or traverse cracking.
Pavement cracking isn’t localized.
Fair Curb and Gutter in overall good condition, would recommend 2
patching small areas where separation with pavement exists.
No potholes or centralized alligator cracking.
Large (more than %" and less than %“) longitudinal and/or traverse
cracking in near proximity.
Poor Localized alligator cracks due to failure in subgrade or in base material. 3
Prevalent visibility of surface treatment erosion and base street.
Curb and gutter failures- vertical deflection, separation from
pavement.
Large (More than ") longitudinal and traverse cracks.
Multiple structural failures that prevent efficient transportation.
Critical Native vegetation growing in pavement cracks and curb and gutter 5
separations.
Large potholes
Previously patched section of street in need of repair.

Table A-2: Street Condition Description and Priority Value
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Street Grade

Criteria

Recommended Maintenance*

Meets or exceeds existing and projected criteria

e No maintenance is

A for designated use and traffic flow.
suggested.
e Preventative maintenance
B e Meets existing criteria and traffic use. suggested (i.e. thin, non-
localized cracks).
e Meets existing criteria and traffic use but signs
(such as multiple patch areas, cracks reforming . .
. . e Preventative maintenance
C from previous seals, separation or settlement of .
. highly recommended.
pavement and/or curb and gutter sections) for
future imminent failure present.
e Does not meet criteria.
e Failures have accorded in localized areas. . .
. . e Maintenance required to
e Structural faults (i.e. existing potholes, L .
D meet existing conditions and
settlement of pavement and/or curb and gutter )
traffic flow/use.
present, large and numerous cracks prevalent
along length and width of street.)
e Does not meet criteria.
e Failures in multiple locations or along length of
street. . .
. ) e Maintenance required
F e Structural faults (i.e. sections of pavement

uprooted, vegetation growing in pavement
cracks along length of streetway, absence of curb
and gutter)

immediately

*Recommended maintenance is a general assessment. For maintenance recommendations for specific streets, see Appendix.

Table A-3: Grading Description and Recommended Maintenance.
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Appendix B: Opinion of Probable Cost for Recommended Repair and Maintenance

Cost of Additional Total Cost of

Street Name Type of Repair Approx. Length of Road  Cost of Road Repair Additional Repair Repair
Arrowhead Dr Seal Coat 1972 S 29,580.00 Vegetation in Curbs S 15,930.00 | $ 45,510.00
Chisholm Trl Fog Seal 371 S 2,782.50 - S - S 2,782.50
Cobble Ct None 339 - S - S -
Conley Seal Coat 513 - $ - |$  7,695.00
Country Club Ct None 927 - S - S -
Country Club Rd Seal Coat 2657 S 39,855.00 Curb Removal & Replacement S 3,000.00 | $§ 42,855.00
Cresthaven Dr Seal Coat 2059 S 30,885.00 - S 5 S 30,885.00
Dickerson Dr Seal Coat 1565 S 23,475.00 Curb Removal & Replacement S 2,250.00 | $ 25,725.00
Doral Seal Coat 129 S 1,935.00 Pothole S 2,600.00 | $ 4,535.00
Duluth Dr Seal Coat 967 S 14,505.00 - S - S 14,505.00
Edgar St Seal Coat 261 S 3,915.00 Pothole S 800.00 | $ 4,715.00
Forest Dr Seal Coat 304 S 4,560.00 - S - S 4,560.00
Forest Glen Fog Seal 218 S 1,635.00 - S - S 1,635.00
Garner Blvd Fog Seal 1481 S 11,107.50 - S - S 11,107.50
Glittiban PI Fog Seal 253 S 1,897.50 - S - S 1,897.50
Grant Pl Seal Coat 549 S 8,235.00 - S - S 8,235.00
Graves Blvd None 509 _ - $ - $ =
Green Tee Dr Seal Coat 1362 S 20,430.00 Pothole S 1,500.00 | S 21,930.00
Gregory Ct Seal Coat 191 S 2,865.00 - S - S 2,865.00
High Oaks Cir Reconstruction 1005 S 301,500.00 - S - S 301,500.00
Hilltop Ln Seal Coat 2045 S 30,675.00 - S - S 30,675.00
Ivy Green Ct None 340 _ - S - S -
Kidd Dr Seal Coat 995 S 14,925.00 - S - S 14,925.00
La Costa Ct Seal Coat 103 S 1,545.00 - S - S 1,545.00
Lavern St Seal Coat 641 S 9,615.00 - S - S 9,615.00
Lillian Dr Seal Coat 423 S 6,345.00 - S - S 6,345.00
Longhurst Ct Fog Seal 159 S 1,192.50 - S - S 1,192.50
Los Colinas Fog Seal 182 S 1,365.00 - S - S 1,365.00
Marathon St None 625 - $ ° $ -
Melbourne Ct None 514 - S - S -
Melbourne Dr None 775 - S - S -
Milby Rd None 162.5 - S - S -
Miller Ct None 223 - S - S -
Miller Rd None 808 - S - S -
Mistletoe Ln Reconstruction 1020 - S - $ 217,500.00
Mistletoe Ct None 725 - $ - S -
Newsom Ct Seal Coat 981 14,715.00 5 S - S 14,715.00
Nora Dr Seal Coat 2670 40,050.00 - S - S 40,050.00
Nora Place None 192 - S = $ >
Oakmount Seal Coat 195 S 2,925.00 - S - S 2,925.00




Street Name

Type of Repair

Approx. Length of Road

Cost of Road Repair

Additional Repair

Cost of Additional

Repair
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Total Cost of
Repair

Oakridge Rd Seal Coat 1540 - $ - |$  23,100.00
Park Row Ct. None 295 - S - S -

Parkdale Ct Fog Seal 497 S 3,727.50 Vegetation in Curbs & Pothole S 1,600.00 | S 5,327.50
Peach Tree Ln Seal Coat 4090 S 61,350.00 - S - S 61,350.00
Pebblebeach Ct Seal Coat 137 S 2,055.00 - S - S 2,055.00
Pompano Ct Seal Coat 170 S 2,550.00 Pothole S 500.00 | $ 3,050.00
Preston Ct Seal Coat 321 S 4,815.00 - S - S 4,815.00
Rapier Blvd Seal Coat 689 S 10,335.00 - S - S 10,335.00
Robin Rd Seal Coat 1166 S 17,490.00 - S - S 17,490.00
Rogers Ct None 354 - S - S -

Roosevelt Dr Seal Coat 1297 S 19,455.00 - S - S 19,455.00
Roosevlet Ct Seal Coat 680 S 10,200.00 - S - S 10,200.00
Sarah Dr Seal Coat 954 14,310.00 - S - S 14,310.00
Sarah Dr / Sarah Ct None 443 - S - S -

Showplace Cir None 342 - S - S -

Silver Leaf Dr Seal Coat 1544 - $ - |$  23,160.00
Smith-Barry Blvd None 677 - S - S -

Smith-Barry Rd Fog Seal 3845 S 28,837.50 - S - S 28,837.50
Smith-Barry Rd Seal Coat 497 S 7,455.00 - S - S 7,455.00
Stagecoach Rd None 1572 - S - S -

Stone Bridge Ct None 370 - S - S -

Stopler Dr Fog Seal 454 S 3,405.00 - S - S 3,405.00
Superior Dr Fog Seal 1563 S 11,722.50 - S - S 11,722.50
Tierce Blvd Seal Coat 309 $ 4,635.00 | P Remova;ft‘hR;Z':cement and | ¢ 10,000.00 | $  14,635.00
Trail Glen Seal Coat 221 S 3,315.00 Pothole S 500.00 | $ 3,815.00
Wagon Wheel Trl None 2652 - S - S -

Westchester None 539 - S - S -

Whispering Trl Seal Coat 2024 30,360.00 - S - S 30,360.00
Winewood St Seal Coat 297 S 4,455.00 - S - S 4,455.00
Woodwind Dr Seal Coat 769 S 11,535.00 - S - S 11,535.00
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APPENDIX C

Pothole and Curb Repair and Maintenance

Street Name

Type of Repair | Area of Pothole (SY) | Length of Curb (LF)

Cost of Repair

Comments

Vegetation in

Arrowhead Dr Curbs 531 S 15,930.00 1700 Block (east side from Newsom to Peachtree)
Curb R | &
Country Club Rd urb remova 100 S 3,000.00 Unsettled curb at intersection of Country Club and Arrowhead
Replacement
Curb R | &
Dickerson Dr urb Remova 75 S 2,250.00 Curb damage 1687 Dickerson Dr
Replacement
Doral Pothole 20 S 2,600.00 Pothole at cul-de-sac inlet and 20'x5' pothole section at Lot 17
Edgar St Pothole 5 10 S 800.00 10'x3' pothole section near intersection of Newsom and Edgar at 1601 Stagecoach Dr
Green Tee Dr Pothole 15 _ S 1,500.00 25'x6' pothole section at Lot 22
Vegetation in
Parkdale Ct g 10 20 S 1,600.00 Vegetation in curbs. 20'x4' pothole section at 1909 Parkdale Ct
Curbs & Pothole
Pompano Ct Pothole 5 _ S 500.00 10'x3' Section at Lot 8
Curb Removal &
Tierce Blvd Replacement and 70 100 S 10,000.00 75'x6' and 17'x6' pothole section near driveways.
Pothole
Trail Glen Pothole 5 _ S 500.00 10'x3' pothole sections at 1601 Trail Glen




Street Name
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Appendix D: Recommended Street Repair

Type of Repair

Comments

Arrowhead Dr Seal Coat Remove Curb Vegetation
Chisholm Trl Fog Seal -
Cobble Ct None -
Conley Seal Coat -
Country Club Ct None -
Country Club Rd Seal Coat Remove Curb Vegetation
Cresthaven Dr Seal Coat -
Dickerson Dr Seal Coat -
Doral Seal Coat Fill Pothole
Duluth Dr Seal Coat -
Edgar St Seal Coat Fill Pothole
Forest Dr Seal Coat -
Forest Glen Fog Seal -
Tierce to Rapier and East of Smith Barry.
Garner Blvd Fog Seal ) . .
Reconstruction between Rapier and Smith Barry
Glittiban PI Fog Seal -
Grant Pl Seal Coat -
Graves Blvd None -
Green Tee Dr Seal Coat Patch Cracks
Gregory Ct Seal Coat -
High Oaks Cir Reconstruction To be done when area is developed
Hilltop Ln Seal Coat -
Ivy Green Ct None -
Kidd Dr Seal Coat -
La Costa Ct Seal Coat Remove Pavement and Curb Vegetation
Lavern St Seal Coat -
Lillian Dr Seal Coat -
Longhurst Ct Fog Seal -
Los Colinas Fog Seal -
Marathon St None -
Mebourne Ct None -
Melbourne Dr None Remove Curb Vegetation
Milby Rd None -
Miller Ct None -
Miller Rd None -
Mistletoe Ct None -
Mistletoe Ln Reconstruction -
Newsom Ct Seal Coat -
Nora Dr Seal Coat -
Nora Place None -
Oakmount Seal Coat -
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Street Name Type of Repair Comments
Oakridge Rd Seal Coat -
Park Row Ct. None -
Parkdale Ct Fog Seal Remove Curb Vegetation, Fill Pothole
Peach Tree Ln Seal Coat Remove Pavement and Curb Vegetation
Pebblebeach Ct Seal Coat -
Pompano Ct Seal Coat Fill Pothole
Preston Ct Seal Coat -
Rapier Blvd Seal Coat -
Robin Rd Seal Coat -
Rogers Ct None -
Roosevelt Dr Seal Coat -
Roosevlet Ct Seal Coat -
Sarah Dr Seal Coat -
Sarah Dr / Sarah Ct None -
Showplace Cir None -
Silver Leaf Dr Seal Coat -
Smith-Barry Blvd None -
Smith-Barry Rd Fog Seal -
Smith-Barry Rd Seal Coat -
Stagecoach Rd None -
Stone Bridge Ct None -
Stopler Dr Fog Seal -
Superior Dr Fog Seal -
Tierce Blvd Seal Coat Patch Cracks
Trail Glen Seal Coat Fill Pothole
Wagon Wheel Trl None -
Westchester Dr None -
Whispering Trl Seal Coat -
Winewood St Seal Coat -
Woodwind Dr Seal Coat Remove Pavement Vegetation
Key
Fog Seal
Seal Coat

‘No Maintance Suggested }
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APPENDIX E

Recommendation: None

Figure E-1: Nora Place

Figure E-2: Mistletoe Court



Figure E-4: Los Colinas Ct
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Recommendation: Seal Coat

Figure E-6: Peach Tree Ln
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Recommendation: Reconstruction

Figure E-7: Mistletoe Ln

Figure E-8: Mistletoe Ln
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Recommendation: Vegetation Removal

Figure E-10: Peach Tree Ln



Recommendation: Asphalt Patching

Figure E-12: Oakmount
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ENGINEER'S OPINION OF CONSTRUCTION COST
Pothole Patching and Curb and Gutter Replacement

Doral Ct
Estimated Unit
Item No. Quantity | Units Cost Total Cost
Asphalt Removal (Saw-cut included) 20 SY 10.00 $ 200.00
Type "D" Asphalt 20 SY 65.00 1,300.00
Curb and Gutter Removal 20 LF 7.00 140.00
Curb and Gultter Install 20 LF 18.00 360.00
Sub-Total: | $ 2,000.00
Contingency (20%) 400.00
Total | $ 2,400.00
Table F-1: Example of Pothole Patching Opinion of Probable Construction Cost
ENGINEER'S OPINION OF CONSTRUCTION COST
Fog Seal
Superior Dr
Estimated Unit

Item No. Quantity | Units | Cost Total Cost

Asphalt Emulsion (@ 0.35 GAL/SY) 2,384 TON 5.00 $ 11,920.00

Sub-Total: | $ 11,920.00

Contingency (20%) 2,380.00
Total | $ 14,300.00

Table F-2: Example of Fog Seal Opinion of Probable Construction Cost
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ENGINEER'S OPINION OF CONSTRUCTION COST
Seal Coat
Dickerson Dr

Estimated Unit
Item No. Quantity | Units | Cost Total Cost
Asphalt Emulsion (@ 0.35 GAL/SY) 2,384 TON 5.00 $ 11,920.00
Aggregate Type "D" 60 CY 180.00 10,800.00
Sub-Total: $ 22,720.00
Contingency (20%) 4,580.00
Total $ 27,300.00
Table F-3: Example of Seal Coat Opinion of Probable Construction Cost
ENGINEER'S OPINION OF CONSTRUCTION COST
Reconstruction
Mistletoe Ln
Estimated Unit
Item No. Quantity | Units | Cost Total Cost
Lime Treatment for Base Material 648 TON | 160.00 103,680.00
8" Base Coarse Material 1,620 SY 7.00 11,340.00
2" Type "D" HMAC 1,460 SY 25.00 36,500.00
4" Type "B" HMAC 1,460 SY 50.00 73,000.00
Prime Coat (@ 0.35 GAL/SY) 511 GAL 5.00 2,555.00
Curb and Gutter Install 1,450 LF 3.00 4,350.00
Sub-Total: $ 224,520.00
Contingency (20%) 44,880.00
Total $ 269,400.00

Table F-4: Example of Asphalt Reconstruction Opinion of Probable Construction Cost
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PANTEGO  AGENDA BACKGROUND
AGENDA ITEM: Discuss, direct, and consider action on PantegoFest 2017.
Date: December 12, 2016
PRESENTER:

Matt Fielder, City Manager

BACKGROUND:

The purpose of this item is to initiate the planning process for the next PantegoFest.

FISCAL IMPACT:

N/A

RECOMMENDATION:

Staff recommends Council provide the expectations for the next PantegoFest.

ATTACHMENTS:

N/A

Director’'s Review:
City Manager’s Review:
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