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Strategic Priorities for the City of
Texarkana, Arkansas

1. Be ethical in all we do in city government.

2. Commitment to an economically, stronger, safer and financially
healthier community that inspires people.

3. Promote citizen involvement and assure the community that no
complaints will fall on deaf ears.

4. Require city workforce to pursue excellence at all levels adding value
for citizens.

5. Promote neighborhood revitalization, cleanup, code enforcement,
and crime control to stimulate community pride one block at a time.

6. Be proactive and competitive in pursing economic growth and
development in the TIF district.

7.  Focus on the ‘seven planning goals’ for achieving economic growth
and development.

8. Invest in infrastructure repairs and improvements to stimulate private
investment in the community.

9. Promote and foster regional partnerships with all public sector
agencies to create a growing Texarkana, Arkansas, that willimprove
the quality of life for our citizens.

10. Promote park improvements and develop programs for the youth and
elderly.
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Mission of the City (Broad Philosophy)

"The Mission of the City of Texarkana, Arkansas Board of Directors and City Staff is to work together to

create and implement strategies necessary to turn the City's Core Values and Vision into reality"

Core Values (Vision that is more focused)

Promote active citizen involvement and participation in the planning and decision-making process
Agaressively pursue economic development and growth initiatives with the private sector

Commitment to learn and change at all levels within the organization, in order to pursue excellence, through
continuous improvement, innovation, and creativity, in delivering services to the community

Commitment by Board Directors and staff to build relationships with citizens and community partners in
order to achieve goals

Promote fiscal responsibility and accountability for our citizens in all we do through a high level of public
accountability

Promote the health, safety and general well being of our citizens to create a vibrant community

Promote and foster regional partnerships with all public sector agencies to create a growing Texarkana that

will improve the quality of life for our citizens

Core Services

We will promote a strong and diverse economic environment

We will provide infrastructure, with the capacity to meet current and projected needs
We will provide streets and other traffic systems

We will rehabilitate and maintain infrastructure as needed

We will promote public safety and health

We will promote effective communication with one voice to the community

We will provide a workplace that fosters creative ideas for delivery of core services
We will provide high quality customer focused basic services at a reasonable cost

We will promote safe, decent, and affordable housing
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CHAPTER I: GENERAL PROVISIONS

1.01 PURPOSE OF POLICY

The purpose of this Personnel Manual is to provide a uniform policy and a set of rules governing
City employees. It is the intent of the City to use sound and systematic personnel procedures to
strive for high degree of understanding, cooperation, utility, and efficiency. These policies are
intended to meet the following objectives:

To promote and increase productivity, efficiency, and

economy in the service of the City.

To establish and promote high morale among City
employees by providing personnel policy, opportunities
for advancement, good working relationship, and
consideration of employees’ needs.

To inform department heads and supervisors of their
obligations toward the employees under their direction
and their rights to assign and instruct employees.

To provide that continued employment is subject to
satisfactory work, necessity for performance of work,
and availability of funds.

To ensure that all federal, state, and local laws in
relation to employment and working conditions are
complied with fully.

To provide fair and equal opportunities to all qualified
citizens to enter City employment on a basis of
demonstrated ability, merit, and physical fitness, as
ascertained through fair and practical methods of
selections, free of personal and/or political consideration.

The policies and procedures contained in this manual will be revised as necessary to comply with
City, State and Federal regulations.

All City employees shall be informed of the existence of these rules, and each department shall
keep at least one copy available for reference by its employees.

1.02 COVERAGE

These policies shall apply to all employees of the City of Texarkana, Arkansas, except as
specified. When regulations or procedures do not apply to all employees, exceptions will be noted
with a separate section written for each category of employee.

1.03 ADMINISTRATION

It shall be the responsibility of the City Manager or his designee to administer these personnel
policies and to issue such rules and procedures as necessary to execute these policies.
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1.04 CHANGES

These policies may be amended from time to time as justifiable needs arise. Suggestions for
amendments are welcome at any time from any employee. Any and all suggestions should be
submitted in writing to the City Manager through the Personnel Administrator. Any proposed
amendments to these personnel policies shall be reviewed by the Personnel Policy Committee.
Amendments are not valid unless adopted by the Board of Directors.

1.05 NOTA CONTRACT

This personnel policy does not constitute a contract for employment or for employee benefits
between the City and any employee.

1.06 NO ORAL CONTRACT PERMITTED

No oral representations or statements by the City Manager or by any elected or other official of
the City shall create any contractual rights between the City and any employee.

1.07 POLITICAL ACTIVITY
(a) No employee or person seeking employment, shall be appointed, promoted, demoted,
removed, advanced, or retained on any basis or for any reason other than qualification,
merit, fitness for the service, or lack thereof. Any such action shall be taken wholly
without favoritism or discrimination.

(b) No person shall use one’s City position to secure favorable treatment or privileges for
either the employee or any other person.

(c) No employee of the City shall engage in any political activity, nor shall monetary
contributions be solicited for campaign funds of any political organization, while that
employee is on duty.

(d) A City employee may become a candidate for public office in a non-partisan election.
In cases where the employee is a candidate for the position of mayor or city director, and
becomes elected, that employee shall at once resign from employment with the City.

(e) Nothing in this section shall be construed to prevent the exercise of the rights of City
employees as citizens, to express their opinions and to cast their votes.

1.08 UNLAWFUL ACTS PROHIBITED
(a) No person shall make any false statement or report in regard to any test, certification,
or appointment. No person shall, in any manner, commit, or attempt to commit any fraud
regarding execution of these provisions or the rules included in this manual.

(b) No person seeking appointment to or promotion in the City service shall either directly
or indirectly give or promise any money, service, or other valuable thing to any person in
connection with the candidate’s test, appointment or promotion, whether actual or
proposed.
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CHAPTER II: EMPLOYMENT POLICIES

2.01 EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATION ACTION

(@) The City of Texarkana, Arkansas is committed to providing equal employment
opportunity (EEO) to all employees and applicants for employment, without regard to
race, color, religion, sex, national origin, age, handicap or disability, or status as a
Vietnam era or special disabled veteran, in accordance with applicable federal and
state laws. Furthermore, the City of Texarkana, Arkansas, does not discriminate on the
basis of disability. This policy applies to all terms and conditions of employment,
including, but not limited to, hiring, placement, promotion, termination, layoff, recall,
transfer, leave of absence, compensation, and training.

(b) The City of Texarkana, Arkansas, is an affirmative action employer. The City of
Texarkana, Arkansas will strive to recruit and train employees, promote members of
minority groups, and women, so that they are approximately equal in proportion to their
percentage of population, within the City of Texarkana, Arkansas. Nothing in this
statement requires the City to hire any specific number of employees of any sex or
race, or to hire or promote any person who is not the best qualified for the position.
The Affirmative Action Plan does require the City to conscientiously recruit and
promote in a manner so that employment with the City will reflect community population
levels.

2.02 AT-WILL EMPLOYER

The City of Texarkana is an at-will employer. The City of Texarkana, or any City employee, may
terminate the employment relationship at any time for any reason, with the understanding that
neither has an obligation to base that decision on anything but his or her intent not to continue the
employment relationship. No policies, comments, or writings made herein or during the employment
process shall be construed in any way to waive this provision.

2.03 PERSONNEL OFFICE RESPONSIBILITIES

The City of Texarkana, Arkansas is a City Manager form of City government under the supervision
of a City Manager. The City Manager, or his/her designee, is to operate the Personnel Office. The
Personnel Office is responsible for all personnel management responsibilities for non-civil service
employment positions in all departments covered by these policies. The Personnel Office is
responsible for recruiting candidates, listing vacancies with employment agencies, advertising for
candidates, notifying trade and professional groups, circulating lists of vacant positions, posting
lists of available positions in City buildings, and all other forms of recruiting activities. Further, all
personnel records, changes in status, and personnel administration are the responsibility of the
Personnel Office.

The Civil Service Commission is responsible for advertising, recruiting, and testing for Police and
Fire Department positions in accordance with ACA 114-51-301.

2.04 DEPARTMENTAL RESPONSIBILITIES

Department Heads and Supervisors are responsible for:
(a) Notifying the Personnel Office promptly of any impending

vacancy as soon as they have any knowledge that one is
expected to occur;
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(b) Using the correct title of the position to be filled;
(c) Using the correct pay grade and funding source;
(d) Indicating any special qualifications for the position;

(e) In case of unusual or one-of-a-kind positions, suggesting to
the Personnel Office any known sources of recruitment; and,

() Notifying the Personnel Office promptly when a candidate has
been rejected or accepted, especially before the new employee
begins work.

2.05 PRELIMINARY SCREENING

The Personnel Office will assist in screening all candidates for non-civil service employment
positions (this can include criminal, but is not limited to, background and credit checks). The
Personnel Office may disqualify for employment any candidate clearly not qualified for a particular
position.

The making of deliberate false statements on an application for employment is cause for refusal of
employment and, if discovered after appointment, is cause for dismissal.

2.06 RECRUITMENT BY DEPARTMENT

Nothing in these policies shall prevent any department head or other supervisor from undertaking
recruitment efforts to fill a vacancy in his or her department. The department head or supervisor
shall, however, notify the Personnel Office of such efforts and, if an acceptable candidate is found,
shall refer that candidate to the Personnel Office for processing in accord with established
procedures.

2.07 REFERENCE CHECK

The Personnel Office will be responsible for checking the references given by the applicants. An
unfavorable reference may be cause for rejection of the application by the Personnel Office. The
Personnel Office shall report the results of reference checks to the department head or other
appointing authority.

Employees will also be subject to periodic review of driving records. Employees will be required to
sign and authorize Personnel representatives to obtain and review any information pertaining to
previous records of said employee.

2.08 QUALIFICATION STANDARDS

The Personnel Office will work with the department heads to formulate methods for determining the
relative qualifications of persons seeking employment in City service. Each applicant shall answer
all questions and furnish all information as required in the form or forms of application prescribed.
In addition, each applicant shall submit to such examinations, interviews, tests, and other such
selection devices (including written and performance tests, oral exams, experience and training
rating systems, medical examinations, etc.) as are found to be reliable and valid and are deemed
appropriate to determine the fitness of applicants for appointment. Unless waived by the Personnel
Office, a satisfactory passage of a pre-employment physical in accordance with ADA regulations,
at the City’s expense, administered by a physician designated by the City, is a final requirement
before being hired.
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2.09 TYPES OF APPOINTMENTS
Appointments of employees to positions under these policies shall be of the following types:
() Regular Full-time appointments: Hourly employees, salaried employees, and
civil personnel.

(b) Part-time appointments: Employees who work 20 hours weekly, or more, but
less than 40 (hours weekly).

(c) Temporary appointment: Such appointment may be for full-time, temporary, or
part-time temporary.

Temporary employees may include emergency and/or seasonal employees.

2.10 JOB POSTING/INTERNAL MOBILITY

Non-Civil Service:

It is the City’s policy to promote from within whenever possible. Therefore, current employees
seeking to advance within and are eligible to do so, will be considered for promotion upon
completion of a written exam and/or interview, conducted by the City. This is designed to ensure
employees of the equal potential opportunities of advancement in his/her career with the City.
Employees will be considered for promotion on many factors, including job performance,
competence and basic skills, and attendance records. Date of employment will be the deciding
factor for promotions only when all applicants are equally qualified.

In-house job announcements are posted throughout the City offices for a minimum of five working
days. An employee wishing to be considered for an available position must complete an in-house
job application (available in the Personnel Office) by the closing time stated on the job
announcement.

After the closing date and time, the Personnel Office, in coordination with the applicable department
head, will review all of the applications and follow normal hiring procedures.

2.11 PROMOTED EMPLOYEES

Persons promoted to positions that start in Step “1” of a higher grade, are eligible for a one step
increase upon satisfactory completion of the initial six month period, if the department head should
agree. Normally, employees whose positions are reclassified are not eligible for an increase in six
months, unless they are in Step “1” of their grade.

Employees promoted to a supervisory position will receive a minimum increase of four percent
above the highest paid person they are to supervise.

While it is the City’s policy to promote from within whenever possible, when specialized skills and/or
experience are needed to fill a vacancy, it may be necessary to hire from outside the City
employment base.

212 TRANSFERRED EMPLOYEES

No employee may be transferred to a position for which he or she does not possess the minimum
gualifications and experience. If the transfer involves a change from one department to another,
both department heads must consent thereto, unless the City Manager orders the transfer for
purposes of economy or efficiency.
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213 DEMOTED EMPLOYEES

Any employee who is either voluntarily or involuntarily demoted for any reason, shall be
compensated at the new rate as is administratively determined by the affected employee’s
department head, the Finance Director or designee, and also approved by the City Manager.

2.14 CHANGE IMPLEMTATION
Promotions, demotions, transfers, and other pay status changes shall be implemented during the
pay period closest to the effective date of the change.

2.15 DISCIPLINARY REVIEW
No employee under disciplinary review shall be eligible to receive any wage increase if
implementation of said raise should fall during the review period.

216 AGE

Non-Civil Service:

Any employee hired by the City must be at least 18 years of age at the time of employment.
Fire:

No person shall be eligible for appointment to any position within the fire department that has not
arrived at any age required for service under (ACA 14-51-301(b)(1)(B)(i), as hereafter amended,
modified, or superseded.

Police:

No person shall be eligible for appointment within the police department that has not arrived at
any age required for service under (ACA 14-51-301(b)(1)(B)(ii), as hereafter amended, modified,
or superseded.

Maximum age restrictions regarding mandatory retirement, apply to police and firefighters only, to
the extent provided for in the federal Age Discrimination in Employment Act.

The minimum age for seasonal/summer youth employees may be lowered to 14 in accordance with
the State and Federal Child Labor Laws.

2.17 RESIDENCY POLICY

The City requires that any employee who is required to be “on-call” or who is subject to being called
out for emergency duty of any type, shall live within an area in which the employee can respond to
an emergency call to duty within thirty (30) minutes in accordance with (ACA 14-53-113)

2.18 NEPOTISM

In accordance with state statutes, no person shall hold an appointive or paid position with the City,
who is related by blood or marriage in the third degree, either to a member of the Board of Directors
or to the City Manager. Provided, however, this prohibition shall not prevent a person who holds an
appointive or employment position with the City, at the time the person’s relative becomes City
Manager or a member of the Board of Directors, from continuing in that position or employment.
(ACA 14-47-135)

Members of the immediate family of employees may be employed by the City as long as they do
not work for the same immediate supervisor. An applicant or employee shall not be eligible for a
position in which he/she will be directly supervised by a member of the immediate family. Immediate
family is defined as the following:

Spouse Children Son-in-law

Parents Brother/Sister Sister-in-law
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Grandparents Mother-in-law Brother-in-law
Great Grandparents Father-in-law
Grandchildren Daughter-in-law

219 AMERICANS WITH DISABILITIES ACT POLICY

It is the policy of the City of Texarkana not to discriminate against qualified individuals with a
disability in regard to job application procedures, hiring, advancement, discharge of employees,
employee compensation, job training and other terms, conditions, and privileges of employment
because of the disability. Furthermore, it is the policy of this City that no qualified individual with a
disability shall by reason of the disability, be excluded from participation in or be denied the benefits
of a service, program, or activity of the City of Texarkana, or be subjected to discrimination by the
City of Texarkana.

The City of Texarkana has appointed the Personnel Administrator as its Americans with Disabilities
Act Coordinator. The responsibility of the ADA Coordinator is to coordinate all ADA compliance
regulations and to investigate complaints or grievances, concerning violation of the Americans with
Disabilities Act.

Any employee, who wishes to file a complaint or grievance for alleged violation of provisions of the
Americans with Disabilities Act, may do so by contacting the Personnel Administrator.

Forms on which to file your complaint will be provided, or if necessary, your complaint will be heard
verbally. A record of your complaint and the action taken will be maintained in a special complaint
file in the ADA Coordinator’s office. A decision concerning any grievance will be considered by the
designated ADA Coordinator within 15 days of being filed.
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CHAPTER III: CLASSIFICATION AND PAY

3.01 POSITION CLASSIFICATION PLAN

The City Manager, or his designee, shall be responsible for the preparation, maintenance, and
revision of a Position Classification Plan for all positions in the classified service. The Position
Classification Plan shall be based upon similarity of duties performed and responsibilities
assumed so that the same qualifications may reasonably be required of, and the same schedule
of pay may be equitably applied to, all positions in the same grade. Each grade is, in turn,
assigned multiple steps. The steps are numbered from the lowest to the highest. The body of
grades and steps constitutes the City’s Position Classification Plan. Department Heads and
supervisors have a duty to report to the City Manager substantial changes in duties and
responsibilities of positions under their control in order for classification adjustments to be made
and for the plan to remain current.

3.02 PAY PLAN

The City Manager, or his designee, shall be responsible for the preparation, maintenance, and
revision of a pay plan, which shall be adopted by the Board of Directors. Said plan shall set forth
salary ranges to include minimum and maximum rates of pay and intermediate steps for all
classes of positions included in the classification plan.

Salary ranges shall be determined by the relative difficulty, responsibility, experience, and
gualifications required of a class, the prevailing rates of pay for similar employment in private
establishments and other public jurisdictions in the area, cost-of-living factors, the financial
condition and policy of the City, and other economic considerations.

3.03 STARTING PAY

New employees shall normally start work at step “1” of the grades to which their positions are
allocated by the classification plan. Upon the successful completion of 6 months employment,
employees will be granted a pay increase to the next higher step established in the pay plan for
such purposes, if approved by the department head.

In the case where a candidate for employment clearly has exceptionally good qualifications for
the work of the position, he or she may be employed initially at a step in the pay plan higher than
the “1” step; provided, however, that the department head and the City Manager shall approve
such appointments and that sufficient budgeted funds are available to permit such appointments.

3.04 PERIODIC PAY INCREASES

Pay increases are normally considered by the Board of Directors in the Annual Budget. Under
exceptional circumstances, department heads and supervisors may recommend periodic pay
increases to the City Manager for consideration during the fiscal year. All pay rates will conform to
the approved pay plan.
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3.05 LONGEVITY PAY
Employees receive Longevity Pay at the following rate:

LONGEVITY
COMPLETED SERVICE BI-WEEKLY ANNUAL
YEAR
2 5.77 150.00
3 8.65 225.00
4 11.54 300.00
5 14.42 375.00
6 17.31 450.00
7 20.19 525.00
8 23.08 600.00
9 25.96 675.00
10 28.85 750.00
11 31.73 825.00
12 34.62 900.00
13 37.50 975.00
14 40.38 1,050.00
15 43.27 1,125.00
16 46.15 1,200.00
17 49.04 1,275.00
18 51.92 1,350.00
;3 54.81 1,425.00
o1 57.69 1,500.00
2 60.58 1,575.00
23 63.46 1,650.00
24 66.35 1,725.00
o5+ 69.23 1,800.00
72.12 1,875.00

Longevity pay shall not be included in calculating overtime pay, and shall not be considered to be
a part of base pay.

Civil Service employees receive longevity pay bi-weekly. Non-Civil Service employees receive an
annual lump sum payment.

Terminated employees will not receive a longevity payment.

3.06 MANDATORY DIRECT DEPOSIT

Employees of the City of Texarkana, Arkansas will be paid bi-weekly by direct deposits made to
the employee’s specified personal bank account. All employees who are hired or promoted on or
after January 1, 2010, shall be required to accept payment of salary or wages by electronic
warrants transfer. All employees will be required to complete a Direct Deposit Authorization
Agreement upon employment with the City of Texarkana, Arkansas, designating a financial
institution for direct deposit of funds. *NOTE: If an employee chooses to refuse said services as
requested by the employer, the employee must state a hardship in writing to the Finance Director
and Personnel Office.
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CHAPTER IV: EMPLOYEE AND SPECIAL LEAVE BENEFITS

4.01 ANNUAL LEAVE (VACATION)
(A) Accrual:

Regular full-time employees are entitled to paid vacation leave time according to the following

schedule:

Non-Civil Service:

First 5 years

4 hrs ppp — 13 days

10 years — 15 years

5% hrs ppp — 17 7/8 days
Police:

5 years — 10 years
5 hrs ppp — 16 1/4 days

15+ years
6 hrs ppp — 19 ¥2 days

As provided by state law, each employee shall be granted an annual vacation of no less than 15

working days with full pay. [ACA 14 — 52 — 106]
1 year — 5 years
4.60 hrs ppp — 15 days
10 years — 15 years
5% hrs ppp — 17 7/8 days

5 years — 10 years
5 hrs ppp — 16 ¥4 days

15+ years
6 hrs ppp — 19 %2 days

Fire:
As provided by state law, each employee shall be granted an annual vacation of no less than 15
days with full pay. [ACA 14 — 53 — 107]

1 year — 5 years 5 years - 10 years

6.9 hrs ppp 7.5 hrs ppp
10 years — 15 years 15+ years
8.2 hrs ppp 9 hrs ppp

NOTE: Fire Department Civil Service personnel assigned to eight hour shifts accrue at the same
rate as Police. Accrual rates are based upon years of continuous service. Vacation will not accrue
during a period of leave without pay. When a Fire Department Civil Service employee transfers
between 24-hour and 8-hour shifts, accrued leave balances will be converted by a factor reflecting
the proportionate difference in rates of accrual.

(B) Accumulation and Carrvover;

Vacation is cumulative. During a calendar year, accrued leave may exceed 30 days; however,
those days in excess of 30 will be forfeited if not used before January 1 of the following year, unless
the city manager has approved the excess carryover. For firefighters working 24 hour shifts,
accrued leave in excess of 360 hours will be forfeited if not used before January 1, unless the City
Manager has approved the excess carryover. It shall be the employee’s responsibility to schedule
vacation time before the maximum accumulation is reached. Otherwise, the employee forfeits any
leave in excess of the maximum accumulation.

(C) Payment Upon Separation From Employment:

Upon separation from employment or layoff due to reduction in force, the employee will be paid for
accrued vacation up to a maximum of 30 days. Firefighters working 24 hour shifts will be paid for
accrued vacation up to a maximum of 360 hours. Employees must complete their probationary
period before being paid their accrued annual vacation leave upon separation form the City.

(D) Scheduling:
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Vacation shall be approved by the department head, subject to the needs and demands of the
department at the time vacation is requested.

(E) Charging Vacation:

Vacations may be charged in one hour increments when approved by the department head.

(G) Cancellation:

Vacations are subject to cancellation if an emergency should warrant such action.

NOTE: Temporary, part-time, and seasonal employees do not earn annual leave.

4.02  SICK LEAVE

The City of Texarkana recognizes that inability to work because of illness or injury may cause
economic hardships. For this reason, the City provides paid sick leave to regular full-time
employees.

(A) Amount of Sick Leave:
Eligible employees accrue sick leave as follows:

Non-Civil Service: 4.615 hours per pay period
(15 days annually)

Police Officers: 6.2 hours per pay period
(20 days annually)

Firefighters: 18.5 hours per pay period
(20 days annually)

Fire Personnel: 6.2 hours per pay period
(On 8 hour shifts) (20 days annually)
(B) Accumulation:

(i) All regular full-time employees may accumulate a maximum of ninety (90) days of sick leave.
For Firefighters working 24-hour shifts, ninety (90) days is defined as 2,160 hours. For all other full-
time employees, ninety days is defined as 720 hours.

(i) Upon March 4, 2019, sick leave accrual will cease for any employee with accrued unused sick
leave currently in excess of the applicable ninety (90) day maximum set forth immediately above,
until such time as said employee’s unused accrued sick leave falls below said maximum,
whereupon sick leave accrual will resume, but shall not, thereafter, exceed the applicable maximum
set forth immediately above.

(C) Eligibility:

An employee may be eligible for sick leave days for the following reasons:

(1) Personal iliness or physical incapacity.

(2) Quarantine of an employee by a physician or health officer.

(3) lliness in the immediate family which would require the employee to take
care of the family member(s). Immediate family is defined as spouse,
children, and parents. Any paid sick leave for this purpose in excess of
twenty-four hours per calendar year, shall be at the discretion of the
employee’s department head.

(4) Medical, dental, or optical visits.
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NOTE: Temporary, part-time, and seasonal employees do not earn sick leave.

(D) Notification:

Unless otherwise provided by departmental policy, an employee who is unable to report for work
due to one of the previously listed sick leave reasons, shall report the reason for his absence to the
employee’s supervisor, or someone acting for the employee’s supervisor, within 30 minutes from
the time the employee is expected to report for work. Sick leave with pay may be denied unless
such report has been made as aforementioned. Departments providing emergency services may
establish additional notification requirements.

Falsification of information or failure to follow call in procedures will result in disciplinary action up
to and including termination.

Failure to notify the City of an absence of three or more days, or to return to work upon expiration
of sick leave, will be considered abandonment of the position.

(E) Abuse of Sick Leave:

Sick leave shall be used for the purpose for which it is intended, that being to provide employee
protection against loss of pay due to illness or injury. Sick leave may not be converted into any
other form of compensation such as vacation or worker's compensation. Sick leave shall not be
considered a privilege an employee may use at his discretion, but shall be allowed only in case of
necessity and actual sickness or disability of the employee. Abuse of sick leave or excessive use
of sick leave as monitored by the department head and/or City Manager may be cause of
disciplinary action which may include dismissal.

(F) Documentation of lllness:

An employee shall, upon request of the supervisor or department head, furnish a statement from
the attending physician to substantiate use of sick leave. An employee on sick leave may be
required to obtain a second medical opinion from a physician of the City’s choice at the City’s
expense.

(G) Charging Sick Leave:
Absences due to illness will be charged in the following sequence:

=  Accrued sick leave

= Accrued annual leave

= Catastrophic Leave when applicable
= Medical leave without pay

If an official holiday occurs during a period of iliness, the holiday leave will be charged rather than
sick leave.

For an employee on a shift work assignment, time off may be charged against accumulated sick
leave, only for such days that the employee is scheduled to work. Sick leave shall not be charged
against any employee for any period of sickness, illness, or injury for any days which the employee
is not scheduled to work. [ACA 14-52-107(b)(2)]

(H) Activity While on Sick L eave:

An employee who has reported off sick is expected to remain at home during the time the employee
would otherwise be working, unless hospitalized, visiting a doctor, or obtaining medication or
treatment as prescribed by a doctor. An employee shall not engage in any other employment during
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the time the employee is allowed to use sick leave. An employee may be required to perform light
duty rather than claim sick leave if authorized by a physician.

() Payment on Separation from Employment:

Regular full-time employees may receive a cash payment for a maximum of 480 hours accumulated
sick leave, only upon retirement. Firefighters working 24 hour shifts may receive a cash payment
for a maximum of 720 hours upon retirement. Except as otherwise provided by state law, sick leave
over 60 days is not to be credited to service time for retirement purposes. Resigning employees
will not receive a cash payment for accumulated sick leave.

In all matters concerning sick leave for fire and police employees, strict compliance with Arkansas
statutes is required.

(J) Catastrophic Leave Bank:

The purpose of the Catastrophic Leave Bank as adopted by Ordinance L-287 is to allow eligible
participating employees who have exhausted all available leave balances to receive additional
leave benefits for extended absences upon submission of a properly documented application. For
guestions, please contact the Personnel Office or visit the City's website at
https://cityoftexarkanaar.com/.

Existing policies for other types of leave are not affected by this program.

4.03 MATERNITY LEAVE

Employees affected by pregnancy, child birth, or related medical conditions shall be treated the
same for all employment-related purposes as employees disabled for non pregnancy-related
reasons. Therefore, accrued sick leave and vacation leave will be granted for maternity use, after
which, leave without pay must be used. Provisions of the federal Family and Medical Leave Act of
1993 will be observed in granting the leave. Additional information and applications are available
in the Personnel office.

If the employee desires to return to her position of employment following maternity leave, she must
submit the request in writing to the department head at least one month prior to the anticipated
leave date. This information will be used for temporary replacement scheduling and processing
status change records.

A pregnant employee will be allowed to work as long as her physician deems fit. However, written
consent from the employee’s physician may be requested after the seventh month of pregnancy. If
the employee does not report for work at the expiration of the leave, she will be considered
separated from employment. If complications occur, an extended leave of absence must be
approved by the department head.

Employees who return to unrestricted work duties on a timely basis will be reinstated to the last
position and pay rate held prior to the leave. In the event the last position is not available due to
unavoidable job changes, the employee will be reinstated to a comparable position.

4,04 COURTDUTY LEAVE
This section does not apply to employees who are witnesses in court actions in which they have a
personal interest.

Employees will be granted leave with pay for jury duty, or if summoned as a witness in a court
action as long as they are not personally involved and their presence is not required as a result of
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outside employment. Employees are also permitted to retain the allowance from the court for
such service. The time off will not be counted against annual leave.

To qualify for jury or withess duty leave, employees must submit a copy of the summons or other
relevant court-related paperwork to the department head as soon as possible after receiving it. In
addition, proof of service must be submitted to the employee’s supervisor when the period of jury
or witness duty is completed. Employees working night shifts, and who are serving during the day,
shall take jury/witness leave on the night shift of the day on which they serve.

Certain employees will be required to appear in court as witnesses in the course of their job duties.
Non-exempt employees will be compensated through overtime payment or adjusted work
schedules.

4.05 LEAVE WITHOUT PAY

Regular full-time employees may request a leave without pay for reasons of health, completion of
an educational degree, or some activity which will directly benefit the City. Also, any employee who
becomes a candidate for a city, county, district, state, or national office may be granted a leave of
absence without pay during the time he actively campaigns. The request must be made in writing
to the City Manager and after approval is made, it should be forwarded to the Personnel Office to
assure the proper status changes are completed.

Leave without pay shall not be granted for an employee to try out a new, non-City position of
employment.

During this leave, the employee will not accumulate sick or annual leave or be paid for holidays.
The employee will be responsible for all premiums for any group insurance program.

Failure on the part of the employee to return to work promptly at the expiration of the leave of
absence shall be considered as voluntary resignation.

A leave of absence without pay will not be granted when such leave will hamper the efficient
operations of the City.

4.06 EDUCATIONAL LEAVE

The City recognizes there are times when required courses are not offered during night school or,
as in the case of Public Safety personnel, course time may conflict with work schedules. Every
effort should be made to schedule class time during non-working hours, but for those rare times
when this is not possible, the City has established Educational Leave.

Educational Leave may be granted by the City Manager upon recommendation by the department
head for a period not to exceed three (3) hours per week.

This period of absence shall be made up as scheduled by the appropriate department head.
The course the employee takes must be from an accredited educational institution. Courses must
be directly related to the employee’s duties and better equip him or her to perform them or be a

part of an approved degree plan related to the job.

The Department Head may request the employee to provide verification of class attendance.
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4.07 EUNERAL LEAVE

Funeral leave may be granted for up to forty (40) paid hours for employees working standard eight
hour shifts, fifty-five (55) hours for employees working eleven hour shifts, and seventy-two (72)
hours for employees working twenty-four hours shifts per each loss of an immediate family member,
per year, to all regular full-time employees, to attend the funeral of the employee’s immediate family
member. Immediate family shall be defined as husband, wife, father, mother, child, brother, sister,
grandparents, grandchildren, and the comparable in-law relationships.

4.08 MILITARY LEAVE
(@) Military Leave shall be governed by applicable State and Federal Law, including
the Uniformed Services Employment and Reemployment Rights Act (USERRA).

(b) Members of the Reserve and National Guard shall be granted leave for purposes
of active duty training in accordance with Federal Law. Individuals must present a
copy of the orders to the Finance Director or designee. The leave shall not
adversely affect vacation or sick leave benefits. The City will pay the employee’s
regular City salary for a period of 15 days, plus necessary travel time for annual
training requirements or other duties, performed in an official duty status in any
one calendar year. To the extent this leave is not used in a calendar year, it will
accumulate for use in the succeeding calendar year, until it totals 15 days at the
beginning of the calendar year.

4,09 MISCELLANEOUS LEAVE

The attendance of employees to seminars and training programs is considered part of continual
professional development. Attendance to such meetings is to be approved prior to registration by
the department head and/or City Manager. In the event exempt employees are required to attend
meetings at a location requiring an overnight stay with travel time in excess of the employee’s
normal work day, overtime will not be paid. However, the City will pay all reasonable out-of-pocket
expenses for lodging, travel costs, meals, etc., pursuant to its regular travel policy.

Non-exempt employees attending one-day training sessions related to their job shall receive
compensation for time spent traveling to and from other cities. Time spent traveling to and from
other cities on overnight assignment is counted as work time, only to the extent it coincides with
the employee’s regular work day.

410 HOLIDAYS
The following are official holidays for City employees:

New Year’s Eve December 31st

New Year’'s Day January 1%t

Martin Luther King, Jr. Day Third Monday in January
Presidents’ Day Third Monday in February
Good Friday Friday prior to Easter Sunday
Memorial Day Last Monday in May
Juneteenth June 19t

Independence Day July 4t

Labor Day First Monday in September
Veterans Day November 11t

Thanksgiving Day Fourth Thursday in November
Friday after Thanksgiving Day after Thanksgiving
Christmas Eve December 24t
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Christmas December 25"
Birthday Birthday Month

Holidays falling on Saturday will be observed on the preceding Friday; holidays falling on Sunday
are observed on the following Monday. When an employee reports in sick on the day before or the
day after a holiday, a signed sick slip may be required before payment for the holiday is made.

In circumstances where a conflict exists between employee requests, departmental divisional
seniority shall apply. Vacation shall not be approved when it interferes with normal operations of
the City or will reduce staffing below levels acceptable to the department head or the City Manager.

Birthdays must be taken during the month the birthday occurs and be approved by the department
head or supervisor.

Holiday pay is given to all regular, full-time employees, provided they worked on the last scheduled
work day prior to, and next scheduled work day after the holiday, or had prior approval from the
department head to take annual leave. Employees on annual or sick leave during a holiday period
will receive holiday pay for authorized holidays. Employees on leave without pay status do not
receive pay for holidays. Employees called in to work in emergency situations on a holiday will
receive double-pay for the hours worked.

For departments which operate 24 hours a day, seven days a week, the department head will adjust
the holiday leave schedule for non-Civil Service employees, according to the departmental work
schedule.

The appropriation made by the City Board of Directors for salaries, will include additional pay for
holidays for all eligible employees of the City including, but not limited to, Civil Service employees,
as provided by the laws of the State of Arkansas.

Police:

All law enforcement officers, regardless of their titles, employed by cities of the first class, shall be
compensated for all legal holidays established by the governing body of the municipality.

This compensation shall be based on the law enforcement officer’s daily rate of pay and in addition
to the regular pay schedule. This compensation may be included within the officer’'s base pay. This
compensation shall be prorated and paid during the regular payroll periods, or paid in one lump
sum annually, on a date in December designated by the municipality. (ACA 14-52-105)

Fire:

All firefighters employed by cities of the first class shall be compensated for all legal holidays
established by the governing body of the municipality. This compensation shall be based on the
firefighters’ daily rate of pay and in addition to the regular pay schedule. This compensation may
be included within the firefighters’ base pay. This compensation shall be prorated and paid during
the regular payroll periods, or paid in one lump sum annually, on a date in December designated
by the municipality. (ACA 14-53-106)

All matters in question on leave will be at the City Manager’s discretion and in accordance with
State and Federal laws.

411 EMPLOYEE HEALTH BENEFITS
The City of Texarkana provides a group health plan for all its regular full-time employees. Detailed
information on the policy and coverage is provided to the employee at the time of employment and
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as coverage changes. Additional information may be obtained from the Personnel Office.

Policy benefits and employee contributions shall be as established by the City Board of Directors
and are subject to change by the Board of Directors. An employee must pay the premium if on
leave without pay as provided by federal law, unless on leave governed by the Family and Medical

Leave Act of 1993. In the event an employee separates from the City, the Federal rules concerning
extended health coverage under Cobra shall apply.

412 OCCUPATIONAL INJURIES/TRUAMATIC EVENT COUNSELING

Occupational Injuries:

All employees of the City are covered under the Arkansas State Workers’ Compensation Law.
Rules and regulations concerning Workers’ Compensation are posted on City bulletin boards. Any
employee incurring an “on-the-job” injury shall immediately notify his supervisor, who will arrange
for appropriate medical treatment and prepare the necessary reports required for the employee to
be compensated.

The supervisor will provide the report to the Personnel Office within 24 hours of the incident. The
employee will, if possible, go to the Personnel Office and provide the data to complete the
Employee’s Report of Injury, and will provide any other applicable information. The employee must
submit documentation of any expenses he pays himself to the Personnel Office for reimbursement,
if allowed, by Workers’ Compensation insurance.

Workers Compensation does not pay for the first eight days following an occupational injury. The
City will allow an employee to claim sick leave for salary lost due to an occupational injury for that
period.

In the event the disability extends beyond the eight day period, Workers’ Compensation will pay
the employee in accordance with State law. The City will allow the employee to claim sick leave to
pay the employee the difference between the employee’s Workers’ Compensation pay and the
employee’s salary, for a period up to, but not exceeding six months. If, at the end of six months,
the employee is unable to return to work because of reasons related to the initial injury, only
Worker’'s Compensation insurance will be paid.

The City reserves the right to have the employee examined at any time by a physician of its choice.
The City reserves the right to assign an employee to duties at the same rate of pay, other than
those being performed at the time the injury occurred, providing a physician gives approval to duties
that will not hinder recovery from the injury.

Traumatic Event Counseling:

The City shall provide coverage for licensed counseling for a public safety employee who
experiences a traumatic event while in the course of duty according to Act 537 HB 1302.

The coverage under subdivision (b)(1) shall allow for up to twelve (12) licensed counseling visits
per calendar year. The City shall pay for the licensed counseling visits. The licensed counseling

visits may be provided through telehealth.

Additional information may be obtained from the Personnel Office.
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4.13 RETIREMENT PLANS

The City contributes to retirement and pension plans for its regular full-time employees. Upon
employment, employees will receive information regarding the plan for which they are eligible.

Non-Civil Service:

Texarkana Arkansas Public Employees Retirement System (TAPERS):

The City administers a defined benefit plan for non-Civil Service regular hourly full-time employees.
Employees hired before July 1, 2002, who are not covered under any other plan, are eligible for
participation in this plan. The City contributes ten percent of the employees’ salary to the plan; the
participating employees must contribute two percent of compensation to this plan. Employees with
10 years service are fully vested. This is a closed-end plan, and no new participants will be enrolled
in this plan_effective July 1, 2012.

ICMA-RC Deferred Compensation Plans:

An employee transitioned from the TAPERS retirement system on July 1, 2012 will be enrolled in
a 401(a) plan administered by the International City Management Association Retirement
Corporation. If an employee has an accrued benefit in TAPERS, the benefit will be frozen and will
not accrue any additional amount as of July 1, 2012. The benefit will earn vesting credit with

increased service with the City. The City will contribute ten percent of the employee’s salary to the
401(a) plan. The participating employee must contribute two percent of compensation to this plan.
All non-civil service employees hired on or after July 1, 2012 will also be enrolled in this 401(a)
plan.

Non-Civil Service regular full-time exempt employees may choose to participate in a separate
401(a) plan administered by the International City Management Association Retirement
Corporation as their retirement plan. The City will contribute ten percent of the employee’s salary.
The participating employee must contribute two percent of compensation to the plan.

An employee who has 20 years of service or has reached age 60 with 10 years of service may
retire in the eyes of the City. Upon retirement you will be eligible to receive sick time payout as well
as have an option to continue health insurance coverage under the City group plan.

All employees are eligible to participate in an ICMA-RC 457 and IRA Plan as a supplemental
retirem