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BEFORE THE CIVIL SERVICE COMMISSION
FOR THE CITY OF EL PASO, TEXAS

IN RE:
SAMANTHA SAPIEN APPEAL

DOCKET NUMBER 25-ZD-06PP

A N

HEARING OFFICER’S RECOMMENDATION

Case Procedural Summary

DATE OF DISCIPLINE: 3 Day Suspension August 9-11, 2025
DATE OF ASSIGNMENT
TO HEARING OFFICER: 8-21-25
DATE OF PRE HEARING: 9-5-25 (Atty Kennedy) and 12-29-25 (Atty Edmonson)
DATE OF HEARING: 2-19-26
PLACE OF HEARING: City Attorney Conference Room
REPRESENTATIVE FOR CITY: Matthew Marquez, Asst. City Attorney
REPRESENTATIVE FOR EMPLOYEE: Shane Edmonson, Attorney at Law

WITNESSES CALLED BY THE CITY:

Kenneth Riley, Zoo Area Supervisor
Amanda Leverett, Zoo Collection Supervisor

WITNESSES CALLED BY THE EMPLOYEE:

Samantha Sapien, Zoo Keeper

Erika Abshier, Zoo Administrative Assistant
Taylor Paulson, Zoo Keeper

Joe Montisano, Former Zoo Department Director
Yuliana Barreto, Former Senior Zoo Keeper
Sergio Rodriguez, Senior Zoo Keeper

EXHIBITS ENTERED AS EVIDENCE:

City Exhibits C-1 thru C-15
Employee’s Exhibits: A-1 thru A-5
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A. Background of the Discipline

The Notice of Three Day Suspension issued to Samantha Sapien (“Sapien”) states that on
May 16, 2025, a Zookeeper found that a rake and shovel were left overnight in the hoof stock barn
where the Kudus (African antelope) were housed.(Exhibit C-1). Sapien’s work partner had left
the cleaning tools in the barn in violation of policy. Sapien acknowledged that she failed to inspect
the back stalls before granting the animals access. It was caught by someone the following
morning. (Exhibit C-3). No animals were injured in this particular case. Sapien was given a
three day suspension in accordance with the second violation of Disciplinary Matrix Level 1,
Safety Violation (non-injury or property damage).(Exhibit C-2, p. 8). Sapien had already received
a formal counseling on February 21, 2025 for two separate safety violations.(Exhibit C-7). Prior
to that she had received verbal warnings for safety violations. (Exhibit A-5). Sapien’s work partner
who had left the tools in the barn received a verbal warning because he had no prior discipline on
record. Verbal counseling is a discipline also provided in the Disciplinary Matrix for a corrective

action prior to using the Matrix. (Exhibit C-2, p. 3)

B. Was the incident date May 16, 2025?

It must first be noted that although the Notice of Suspension states that the events happened
on May 16, 2025, the evidence is that the tools were left overnight in the barn on May 14 and
discovered in the morning of May 15, 2025. While the Notice states that “On May 16, 20205,
another Zookeeper discovered that a rake and shovel were left overnight in Stall 8,” the incident
reports written by the employees involved during the investigation of the incident state otherwise.
In his incident report, Sapien’s supervisor Kenneth Riley stated that on 5-15-25, Taylor (Paulson)
had informed him that she had found tools in the back stalls of the hoof stock barn “that morning.”
(Exhibit C-6). Taylor Paulson, who found the tools, similarly reported that he found the tools on
5-15-25 at 9:20 a.m. (Exhibit C-5). Sapien’s run team partner Kellen Barton wrote on his incident
report that “On Thursday 5/15 tools were discovered” and that he and Sapien had been working
the previous day. (Exhibit C-4). He had used the tools to clean and accidentally left them in the

barn.

Sapien’s attorney at this Civil Service Commission Hearing before this hearing officer
(“the Hearing”) did not bring up this date conflict as something that affected his ability to defend

his client from the discipline. If this were a criminal case, such a mistake could lead to a
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technical dismissal of the criminal charges. In this administrative civil hearing, such mistakes are
not necessarily dispositive, though they can be if it can be proven that the wrong date had an
adverse effect on the proceedings. Ms. Sapien’s attorneys had ample time to review all the City’s
exhibits prior to the Civil Service Hearing before this Hearing Officer. In fact, her Hearing
attorney offered into evidence as A-2 the incident reports referred to above which had the incident
date as 5-15-25. In civil law, one can consider that some defects are “waived” if they are not
brought up. Even if he had brought it up, his objection might not have been sustained. I find and
recommend that the Civil Service Commission find that the defect in citing the wrong date in the

Notice of Suspension was a minor mistake that was waived by the appealing employee.

C. Testimony and Documents

The protocols which zoo keepers had to follow on the date of the incident were that
normally two persons worked as a team, called “run team.” Each of the team members was not
only responsible for his own work, but was also responsible to check the work of the other member.
During their work time, Run partners called out to each other regularly by phone or voice as to
their whereabouts and what they were doing, and whether an area was clear for the animals to enter
or leave. This rule was of utmost importance to make sure that the animals cared for by the zoo,
and the employees and members of the public present, would be safe. For example, while an
inappropriately locked gate may result in an animal escaping, it could also result in that animal
hurting himself or the employees and members of the public walking in the zoo. In the case at
hand, the animals involved were kudus, which are large African antelopes. Employee assignments
were not permanent, so that the same emphasis on the safety of locking doors and keeping unsafe
objects away from the animals was enforced strictly because an employee not locking a kudu gate

one day might later be the same employee involved with a more dangerous animal such as a lion.

On May 14, 2025, Sapien and Kellen Barton were working as “run team partners”
managing the two Kudus. Kenneth Riley was their immediate supervisor. Barton no longer works
at the El Paso zoo but has moved away from the El Paso area to work in another zoo so he was
unavailable to testify at this Hearing. Riley testified that he conducted the training for both these
employees and others. He testified that the Zoo has a written “Standard Operating Procedures”

manual and although he was “pretty sure” the written policy would reflect the joint responsibility
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of run partners, he would have to check it. The written Standard Operating Procedures were not

introduced as an exhibit at this Hearing.

Supervisor Riley testified that on May 15, 2025, employee Taylor Paulson informed him
that in the morning, she had found tools, a rake and shovel, in the back stalls of the hoof stock
barn. She said that the Kudus had access to the back stalls. He asked her to write an incident
report. He checked the schedule and saw Sapien and Kellen Barton were the keepers on duty the
day before. He asked Sapien and Barton to write an incident report. The three employees wrote
incident reports. (Exhibits C-3, C-4, C-5). After reviewing the reports, Riley wrote an incident
report to forward the information to his supervisor, Amanda Leverett. (Exhibit C-6). Riley testified
that a rake and a shovel have sharp edges and the Kudu could have gotten hurt, although they were
not. In a prior incident he heard about from another supervisor, an ocelot (medium sized wild
spotted cat), ate the wood handle of a rake and got very sick. In the ocelot case, Riley was told
that the employee got a formal counseling but the employee was not Riley’s responsibility and
there was no evidence introduced at the Hearing about the disciplinary history of the employee

involved with the ocelot.

In her incident report, Taylor Paulson indicated that on May 14, 2025 the hoof stock barn
had the outside door locks checked by three people at closing, i.e. Kellen, Yuli Barreto, and
herself, but that none of them “saw it in the stall likely because it was leaned up against the wall
and blocked by the door.”(Exhibit C-5). Sapien wrote in her incident report that although her run
team partner (Barton) had been cleaning the back stalls and did not check the stall before exiting,
“I did not check the back stalls before giving animals access back to them. It was caught by
someone the following morning. [ was informed of the incident after coming back from my
weekend.” (Exhibit C-3). Barton admitted to leaving the tools in the barn. “I thought I had brought
the tool in with me and placed them on the hall of d18 or d17 but they were either left out or fell
over and out while the door was being closed. They likely fell over as Sam and I did not notice

them throughout the day.”’(Exhibit C-4). “Sam” was a nickname for Samantha Sapien.

During his testimony at this Hearing, Supervisor Riley referred to a document he had
prepared from his computer work notes listing his verbal counseling and the formal counseling
of Sapien. The notes were entered into evidence without objection as Exhibit A-5. The notes

entered into evidence show the first date of June 14, 2024 when Sapien’s probation was extended
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45 days, and ended with the May 15, 2025 incident. Sapien was hired in December 2023. Riley
contends that Sapien had been verbally counseled as a first step of discipline as early as June 14,
2024 for an unsecured lock, and again on July 23, 2024 for leaving giraffes in unsecured areas and
for hitting a fence with the giraffe truck. She passed probation on August 2, 2024, but on February
19, 2025, was given the next step in discipline, which was a formal counseling. (Exhibit C-7). The
formal counseling was for not wearing safety gloves on August 26, 2024 and cutting herself after
she had been reminded an hour prior to wear the gloves. Also, on the morning of Sept 8, 2024,
she had not secured the Giraffe stall’s lower lock property, leaving the latch locked in the open
position. “Stalls must be properly secured to ensure the safety of not only the animal, but of the
zoo staff and the public.”(Exhibit C-7). The formal counseling stated that Sapien was “hereby
formally counseled to follow zoo procedures and its Safety Procedures.” There was no explanation
given as to why incidents of August 26, 2024 and September 8, 2024 did not result in a formal
counseling until February 21, 2025. However, there were complaints made during the Hearing
by Amanda Leverett and Department Director Joe Montisano that it was difficult to discipline
employees due to how long Human Resources took to prepare the discipline. Only the Department
Director issues the formal counseling. Supervisor Riley testified that as a supervisor he can issue
a verbal counseling which is outlined in the Disciplinary Matrix as one which may be issued prior
to utilizing the disciplinary matrix. (Exhibit C-2, p. 3). Since the employee who left the tools,
Kellen Barton, had no discipline at all in his eight months working at the zoo, he was eligible for

a verbal counseling as the first discipline, and that is what Riley gave him.

Yuliana Barreto worked for three years as a keeper at the zoo. Three months ago, she left
to take a job at Hueco Tanks State Park. During her testimony at the Hearing, she drew a diagram
to explain the hoof barn where the kudus were left with the rake and shovel. (Exhibit C-15). She
confirmed that run partners keep in touch with radios or walking over to the other saying things
like “done conditioning, moving kudu back.” She was not involved in the incident with Sapien on
May 14/15, 2025. She testified that their training was to never assume but to communicate. You
would leave the kudu in the tamer room and check every stall before putting the kudu back in a
stall. She testified that she’s seen drains left open which are a safety issue so she always looks in
the stall and must visually check before letting animals in. The keeper needs to look over any
walls to do a visual check, especially checking for such thigs as cleaning tools. She did not

remember if this policy on which they were trained was in the written Standard Operating
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Procedures. At the end of the day, a second person must double check and close the barn. Barreto
testified that she had received two formal counselings. One of the times she and her run partner
both got disciplined even though she was the one who left a gate open. Although no animals got
hurt, “the team answers for it.” Yuliana was one of the three people named by Taylor Paulsen in
his incident report who had checked the barn locks at the close of the day and had not seen the
tools: “Taylor, Kellen and Yuli”. (Exhibit C-5). Kellen Barton and Sapien were disciplined for
being the run team partners primarily responsible for the tools left in the hoof barn with the Kudus
while Taylor Paulson and Yuli Barreto were not assigned to the Kudus on that day and were just
double checking the barn lock per procedures. In fact, Samatha Sapien had ended her shift at

noon on March 14.

D. Employee’s Defenses

The main issues raised by Sapien through her attorney were that Sapien did not leave any
tools in the barn but yet was penalized because her work partner had left the tools where zoo
animals could have gotten to them and been hurt. Moreover, others had locked the barn doors with
the zoo animals inside and had not checked the stalls to make sure they were clear and safe, yet
the other persons were not punished. In addition, Sapien contends Fhat there was no proof that a
written Standard Operating Procedures policy existed that required that discipline of both run
partners when only one of the partners had made the mistake. Sapien also thought it unfair that
Kellen Barton, her run team partner who left the tools in the barn, had received only a verbal
counseling yet she had received three days suspension. Sapien believed that her request for an
American with Disabilities Act accommodation had caused extra administrative work for Zoo

administration and HR and the Zoo was trying to find ways to get rid of her.

When Sapien applied to work for the City of El Paso, she did not ask for accommodation
or reveal her medical issues to the City. She did not do so because she was afraid she would not
get the job or would lose her job. She was hired in December 2023. Sapien testified that after
she had a seizure while working at the zoo, she began applying for accommodation based on her
seizures and tachycardia One accommodation request was for her support dog to be alongside her
at work. Her dog could warn her of an impending seizure or tachycardia problem. The zoo had
never had a support dog working with an employee so it took some time obtain supporting medical

documentation and make certain that a dog would not affect the animals housed at the zoo.
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Another accommodation requested was for a schedule change. She could not work the night shift
to take care of the baby giraffe as she needed regular medications. She did receive City approval
for the accommodation of the work dog and work scheduling in September 2024. A final ADA
letter for all accommodations was issued October 2025. No one except Sapien testified that her
ADA accommodation had anything to do with her discipline. Others testified that they did not
believe the discipline had anything to do with Sapien’s workplace accommodation requests. The
only evidence given by Sapien was that Zoo Director Montisano made a statement to her when
giving her the 3 day suspension Notice on July 29, 2025 that it should have been given to her
sooner but “with the ADA shit going on,” it was late. No one at this Hearing confirmed hearing
this statement except for Sapien. Montisano did not recall making any statement of this sort though
he admitted being frustrated by delays in processing discipline since HR has 90 days to respond

when his Department sends them discipline requests.

Sapien’s attorney contends that Sapien had to report minor incidents such as cutting her
finger at work because of her medical condition, and that resulted in a formal disciplinary record.
He contends that other employees did not report minor injuries. However, he presented no proof
at this Hearing to support his theory that Sapien reported minor injuries whereas other employees
did not. Therefore, this contention is merely a theory with no supporting credible evidence to

support it.

E. The Disciplinary Matrix

Joe Montisano was the Zoo Director for seven years. He retired one week before he gave
his testimony at this Hearing. He testified that he did not specifically recall the events of a year
ago that led to the discipline, but that both run partners are responsible for tools left regardless of
who left them. He testified that he usually took the recommendation of Human Resources based
on the Matrix. He testified that the purpose of progressive discipline such as the Matrix is to

adjust behavior.

On the Disciplinary Matrix, Sapien was found to have a Level 1 Violation: “Safety
Violation (non-injury or property damage) 2™ offense,” which is a three day suspension.(Exhibit
C-2, p. 8). The first violation is a Formal Counseling. Montisano testified that he knows he can
adjust discipline up or down from the Matrix, but believes Human Resources analyzes discipline

for a living so he follows their recommendations because of their expertise. He knows that he can
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reduce a 3 day Matrix suspension to a one day, but in the case of Sapien, she had received a formal
counseling already for a similar offense, so three days was appropriate for a second offense. He
testified that Sapien is good at her job but sometimes does not pay attention to details. He did not
remember that Amada Leverett and Kenneth Riley had recommended that he give a one day

suspension. However, Montisano testified that he makes the final decision.

Sapien’s immediate supervisor Kenneth Riley and the next supervisor in Sapien’s chain of
command, Amanda Leverett, reccommended no more than a one day suspension for Sapien. They
both agreed that Montisano, as the Department Director, made the final decision regardless of their
recommendation. The Disciplinary Matrix makes it clear that “the final determination for
discipline at the minimum level or higher rests with the department Head as defined in Civil
Service Rule 8 and Rule 11, or as defined in the Civil Service Rules and Regulations.”(Exhibit C-
2, p. 3). However, Leverett and Riley both testified that they recommended a one day suspension
to Joe Montisano but that Montisano had refused. They testified that in other cases Montisano had
reduced a Matrix three day suspension to one day, but in the case of Samantha Sapien, he refused.
Montisano testified that he did reduce 3 days to a 1 day suspension or less if it was the employee’s
first time discipline, but this was not Sapien’s first time discipline. Neither Leverett nor Riley
contended that Montisano’s refusal to reduce the discipline from three days to one day suspension
had anything to do with Sapien’s application or receipt of accommodation under the Americans
with Disabilities Act. However, Leverett was particularly upset about the three day suspension for
Sapien because on the same day another employee had gotten three days suspension for abusing

an animal whereas no animal was hurt by Sapien’s actions.
F. Discussion

The Department Director presented evidence that the zoo had a policy that a two member
“run team” policy made each member responsible for checking the work of the other. This was
instigated as a safety policy so that gates, door, locks and other items that could result in injuries
to animals or people went through two separate checks. Although apparently a written “Standard
Operating Procedures” policy existed, it was not presented as an exhibit at the Hearing by either
party. Several witnesses who testified could not remember if the policy of punishing the run team
for the mistake of the partner was in the written SOP. The testimony, however, was that employees

were trained that each was responsible to check the work of the other. When a door is not locked
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properly, or someone forgets to feed an animal, or tools are left where a curious animal might get
injured investigating the curiosity, injuries can result to the animals being housed at the zoo, or to
the employees who work there, or the children or adults who visit the zoo. There was testimony
from another keeper, Yuliana Barreto, that she had left a gate open and both she and her work

partner were punished for the mistake.

It is not up to the Hearing Officer to rewrite a City or Department policy. Whether it is a
good policy to hold both members of the run team responsible for each other’s actions is not at
issue in this case. The issue is whether it is a performance standard reasonably instituted by the
Zoo’s Department Director. Rule 11 of the Civil Service Commission states: “Any Department
Head shall have the right to promulgate rules and regulations regarding the operation of his
department, and the conduct of the employee therein” as long as the rules do not conflict with the
Civil service Charter.(Exhibit C-1, p. 4). Therefore, the Department Director has demonstrated
by a preponderance of the evidence that a performance standard was violated when tools were left
in the hoof barn by the team of Sapien and Kellen Barton, and then the Kudus were admitted into
the barn with the tools accessible to them. Sapien admitted she did not check the back stalls before
she gave animals access back to them. (Exhibit C-3). This in itself is a violation of the zoo policies

and procedures even though she did not leave the tools there.

Sapien received three days suspension as a second violation of the Matrix Level 1 Safety
violation because she already had verbal counseling and a formal counseling on her record for
other safety violations  Her run team partner did not have any violations on his record so
according to the practice, he received a verbal counseling, which is a first step discipline. Other
than Sapien’s belief, there was no credible proof by a preponderance of the evidence that Sapien’s
American with Disabilities requests for accommodations affected or resulted in the three days
suspension given to her. Montisano testified that when he reduced suspensions from three days
on the Matrix to one day, it was for employees who did not already have verbal counseling and a
formal counseling on the record. There was no other credible proof on this matter. Although two
supervisors in Sapien’s chain of command thought that a one day suspension should be given,
there was no evidence entered as to whether other employees who received a one day suspension
were in the same or similar position and facts as Sapien. The Department Director has the final

decision. Director Montisano testified that he relied on Human Resources, the Disciplinary
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Matrix, and the employee’s prior disciplinary history in assessing discipline.

G. Conclusion of Hearing Officer

1. Section 6.13 of the City Charter imposes on a department head the burden of proof to prove
by a preponderance of the evidence that the employee committed conduct alleged in the
specifications and that such conduct violated the rules and regulations of the City. In civil law,
preponderance of the evidence means the greater weight of the credible evidence.

2. The Notice of Suspension for Sapien stated that her conduct violated the City Charter
Section 6.13-3 and Civil Service Rule 8 in that she demonstrated “incompetency or negligence in
the performance of duties, including but not limited to, failure to perform assigned tasks, or failure
to discharge duties in an accurate, prompt, competent, or responsible manner.”

3. The Department Head has met his burden of proof and has proven by a preponderance of
the evidence that the employee committed the conduct alleged in the specifications of the Notice
of Suspension, and that the conduct violated City and/or Department policies.

3. I recommend that the conflict of the dates of the incident as listed on the Notice and as
evidenced by the facts not be considered as affecting Sapien’s discipline as it was a minor mistake
and was not raised by the employee’s attorney at the Hearing as having affected his ability to
defend the case.

4, The Department Head has met his burden of proof and proven by a preponderance of the

evidence that the employee’s conduct warrants a three day suspension.

H. Recommendation of Hearing Officer

I recommend that the three day suspension of Samantha Sapien be sustained.

Respectfully submitted on this 18th day of March, 2026.

\
=y
Patricia L. Palafox

Hearing Officer

10
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El Paso Zoo Department

TO: Samantha Sapien, Zoo Keeper,
FROM: Jaseph Montisano, Zoo Director
DATE: July 29, 2025

SUBJECT: Acknowlodgem#nt of Document

—_——————

This memorandum is to acknowlledge your receipt of the following documents
regarding the Notice of Suspension provided to you on July 29, 2025

Notice of Suspension (8 pages)
Supporting Documents {8 pages)
Acknowledgements (4 pages)

Discipline History (1 page)

Disciplinary Policy and Matrix (11 pages)

| am acknowledging receipt of the above documents.

Sigfature

=
oo

|ul%, A9th DAL

Date

Joseph Montisano - Zoo Director
£l Paso Zoo | 4001 E. Paisano | El Paso, TX 79905
O: (915) 212-0966| Email: MontisanoJ@elpasotexas.gov
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EP/ . CITY OF EL PASO, TEXAS

X NOTICE OF SUSPENSION

[ ]
Name:  Samantha Sapien Lasta #sof SS# R Date: July 29, 2025
Position:  Zoo Keeper Employee 1D # [ HNEGN

From: Zoo Department
Subject:  Suspension Without Pay[

|
THIS IS TO NOTIFY YOU THAT YOUR EMPLOYMENT WITH THE CITY OF EL PASQ IS HEREBY
SUSPENDED FOR THREE {3) WORKDAYS EFFECTIVIE’"—&)%\)Q‘_\:2 A 1O VSt 2S
02S

THE FOLLOWING ARE THE STATUTORY REASONS OR GROUNDS AND SPECIFICATIONS OF FACTS
WHICH HAVE NECESSITATED THIS ACTION:

CHARGES:

YOU HAVE VIOLATED THE FOLLOWING CITY OF EL PASO CIVIL SERVICE COMMISSION CHARTER
PROVISIONS, ORDINANCES, RULES AND REGULATIONS:

SECTION 6.13-2, DISCIPLINARY ACTION; REDUCTION

A regular employee may be discharged, suspended or reduced in rank or position as provided in the Charter or further
defined in the Rules.

- RS P25 e s I 5

; .13-3, CAUSES OF SUSPENSION.REDUCTION OR DISCHARGE
The following, which may be further defined in the Rules, may constitute causes for discharge, suspension or reduction in
grade of regular employees:

, l" Incompetency or negligence in the performance of duties, including but not limited to, failurc to perform

assigned tasks, or failurc to discharge duties in an accurate, prompt, competent, or responsible manner;

?; For just cause

| HAVE RECEIVED 2COPY OF THIS NOTICE

plo Signature

Date: Juh%. 29t 2045

DEPARTMENT HEAD

COPY RECEIVED AND FILED

BY CERTIFIED MAIL NUMBER: HUMAN RESOURCES

BY.

DIRECTOR

DISTRIBUTION: Original - Human Resources Department; Copy - Department
Page | of 8
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Ep CITY OF EL PASO, TEXAS
J? NOTICE OF SUSPENSION

[nontrie]
Name: Samantha Sapien Last 4 #s of SS # [N Date: July 29, 2025
Position: Zoo Keeper Empioyee 10 # [N

ATIJ

The following may constitute causes for discharge, suspension or reduction of regular employees: That an officer or
emptoyee in the Civil Service:

{E‘ Is infompetent or negligent in the performance of dutics, including byt not limited to, failure to perform

assigned tasks, or failure to discharge dutics in an accurate, prompt, compctent, or responsible manner; or
(Amended 8/25/09, 9/17/13)

w For just causc. {Added 7/21/07)

on 2. Disciplinary Notice

Disciplinary actions in the nature of a discharge, involuntary reduction, or suspension taken against a rcgular employee,
other than at the end of a probationary period, will not become cffective until the Department Head has fivst served upon
such cmployec a written notice of discipline. The notice must contain one or more slatutory reasons or grounds for discipline,
together with such specifications of fact as will cnable the cmployee to make an explanation and place him fairly upon his
defense. The specifications of fact shall be of sufficient specificity so as to preclude the possibility of disciplinary action for
the same act or omission in the future. Nothing contained herein shall prohibit the Department Head from using an
cmployce's prior acts or omissions resulting in discipline in determining future disciplinary action against the employee.
An employec may be disciplined for other acts or omissions not specified in the notice cven if such acts arise from the same
incident or event. A Department Head may not unilaterally reduce the discipline given once notice of discipline has been
provided to the cmployee, without the employee's consent. A copy of such notice of discipline, together with the employec’s
explanation, if any, will be filed with the Human Resources Director. (Amended 06/24/03, 7/31/07, 8/25/09)

ction 3. Notice of Proposed Discipli Action, Procedure and Limitation cti

a. When disciplinary action in the naturc of a five (5) day suspension or greater, a reduction, or discharge is being
contemplated by the Department Head, the employee must be served with a notice of proposed disciplinary action which
shall conform with the notice requirements set forth in Section 2 and Section 3 (b) of this Rule. In addition to the notice
of proposed disciplinary action, the employee shall be furnished with the written malerials and tangible things in the
possession of the Dcpartment Head that form the factual and evidentiary basis for the proposed disciplinary action. No
matter may be withheld from the employec that is inconsistent with the theory of discipline or that could tend to mitigate
the contemplated sanction. (Amended 8/25/09)

b. Within ten (10) days of receipt of the notice of proposed disciplinary action, the employec may request a confercnce
with the Department Head. Within five (5) working days of receipt of the employee’s response, the Department Head
shall meet with the employee, provided further that this period may be extended with the mutual consent of the
Department Head and the employee. No witnesses may be called to testify as part of the employec’s explanation or
response. During the conference, the employee, their representative, and the Department Head shall engage in
discussions with a view toward reaching a consensus and agreement relative to the proposed disciplinary action. No
part of the discussions that take place during the conference may be offered into evidence at any subsequent hearing,
except for the limited purposc of determining compliance or non-compliance with the provisions of this Rule as provided
in paragraph "f* and for impeachment purposcs. In the event such a consensus is reached, the execution by the employee
of documents finalizing the scttlement agrecment shall constitute a waiver of the employee’s right 1o appeal to the
Commission, and the employee shall be so advised in plain language. (Amended 09/09/03, 01/06/04, 8/25/09; 1/20/15)

EMPLOYEE'S INITIALS _SS Page 2 of 8
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EP CITY OF EL PASO, TEXAS
TX( NOTICE OF SUSPENSION
o)

Name: Samantha Sapien Last 4 #'s of SS #: Date: July 29, 2025
Position: 200 Keeper Employee ID #.

¢. Respecting discharge, those decpartments currently using a pre-termination hearing shall not be required to have a
—onference as contemplated hereinabove provided-that the time between notification and hearing-shalt-be at least five

(5) days and further provided that there shall be no change to current practices regarding violations of applicable federal
taws. (Amended 09/09/03, 01/06/04, 08/25/09)

d. The employce is entitled to have a representative of theirjchoice assist them in the preparation and presentation of their
response, provided further that in the event the representdtive is an employee of the City, he shall use vacation leave or
personal days for such time as may be required for the jepresentative to attend the conference. [f the employee does
not have any accrued vacation or personal days, the employce will be placed on unpaid administrative leave for such
time as may be required for the representative 1o attend 'the conference. The employee must provide his Department
Hcad with two days notice of the request 10 take the above leave. The Department Head may disapprove the request if
the leave significantly interferes with the operational needs of the depariment. (Amended 09/09/03, 01/06/04, 08/25/09)

e. A proposed written notice of disciplinary action must be served on an employce within 120 calendar days from the date
Human Resources is made aware of the occurrence of the incident giving risc to the discipline, provided however that
this period of limitation shall be tolled if an investigation is being conducted by a law enforcement authority into
criminal charges against the employee arising out of the same incident. Once a Department Head reccives notice from
the employee that charges have been preferred, through an indiciment or information, or that the criminal investigation
has been concludcd without the preferrat of charges, then the time period will resume running. (Amended 09/09/03,
01/06/04, 8/25/09, 09/19/17)

f. Any issue of non-compliance with these provisions will be considered by the hearing officer and/ or Commission upon
the appeal of the disciplinary action. {Amended 01/06/04)

g. Excluding Section 3 (e), in computing any time periods set forth in this Rule, Saturdays, Sundays, and City Holidays
shall not be included. (Amended 01/06/04, 09/19/17)

h. Nothing in the Rule shall prevent suspension of the employee from service without pay in appropriate circumslances.
(Amcended 01/06/04)

i. A copy of this rule shall be attached to each notice of proposed disciplinary action. (Passed 1/6/04)

Section 4. ignation Befo eal Decision

The acceptance by Department Head of the resignation of a person discharged before final action on the part of the
Commission will be considered a withdrawal of the charges and the separation of the employee concerned will be recorded
as a resignation and the preceding will be dismissed without judgment. (Amended 7/31/07)

Section S. Disqualification for Reappointment
Any employee who is dismissed for cause or who resigns while not in good standing will be disqualified from taking a Civil
Scrvice examination for two years thereafler. His name will be removed from all eligible lists, unless, in the judgment of the

Commission the causc of his dismissal or resignation under charges will not affect the possibility of his or her usefulness in
some other position. (Amended 8/25/09)

Section 6. Non-Certification of Suspended Persons
The namcs of persons suspended will not be certified from eligible lists during the period of suspension.

7. ion to i v
Regular employees suspended for not more than ten (10) working days may elect to forfeit annual leave for a period equal
to the suspension, or to the extent of the employee's annual leave balance, subject to approval of the Department Head. The
clection provided for herein, shall work a waiver of the employec’s right to appeal the disciplinary action to the Commission,
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and the employce shall be so advised in plain English on a suitable form upon which the election shall be made, as developed
by the Human Resources Director and appended tov the notice of suspensiom:~The Department-Head shall not unrcasonably
withhold approval of the employee’s election. (Added 05/11/04, Amended 7/31/07)

Section 8. Formal Counseling

Formal Counseling is not within the type of disciplinary action specified in Scction 6.13-2 of the Chagter which may be
appealed to the Civil Service Commissign. A formal counseling is issued by the Department Head and cqnsidered a written
counscling to address employec workplhce conduct. Employees receiving a formal counseling shall havq the right to place
responses 1o the formal counscling into their personnel files which shall remain in the file so long as the fotmal counseling to
which the response relates remains in the file.

Included in, or in conjunction with, the formal counseling document, the Department Head must provide the employee with

written notice of (he reasons for the formal counscling, with sufficicnt explanation to place the employee fairly upon his
defensc.

Upon an cmployce's request, formal counselings shall be removed from an employec’s personnel file after the expiration
of twelve (12) months from the datc of the last formal counseling, provided the employec has not received any disciplinary
action during the twelve (12) month time period between the request and the last-reccived formal counscling. Formal
counselings meeting the criteria above shall not be considered against the employcee for purposes of determining progressive
discipline or performance evaluations, regardless of whether or not the employee requested removal of the formal
counsclings. (Added 8/25/09) (Amended 1 1/2/10, 3/6/12, 1/20/15, 11/15/16)

RULE 11, DEPARTMENTAL RULES

Section 1. Any department head shall have the right 10 promulgate rules and rcgulations regarding the operation af his
department, and the conduct of the employee therein, subject to the consent and approval of the City Manager, provided
that such rules do not conflict with the Civi! Service Charter or the Rules promulgated thereunder. (Amended 07/11/06)

Section 2. Large departments having various sub departments may, in their rules, have rules and regulations pertaining to
said sub departments in addition to gencral rules and regulations regarding the department. (Amended 7/31/07)

Section 3. The Human Resources Director may promuigate, rules, regulations and policies and procedures, that apply to
all or some city departments, as may be specificd by the Director, regarding any rcquircments applicable to the employees
of such departments, subject 1o the consent and approval of the City Manager, provided that such rules, regulations, or
policics and procedures do not conflict with the Civil Service Charter or the Rules promulgated hereunder. (Added 3/6/12)

Section 4. Any Dcpartment Head may, as provided in the Charter, suspend, discharge or demote any employee for
insubordination, for failure to comply with deparimental rules and regulations, for failure to comply with the Rules of the
Commission or for failure to obey any lawful order of a superior officer. (Amended 07/11/06)

Section S. The Human Resources Director is authorized to maintain a comprehensive manual of safcty procedures and
driver safety standards of all employees. Each employee shall receive a link to a copy of the manual. (Added 3/6/12)

- st Tollow. You are eXpected to become zequainted withy
| T riteria for your-particular-y {1 rules, procedures and standards of conduct cstablished by your
department and by the City, as summarized in this handbook. Further, your conduct away from work must not adversely
affect the City, its reputation, opcrational success, or relationship with its employees, customers or citizens.
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\ performance st 1

verfor e standards, ; les, procedures and standards of conduct,
of which will-depend upon the circumstances. Disciplinary action

—t

Peaple work together best in an aimosphere where they are valued as individuals an recognized as key members of a team.
It is important thatleach member of our team understand what is cxpected. It is imppssible o writc policies and procedures
covering every sityation. Be sure you understand what is expeeted of you, and whit you can expect from the City. If you
have any question,discuss it with your immediate supervisor. Understanding is the key to tecamwork.

nlovee

e foltowing some cxamples of employec conduc
isciplinary agtion upsi0,and jacluding terminat

‘ﬂonduct that you have been informed is unacceptable.
gailure to meet or maintain work performance standards.

This tist is not all inclusive.
1t is our practice to ensure that violations of policies or principles of acceptable employce conduct

are appropriately addressed with consistent disciplinary action. The following types of corrective
or disciplinary action may be taken:

Verbal counseling
Formal counseling
Suspension
Demotion
Termination

CITY OF EL PASO’S MISSION, VISION AND VALUES
Mission: Dcliver exceptional services to support a high quality of life and place for our community.

Vision:  Develop & vibrant regional economy, safe and beautiful neighborhoods and cxceptional recreational, cultural
and cducational opportunities powered by a high performing government.

Values:  Integrity Trusted to do the right thing.
Respect - Recognize the value and dignity of all individuals.
Excellence Perfect effort.
Accountability  Passionate and determined.
People - Our teams are problem-solvers and colluborate with our customers.
TITY OF EL PASO— DISCIPLINARY POLICY AND MATRYX (Ms

I. POLICY:
The City of El Paso is committed lo a goal of high pecformance by all employees in order to fulfill its mission of
outstanding customer service to the citizens of our community. The purpose of this policy and matrix is to provide City
leaders and supervisors with a guideline and reference for corrective and disciplinary action. The City of El Paso Human
Resources Department accepls and investigates all altcgations of employee misconduct and imposes corrective and
progressive disciplinary action in a timely and consistent manner, as appropriate. This policy outlines the procedure

for investigating atlegations of employce misconduct, issuing corrective action, and applying the Matrix to impose
discipline.

EMPLOYEE'S INITIALS _99 Page 5 of 8
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I1. PROCEDURES:
A. BasisTtor Discipline

1. Employees are subject to discipline for violations of the law, City Charter provisions that constitute cause
for discipline, Civil Service Commission Rules and Regulations, City policics, Departmental policies and
procedures and verbal or written directives from supervisory personnel.

Failure to report a violation of anything listed{under I1-(A) is considered a basis for disciplinc.

All disciplinary actions taken under this policy arc subject to, and shall be consistent with, applicable federal
and state law, local ordinances, administrdtive dircctives, El Paso City Charter, and Civil Service
Commission Rules and Regulations.

bl i

B. Information Gathering and Processing

1. Itis the duty of all supervisory cmployees to assist those who express the desire 1o report allegations of
misconduct against any City employee. The informant need not be the aggrieved party, but may be anyone
who witnesscd or othcrwise became aware of an incident of misconduct. Information regarding allegations
of misconduct must be immediately reported to the Department Head and/or the Human Resources Director.

3. Employecs are required to provide a statement or answer questions during administrative invesligations.
Employees who withhold information, thwart, impede or fail to cooperate with administrative
investigations will be considered insubordinate and subject to disciplinary action up to and including
termination. Upon conclusion of the administrative investigation, thc DHRM or Human Resocurces
Director, or designee, will advise the Department Head of any findings from the investigation and
recommend disciplinary or corrective action as appropriate. However, it is the Dcpartment Head's
responsibility to make the final determination and defend the discipline to be administered as a result of
any review.

IV. DISCIPLINARY MATRIX
The attached disciplinary matrix provides supervisory personnel and Dcpartment Heads with the parameters of
discipline that shall bc imposed on an employee when an infraction occurs that violates the law, a Civil Service rule,
policy, or regulation of the department. The purposc of the matrix is to provide notice to employees of the types of
conduct that will result in disciplinary action and (o scrve as a deterrent of such conduct so as to promote efficiency of
service by ensuring high standards of City service and maintaining public confidence in the City of El Paso.

The malrix is intended for use as a guide to selecting an appropriate level of discipline for the actionable misconduct.
This matrix does not substitute for supervisory judgment and does not dictate discipline. Rather, this matrix
provides a framcwork within which supervisors exercise judgment on a case-by-case basis within the paramcters
provided. The final determination for discipline at the minimum level or higher rests with the Depariment Head as
defined in Civil Service Rule 8 and Rule 11, or as defined in the Civil Service Rules and Regulations.

The offenses listed under each kevel are not intended 1o be an exhaustive listing. No attempt has been made to list every
possiblc causc for disciplinary or adverse action. The fact that specific misconduct is not listed as an offensc does not
mean discipline cannot be imposed. Supervisors should evaluate misconduct not listed to the offenscs listed and use
form of discipline that most closely coincides with a comparablc, listed offense.

The following arc the categorics of discipline:

B. Suspension: A suspension without pay for a definite period of time must be completed on an appropriate Notice of
Suspension form in accordance with Civil Service Commission Rules. The Notice of Suspension must:

EMPLOYEE'S INITIALS _S5 Page 6 of 8
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Name: Samantha Sapien Last 4 #'s of SS # Date: July 29, 2025
Position: Zoo Keeper Employee (D #:

[. Identify which Statc or Federal laws, rules, policies, and/or regulations were violated,

2. Contain narrative specifications (charges)and

3. Include a record of previous discipline, if any. The Notice of Suspension shall be administered by the
Department Head. The Department Head, along with supcrvisors, shall work with the Human Resources
Director far specifications. The Notice of Suspension must always be reviewed by the City Attomey's Office
before being administered to the employee.

V. APPLICATION OF THE DISCIPLINARY MATRIX
A. The application of progressive discipline is designed to take into account any instance of corgeclive action or
previous discipline. The Department Head shall choose the appropriate disciplinary action at the appropriate level
for each offense.

I. A Department Head has a choice of severity of disciplinary action beginning from the floor for the specific type
of offensc, at the appropriatc level. When significant mitigating or aggravating circumstances exist, the
discipline range may be expanded upon in either dircction. For example, if the matrix indicates a 10-day
suspension, the Department Head may determine that a less severc conscquence is more appropriate based on
mitigating factors. Likewise, the discipline could be greater than a 10-day suspension if there are significant
aggravating factors. Whenever prior violations are used to support a more severe disciplinc, those offenses
shall be cited in the notice of Discipline. When a series of offenses have been committed and action could not
have been taken on each before another was committed, a more severe discipline maybe assessed for the
combined offenses rather than what would be appropriate for any single offensc.

2. The Department Head in accordance with CSC Rule || retains the right to promulgate rules and rcgulations
regarding the operation of his or her department. Similarly, situations may arise that are not written in a rule or
policy; in such a circumstance, an appropriate level of discipline will be imposed. Nothing in this policy shall
prohibit a Department Head from departing from utilizing a higher form of disciplinc, to include termination,
if the circumstances warrant such action.

3. Thesc disciplinary guidclines are standard recommendations and not meant 1o be an all-inclusive list of possible
infractions. The Human Resources Director retains the right to modify, or amend this policy and matrix as
nceded without advance notice.

Date Received by Human Resources: June 9, 2025
120" Day Deadline, pursuant to CSC Rule 8 Section 3(e): October 7, 2025
SPECIFICATIONS:

On May 16, 2025, another Zookeeper discovered that a rake and shovel were left overnight in Stall 8 of the hoof stock barn,
where the kudus are housed. In your incident report, you acknowledged that you failed to inspect the back stalls before
granting the animals access. While no animals were injured, this oversight cannot be overlooked, as it indicates a failurc to
verify that all tools were sccurcd and the area was safe for all animals.

As a zookeeper, you are expected to perform your dutics thoroughly and accurately, particularly when safety is at stake and
there is a potential risk of barm to yourself or the animals. Your actions arc not in alignment with the City's Mission, Vision,
and Values and constitute a violation of the City of El Paso Employee Handbook.

EMPLOYEE'S INITIALS _S5 X Page 7of 8
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isciplinary history reflects the following:

On February 21, 2025, you received a Formal Counseling for Safety Viotation and Failure to-Follow Departmental—
Rules/Policies

Based on the above {pecifications, the City of El Paso Zoo Depariment has detcrmined that your services arc to be suspended
for three (3) workfays. Be advised that a recurrence of this or of a similar typ¢ incident will result in more scvere
disciplinary action, ip to and including termination of your cmployment with the City of E1 Paso.

You have thirty (30) days from the date you receive this notice to appeal this action to the Civil Service Commission. The
City rescrves the right to amend these charges and/or specifications at a later date

EMPLOYEE’S INITIALS :SS Page 8 of 8
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy: City of €l Paso Discipline Policy and Matrix
Creation Date: April 6, 2011

Revision Date: May 2, 2013; May 30, 2015
Prepared By: HR Department

Approved By: City Manager

Legal Review: Elizabeth Ruhmann

POLICY: CITY OF EL PASO DISCIPLINE POLICY AND MATRIX

l.  POLICY:

The City of El Paso is committed to a goal of high performance by all employees in
order to fulfill its mission of outstanding customer service to the citizens of our
community. The purpose of this policy and matrix is to provide City leaders and
supervisors with a guideline and reference for corrective and disciplinary action.
The Gity of Ei Paso Human Resources Department accepts and investigates all
allegations of employee misconduct and imposes corrective and progressive
disciplinary action in a timely and consistent manner, as appropriate. This policy
outlines the procedure for investigating allegations of employee misconduct,
issuing corrective action, and applying the Matrix to impose discipline.

Il. PROCEDURES:
A. Basis for Discipline

1. Employees are subject to discipline for violations of the law, Cty Charter
provisions that constitute cause for discipline, Civil Service Commission
Rules and Regulations, City policies, Departmental policies and
procedures and verbal or written directives from supervisory personnel. |

2. Failure toreport a violation of anything listed under II-(A)is considered a !
basis for discipline.
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3. All disclplinary actions taken under this policy are subject to, and shall be
consistent with, applicable federal and state law, local ordinances,
adminlistrative directives, El Paso City Charter, and Civil Service Commission
Rules and Regulations.

B. Information Gathering and Processing

1. It is the duty of all supervisgry employees to assist those who express the
desire to report allegationg of misconduct against any City employee. The
informant need not be the aggrieved party, but may be anyone who
witnessed or otherwise became aware of an incident of misconduct.
information regarding allegations of misconduct must be Immediately
reported to the Department Head and/or the Human Resources
Director.

2. Supervisory personnel shall assist their Departmental Human
Resources Manager (hereinafter "DHRM") and/ or Human Resources
Director or designee with administrative investigations to determine
what violation of rule or policy has been committed. This may involve
preliminary data gathering of evidence, preparing questions to ask
witnesses or employees, and interviewing and collecting affidavits
(notarized statements) from employees, witnesses and citizens, and
determining an employee's work status. The central contact during an
administrative Investigation and disciplinary matters is the DHRM,
where they exist, or the Human Resources Director or designee. For those
departments that do not have a DHRM, the Human Resources Director
shall assign a Human Resources professional to conduct the
administrative investigation.

3. Employees are required to provide a statement or answer questions
during administrative investigations. Employees who withhold
information, thwart, impede or fail to cooperate with administrative
investigations will be considered insubordinate and subject to
disciplinary action up to and Including termination. Upon conclusion of
the administrative investigation, the DHRM or Human Resources
Director, or designee, will advise the Department Head of any findings
from the investigation and recommend disciplinary or corrective action
as appropriate. However, it is the Department Head's responsibility to
make the final determination and defend the discipline to be
administered as a result of any review.
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4, Employees Interviewed during administrative Investigations are
prohibited from communicating the nature or details of the
Investigation, either directly or indirectly, with anyone besides an
Attorney for the Cty, the DHRM, the Human Resources Director or
designee, or the employee's supervisor or Department Head. Nothing in
this policy would prevent an employee from discussing the investigation
with their attorney or representative If they have such representation.

.  CORRECTIVE ACTION

The following types of corrective action may be issued to an employee prior to
utilizing the disciplinary matrix.

A. Counseling: Averbal counseling may be provided by supervisory personnel to
the employee informing the employee of the infraction or problem, corrective
measures or what Is expected of the employee, and consequences of
continued infractions. The verbal counseling is an opportunity to discuss
work-related problems in private with the employee. The supervisor should
administer the verbal counseling. If a supervisor requests assistance
with Issuing a verbal counseling, the Human. Resources Director or
designee, orthe DHRM, will provide further assistance or guidance.

IV.  DISCIPLINARY MATRIX

The attached disciplinary matrix provides supervisory personnel and Department
Heads with the parameters of discipline that shall be imposed on an employee
when an infraction occurs that violates the law, a Civil Service rule, policy, or
regulation of the department. The purpose of the matrix is to provide natice to
employees of the types of conduct that will result in disciplinary action and to
serve as a deterrent of such conduct so as to promote efficiency of service by
ensuring high standards of City service and maintaining public confidence in the
City of El Paso.

The matrix is intended for use as a guide to selecting an appropriate level of
discipline for actionable misconduct. This matrix does not substitute for
supervisory judgment and does not dictate discipling. Rather, this matrix
provides a framewaork within which supervisors exercise judgment on a case-by-
case basis within the parameters provided. The final determination for
discipline at the minimum level or higher rests with the Department Head as
defined in Civil Service Rule 8 and Rule 11, or as defined in the Civil Service Rules and
Regulations.
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The offenses listed under each level are not intended to be an exhaustive listing.
No attempt has been made to list every possible cause for disciplinary or adverse
action. The fact that specific misconduct is not listed as an offense does not mean
discipline cannot be imposed. Supervisors should evaluate misconduct not listed
to the offenses listed and use a form of discipline that most closely coincides with a
comparable, listed offense.

A. Formal Counseling: A Formal Counseling must contain spedfic language
that informs the employee of the Infraction or problem, what Is expected
of the employee to correct the Issue, and consequences of continued
infractions. The Formal Counseling shall be issued by the Department
Head to the employee on official City letterhead. The Department Head,
along with supervisors, shall work with the DHRM or the Human Resources
Director or designee when drafting the Formal Counseling. The Formal
Counseling will be placed in the employee's personnel file by submitting the
written document to the Human Resources Director or designee no later
than 120 days following the issue of the Formal Counseling.

The' following are the categories of discipline: l

B. Suspension: A suspension without pay for a definite period of time must
be completed on an appropriate Notice of Suspension form in accordance
with Civll Service Commission Rules. The Notice of Suspension must:

1. identify which State or Federal laws, rules, policies, and/or
regulations were violated,

2. contain narrative specifications (charges), and

3 include a record of previous discipline, if any.  The Notice of
Suspension shall be administered by the Department Head. The
Department Head, along with supervisors, shall work with the
Human Resources Director for specifications. The Notice of
Suspension must always be reviewed by the City Attorney's Office
before being administered to the employee.

C. Demotion: A demotion as a result of disciplinary action is a reduction into a
lower graded position that may result in a loss of pay to the employee.
It must be completed on an appropriate Notice of Demotion form in
accordance with Civil Service Commission Rules. The Notice of Demotion
must:
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1. identify which State or Federal laws, rules, policies, and/or
regulations were violated,

2. contain narrative specifications (charges), and

3. Include a record of previous discipline, If any. The Notice of
Demotion shall be issped by the Department Head and must
always be reviewed the City Attorney's Office before being
administered to the employee.

D. Iermination: A termination is separation of employment and must be
completed on an appropriate Notice of Separation form with effective date
for dismissal in accordance with Civil Service Commission Rules. The Notice

of Separation must:

1. identify which State or Federal laws, rules, polides, and/or
regulations wereviolated,

2. contain narrative specifications {(charges), and

3. include a record of previous discipline, if any. The Notice of
Separation must always be reviewed by the City Attorney's Office
before being issued to the employee by the Department Head.

V. APPLICATION OF THE DISCIPLINARY MATRIX

A. The application of progressive discipline Is designed to take into
account any instance of corrective action or previous discipline. The
Department Head shall choose the appropriate disciplinary action at
the appropriate level for each offense.

1. A Department Head has a choice of severity of disciplinary action
beginning from the floor for the specific type of offense, at the
appropriate level. When significant mitigating or aggravating
circumstances exist, the discipline range may be expanded upon in
either direction. For example, if the matrix indicates a 10-day
suspension, the Department Head may determine that a less
severe consequence is more appropriate based on mitigating
factors. Likewise, the discipline could be greater than a 10-day
suspension if there are significant aggravating factors. Whenever

v\
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3 prior violations are used to support a more severe discipline,
those offenses shall be cited in the notice of Discipline. When a series
of offenses have been committed and action could not have been
taken on each before another was committed, a more severe
discipline may be assessed for the combined offenses rather than
what would be appropriate for any single offense,

2. The Dédpartment Head in accordance with CSC Rule 11 refains the
right tol promulgate rules and regulations regarding the operation
of his or her department. Similarly, situations may arise that are
not written in a rule or policy; in such a circumstance, an
appropriate level of discipline will be imposed. Nothingin this policy
shallprohibit a Department Head from departing from utilizing a
higher form of discipline, to include termination If the
circumstances warrant such action.

3. These disciplinary guidelines are standard recommendations and not

meant to be an all-Inclusive list of possible infractions. The Human

( Resources Director retains the right to modify, or amend this policy
and matrix as needed without advance notice.

APPROVED BY:

we /1
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CITY OF EL PASO DISCIPLINARY MATRIX 05-30-18

OFFENSE 157 OFFENSE * 3 OFFENSE 4™ OFFENSE
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0

Note: o.uo.!_:o Qoa_.‘ ao_.o:a.oac_ lines may be issued by n_-o City Manager or designee
* Violations not involving Rules or Policies will be addressed with a Format Counseling and subsequent repeat violations would be a violation of a Direct Qrder
** The Human Resources Director will make determination

*** Employees will be sent home to change into appropriate attire on their own time for each incident

**s2provided said policy has been approved by City Legal and City Human Resources
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Introduction

This handbook sets forth the current general policies and guidelines that will affect
your work life as an employee of the City of El Paso {the City). Please read it carefully
and be sure Lo ask your immediate supervisor any questions you may have.

This handbook is not a substitute for personal integrity and good judgment. It is
intended 1o be used as a guideline and is informational only. its provisions are not
conditions of emplayment and may be madified, revoked, or changed at any time with
or without notice. Regardless of your date of employment, any additions, deletions, or
changes to this handbook will be effective upon notification.

Nothing in this manual is intended 1o create nor is it to be construed to constitute a
contract between the City and any of its employees. Employment with the City may be
terminated at any time, with or without cause, by the City or an employee

To keep up with the dynamic world in which we compete, the City from time o time
may have lo change its written policies, procedures, and guidelines. Ifyou think of ways
to make this handbook mare useful, complete, or clearer, please let your immediate
supervisor know. As always, your input matters.
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Item #2

Welcome to the

City of El Paso!

Yoday marks the bogmmng of an cxcitlng clwplet In your career,
and | courn't be moro thrllled t‘o have you ioln our lcam.

A
|,

v Rdlechn“ on my own ioumw with !ht cny. lmll vmd!y remember
tho hope | ind mlumcnl l hlt whon I mnod my wen hove. ,

Like you, | made the conscious decision to dedicate my talents 1o public
service because | believe in the profound impact we can have on the
lives of others. It is a calling that unites us, a shared purpose that fuels
our efforts to make El Paso a thriving community for all.

Here at the City of El Paso, we believe in the transformative power of
public service. Every role within our organization -yours included—
coniributes to our collective mission of building a better future for our

Dionne Mack residents, businesses, and visitors. As you step into this role, know that
City Manager, City of El Paso your work will have a meaningful and Iasting impact.

Qur team is made up of hardworking Individuals who bring integrity,
innovation, and passion to their work every day. We strive to be
exceptional ambassadors for the community, delivering services that
reflect the dedication and care El Paso deserves,

As you settle in, | encourage you to explore the resources, relationships,
and opportunities available to help you thrive. We are here to suppon
you every step of the way, and your success is ouf success.

The road ahead is filled with challenges and opportunities, but | have no
doubt that your unique lalents and perspective will make a difference.
Together, we will work toward our shared vision of a vibrant, inclusive,
and prosperous El Paso.

Thank you for choosing to be part of our team. | am excited 1o see all that
you will accomplish. Welcome to the City of El Paso family!

With warm regards,

Dionne Mack
El Paso City Manager
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Item #2

Develop a vibrant regional
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Item #2

CITY OF EL PASO

Your City Government

A Mayor and eight District Representatives govern the City of El Paso. These officials, as
well as the Judges of the Municipal Courts, are elected. The City Manager, City Attorney,
and Internal Auditor ar¢ appointed by a majority vote of the City Council. All other
employees are appoi by the City Manager or by Department Heads.

The City Manager is the Chief Administrative Officer and is responsibie for lhe operation of all
depariments within the City. The City Council is the lawmaking body and sets the policy for
matters over which the municipal government has jurisdiction. City laws must be introduced at
a public hearing and passed at a Council meeting. Our Clity operates under a City Charter that
may be revised by the voters. Normally a majority vote of the Council is required to establish
rules or ordinances. Most of the Council constitutes a quorum and, with or without the Mayor,
they can take official action. The Mayor can veto any Ordinance or Resolution, except for any
City Councll action that removes the City Manager, and the Representatives can override a
veto with a three-fourths vote of the entire body.

The Mayor and Representatives appoint members of various advisory boards, commissions,
and committees to assist in the operation of City government. The members of these boards,
commissions, and committees are volunteers and receive no compensation.
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Item #2

CITY OF EL PASO

Lekdership Strategi*s

The City of El Paso is managed by individuals who share a set of philosophies,
which are embodied in the City of El Paso’s organizational structure and policies.
City management has adopted the following management strategies:

Qur strategies are based upon the 8 Strategic Goals in the City's Strategic Plan as
identified by the City Council. The goals are:

o Cultivate an Environment Conducive to Strong, Economic Development

© Set the Standard for a Safe and Secure City

© Promote the Visual Image of El Paso

@ Enhance Ei Paso's Quality of Life through Recreational, Cultural,
and Educational Environments

© Promote Transparent and Consistent Communication Among All
Members of the Community

© Set the Standard for Sound Governance and Fiscal Management
© Enhance and Sustain El Paso's Infrastructure Network

€© Nurture and Promote a Healthy, Sustainable Community

A simple, straightforward organizational structure.

Responsible, reasonable administrative controfs.

Selection of high-performing and highly skilled personnel.

Assignment of dedicated personnel for maximum responsiveness to customers.

Streamlined procedures that encourage high performance, efficient delivery of
service, and minimize unproductive redundant reporting.
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Item #2

CITY OF EL PASO

Management
Functions

The City of El Paso retains the right to exercise
customary managerial functions, including,
but not limited to:

Select, hire, assign, supervise, correct, and dismiss employees.

Decide and change performance standards and expectations and evaluate
employees’ performance.

Decide and change hours and days of work schedules, including shift times.

Transfer employees within departments, into other departments, and/or other job
classifications.

Decide and change the size and qualifications of the workforce.
Decide and change the methods by which operations are carried out.
Manage and control the premises and resources.

Assign duties to employees according to operational needs and requirements, in
alignment with the employee’s Job Description.

Establish, change, and abolish deparimental policies, practices and pracedures,
including making recommendations to leadership regarding rules and reguiations.
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Item #2

CITY OF EL PASO

Philosqlhy
& Objectives

Atthe City of El Paso, our success has been built by developing and maintaining a loyal, efficient
group of employees who gain satisfaction from their work, and to whom high achievement
is a personal ambition. Dedicated to the highest standards of customer satisfaction, you are
expected to strive daily to maintain the mark of excellence that has become synonymous with
the City

The City's emphasis is on people, recognizing that even with the finest equipment, materials,
and elaborate systems and procedures, people make the total operation work, and they work
together best in an environment where they are respected as individuals and recognized
as important members of the team. El Paso's Lean Six Sigma (LSS} program has produced
significant cost savings, improved customer satisfaction, and reduced citywide inefficiencies
and waste. By taking a closer {ook at City processes and how the work gets done daily,
employees are asked to identify other gaps and improvement possibilities. Through LSS and
other development opportunities, El Paso leadership encourages all empioyees to serve as
agents of change. Understanding and capitalizing on the belief that solutions are within reach
is transformative in producing meaningful results and enhancing employee morale. Instituting
LSS has given the City the opportunity to innovate by consldering how we can continually
improve the quality-of-service delivery to our residents, businesses, and visitors, City of El Paso
employees are expected to display the highest moral and ethical standards
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Civil Service
Commission

The Civil Service Commission, pursuant to the City
Charter, oversees the operation of the Civit Service
system and ensures fairness, economy, and efficiency
in the personne! selection process and system created
for classified employees. The Civil Service Commission
is also responsible for performing the duty of hearing
grievances of classified employees. The Mayor and
the City Council members each appoint a Civil Service
Commissioner. Commissioners serve staggered three-
year terms. The Commission typically meets on the
second Thursday of each month and holds special and
emergency meetings when necessary. The members of
the Commission serve without compensation

Item #2

CITY OF EL PASO

Policies
for People

The critical ors In job performance are an
employee’s ermination, skill, and personal
involvement. Our policies for people focus on
opportunities for maximum personal growth and
are embodied in specific City abjectives to:

Encourage development and promotional

opportunities from within the organization.

Ensure that all employment-related decisions are
based on performance, conduct, and attendance
without regard to race, gender, gender identity,
sexual arientation, marital status, color, refigion,
ethnic background or national origin, age,
disability, service in the uniformed services,
reproductive health actions, hairstyle and/or hair
texture or any other characteristics or status that
is protected by federal, state or local law.

Remain open o suggestions and ideas,
encourage City employees to come forward
freely with recommendations, seek prompt
solutions to problems, and always keep lines of

communication open.

Provide pleasant and safe working conditions
and enccurage teamwork.

Keep all City employees informed of significant
developments.
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INTEGRITY &

Integrity
& Ethics

One of the City of Ef Pasa’s most important assels
is the reputation of its employees for honesty
and integrity. Preserving your integrity demands
continuous commitment. Each employee must
avoid any activity or relationship that might reflect
unfavorably on the City whether as a result of a
possible conftict of interest, the appearance of such a
conflict, the improper use of “insider information,” of
any other impropriety

Item #2

Although no written code can take the place of
personal integrity, the following general guidelines
should serve as minimum standards of proper
conduct. Any violation of existing ordinances, policies,
rules, or regulations may subject the employee
involved to disciplinary action up to and including
termination of employment and/or possible civil or
criminal penalties.
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INTEGRITY & ETHICS

Code of Integrity

Integrity-and a high standard-of-ethics are fundamental
to the City of El Paso and must be upheld by all
employees. The City is committed to doing what is right.

These principles are accomplished |n dealings with our
customers, vendors, and fellow empgloyees when we:

Conduct aurselves in a forthright and

nonest manner

Are fair and considerate in all dealings.
Maintain professional behavior in

all retationships.

Make commitments that can be kept

and keep them.

Exhibit an attitude of professionalism

and common courtesy.

Respect the rights and dignity of all individuals.

Obey the letter and intent of the iaw

Your individual commitment to this code is required.
A series of general guidelines follows. If you should
have questions concerning the proper course of
action in any situation, promptly consull with your
immediate supervisor and/or manager.

Disclosure or Use of

Confidential Information

In the course of your employment at the City of El Paso,
you may encounter and be trusted with many kinds of
confidential, non-public information. Described below
are specific guidelines that relate to different types of
confidential information you may encounter in your job.

Item #2

Information about the City: Confidential information
about the City or its employees should not be disclosed
to non-employees or to—employees who have—mo
business-related need for this kind of information In the
course of their job duties. Further, it must not be used
for personal gain.

This restriction applies to all types of confidential
information, including employee Jinformation,
marketing information and stralégies, trade
secrets, methods and procedures, pricing and
cost information, internal policies, computer
access codes, and current ar projected earnings
and financial status that have not already been
disclosed in public documents.

Citizens and Vendors: Every City employee has
an obligation to protect the confidential nature of
relationships with former, present, and prospective
citizens and vendors of the City. Any confidential
information about citizens and vendors that is
acquired by employees must be used solely for
authorized City business, and this information may
not be revealed 1o any unauthorized person(s)
under any circumstances.

Confidential information should be disclosed
only to those employees who need to know it
to serve the interests of the citizens or vendors
and the City. Confidential information must not
be discussed in the presence of unauthorized
people, whether they are City employees or
not. If you have questions about confidential
disclosure, consult your immediate supervisor,

Unnecessary duplication of any confidential
documents be avoided. Documents
containing confidential information should not
be lefl in conference rooms, in photocopy areas,
on desks, or at workstations where they can be

must
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seen by outsiders or unauthorized employees.
You should not leave confidential information
displayed on computer screens when not~in
use. Such informal or inadvertent release of
confidential information can subject an employee,
the City, pr both to liability.

Unless ptherwise required by the terms of
a specfic confidentiality or non-disclosure
document, additional or extra copies of
confidential information shoutd be shredded or
discarded in bins designated for shredding.

Systems & Data Security

The City of &l Paso has established security policies
to protect its computer environments. All employees
granted access to the computers used by the City
to conduct its business must be aware of and
camply with these security standards and controls.
Do not allow access to your computer or disclose
your access code and/or password to anyone. Log
out and shut down your computer when leaving
your workstation for an extended period. Specific
questions or concerns may be directed to the City's
IT Help Desk.

Any confidential information available on computers
and individual personal computers shall be handled
according to the guidelines established in the
Disclosure or Use of Confidential Information section
of this handbook.

Most software used in the City’s computer systems
is subject to licensing agreements that govern its
use. The use of unlicensed proprietary software and
the misuse of licensed software is strictly prohibited.
Employees must not install or download sofiware
without prior approval of the City's IT Department.

Item #2

E-Mail & Internet Access

Access 1o the._City's e-mail system, Intranet,
and the Internet is limited to business use only,
aside from incidental personal use. All use of
the e-maill system and all Internel activity are
subject to inspection, monitoring, and logging 10
enforce this policy. Any employee found to be
in violation of thg City's e-mail, intranet/internet
or soctal media licies is subject to disciplinary
action, including termination of employment.
Examples of misuse include, but are not limited 1o:

Engaging in any kind of business activity that is
not in support of the City.

Attempts 1o gain unauthorized access to any
computer or communications system.

Playing computer games during working hours
and browsing the internet beyond incidental
personal use in violation of the City's e-mail,
intranet/internet, or social media policies

Utilization of City-provided equipment and
services to access, transmit, receive, or archive
illegal or sexually explicit material, or material
which promotes hate, violence, or discrimination
of any kind.

Information Requests
from News Media

If you receive a request from the news media
for information (whether written or oral) or for an
interview relating to the City or its business, you
shall directly refer the inquiry to the City’s Strategic
Communications office or designated departmental
public affairs representative. The contact information
for the Strategic Communications Depariment can be
found on the City's website.
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Item #2

Council Requests

The Council Request-{(CR) process 15 an essential
procedure for handling official requests from the
Mayor's or City Representatives’ offices for matters
that cannot be addressed through 3-11 or the
Police non-emergency number. Designed to ensure
compliance with the City Charter {Article V, Section
5.5 - Interfarence with Persannel or Administration),
the CR process ensures efficient tracking, consistent
service delivery, and compliance with City policies
and the City's Charter, reinforcing accountability
and protecting staff and elected officials from any
misperceptions of impropriety.

CRs must be submitted with specific details, including
the requester’'s contactinformation, the exact location
of the issue, any relevant service request numbers
from 3-1-1, and supporting materials such as photos
if applicable. Each concern should be submitted as
a separate request for precise tracking and efficient
resolution. Issues oulside City department purview,
such as civil matters or non-City department issues.,
are directed to the external agencies. Requests
related to IT or Facilities Maintenance, as an example,
are routed through their respective portals

Staff are asked to acknowledge and respond to the
CRs in a prompt and efficient manner. On average,
responses 1o CRs typically take two to five business
days, with more complex issues potentially requiring
additional time. While updates may include aclions
taken, sensitive information such as personal detalls
ar criminal investigations will not be disclosed.
Meeting or briefing requests from the Mayor's or
Cily Representatives’ oflice may also require CR
submission, complete with proposed dates, topics,
and sufficient context 1o enable proper coordination.

For more information about the CR process please
email the Ombudsperson team thatmanages the

process 8t CRTeam@elpasotexas.qay.

Speaking Engagements

If you receive a request (whether written or oral)
to speak publicly or to write an article on a subject
related in any way lo the City or its operation, you
must promptly inform and receive approval from your
Department Head, prior 10 accepting the engagement.

Endorsement Requests

Employees must report requests to publicly endorse
or recommend any product, consultant, or vendor
to their Department Head, and must work through
appropriate leadership to notify the requestor that
the City does not provide endorsements.

Conflict of Interest

The City's Values are Integrity, Respect, Excellence,
Accountability and Pecple. Every employee has the
obligation to actin the City's best interests, to maintain
the confidence of all City proprietary information, and
to refrain from placing themselves in a position that
could produce a conflict belween self-interest and
the interest of the City.

You have a duty to always act in good faith. You must
not use your position for private or persanal advantage
or for gain beyond your compensation and other
benefits provided by the City. Specific examples of
situations likely to result in such canflicts are discussed
in the following sections.
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INTEGRITY

Item #2

Outside Employment

As a City employee, you may not engage in any type of
outside employment, including self employment and
consulting, if the employment or consulting.

May embarrass or discredit the City.

May affect your impartiality, objectivity, ot
efficiency n performing your duties

Involves the use, possible use, or disclosuie of
proprietary or confidential information of, or held
by, the City.

Involves, in any way, a vendor of the City.

Is conducted during. or conflicts with, your
scheduled work times. Exempt employees
should request leave if the outside employment
occurs at any time during their scheduled work

day to avoid any appearance of conflict of Interest,

Involves the unauthorized use of City equipment,
supplies, software, or other resources.

Before engaging in any regular outside employment,
you must submit a written request to your Department
Head and be notified in writing that it has been
approved by your Department Head. Your request
must be submitted on the prescribed form and contain
a complete description of your proposed outside
employment. Requests for outside employment shali
not exceed 25 hours per week. Applications that have
been approved by the Department Head will be valid
for a penodnot to exceed two (2) years from the date of
approval, and only for the specific type of employment
approved. For more information, please reference
the “Quiside Employment Policy” on My.ElPaso.qov

Acceptance of Gifts

In accardance with the City!'s.Ethics Ordinance, City
employees and/or members of their immediate
family may not solicit or accept any business-related
gift, service, payment, favor, entertainment, or other
things “of value” from anyone, either inside or outside
the City “Of value” is defined by the provisions of the
City’s Ethics Ordinance. Employees are required
to be familiar with the Ethics Ordinance found on
the City Attorney web page. Gifts with a value of
or exceeding $75.00 cannot be accepted, and gifts
with a value exceeding $10.00 cannot be accepted
from a person registered with the City as a lobbyist

Offering Gifts & Gratitude

In accordance with the City’s Ethics Ordinance, City
employees may not offer gifts or gratuities which could
be construed as influencing or rewarding an improper
course of action. This prohibits gifts or gratuities to an
empioyee or representative of any customer, vendor,
the media, or any other organization doing business
with the City.

Financial & Other Interests

City employees and/or members of their immediate
family may not have any direct or indirect interest in
or relationship with any organization that |s or is likely
to become a vendor of goods or services to the City of
£l Paso without prior written disclosure of the interest
to the City Clerk. The purpose of the disclosure is to
determine whether any conflict of interest may exist. If
you have any questions regarding a potential conflict
of interest you should discuss the matter with the
Department Head or Human Resources Department
before proceeding.
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INTEGRITY

Reporting Fraud
-or Other lllegal Acts

Any City employee who has reason to believe that
there may have been an instance of fraud, or other
illegal activities in connection with a City program,
function, or activity, shall report it imimediately to their
supervisor or Department Head, the Chief Internal
Auditor, their Human Resources regpresentative, the
Employee Holline, or the City Manager's Office, as
soon as possible.

Reports will be investigated as expeditiously as
possible. Where an investigation confrms that fraud
or ancther illegal act has occurred, appropriate
corrective action wil! be taken. Fraud or other illegal
acts will resultin disciplinary action up to and including
termination of employment.

Employees who report incidents of fraud or illegality
or who assist in an Investigation shall be protected
from retaliation of any sorl. However, any employee
who assists in an investigation but who s found
to have paricipated in the illegal act or fraud
being investigated remains subject to appropriate
disciplinary action. In addition, if it is determined
that a report was not made in good faith, or that an
employee intentionally provided false information
regarding an allegation, disciplinary action up to and
including termination of employment may occur.

Any employee who believes that hefshe has
experienced retaliation for making a report or
assisting in an investigation shall report this as soon
8s possible to the appropriate supervisor, manager,
Depariment Head, or Human Resources Director.

Item #2

Nondiscrimination

It is the policy and requirement of the City that
employees carry out their duties to the public and the
internal services 1o fellow City employees in a non
discriminatory manner. Discrimination is prohibited,
and employees shall not discriminate against any
person in carrying out their job duties, based on race,
gender, gender identity, sexuat orientation, marital
status, color, religion, ethnic background, or national
origin, age, disability, service in the uniformed
services, reproductive health actions, hairstyle and/or
hair texture or any other characteristic or status that is
protected by federa], state or local law.
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Item #2

EMPLOYMENT POLICIES

Employee Policies

This section contains general information concerning the City of El Paso policies, as
well as mattars thatizelate to you ln your,day-to-day yqr:a_.,,;:L(;jiy o_f,,‘glv?g:qpolici_os
are located on the City's Intranet, |/ [} [ 4 )

Equal Employment Opportunity

The City has and will continue to provide equal employment opportunities to all qualified persons and reaffirms
its commitment that there shall be no discrimination against, or harassment of, applicants or employees because
of race, gender, gender identity, sexual crientation, marital status, color, religion, ethnic background or national
origin, age, genetic information, disability, veteran status, or any other protected status. The City will continue to
recruit, hire, promote, transfer, take corrective action, and make all personnel decisions, including those related
to compensation and benefits, non-discriminately and in accordance with applicable laws. Further, the City
will make reasonable accommodations for applicants and employees with known disabilities who can perform
essential job functions with or without such accommodations.

The City requires all employees to report any information regarding any incident of possible discrimination or
harassment 10 leadership or a Human Resources representative so that the matter can be investigated, and
approptiate action is taken. Any employee who violates the City's Sexual Harassment, Americans with Disabilities
Act (ADA)-Reasonable Accommodations, or non-discrimination policies will be subject to disciplinary action up to
and including termination of employment. For more detailed information, consult your immediate supervisor, the
City's Human Resources Department or the City's Non-Discrimination Pelicy found on My.ElPaso.gov.
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Harassment

The City of El Paso's policy prohibits any form of
sexual, racial, ethnic, disability, age, and religious
harassment of employees or applicants. The City
of El Paso recognizes that the aforementioned
forms of harassment are a violation of Federal and
State laws The City maintains a strict policy that
harassment, whether sexual, ethnic, or religious in
nature, or directed toward one’s age or disabiiity
status, in the workplace, is not acceptable and will
not be tolerated.

The City of El Paso is committed to fostering a
work environment free from sexual harassment.
Sexual harassment jeopardizes & productive
work environment. Sexual harassment is a form
of misconduct that demeans another person and
undermines the employment relationship between
the City and its employees. Sexual harassment is
unwelcome sexual attention directed toward another
person that affects the person and creales an
intimidating, hostile or offensive working environment
that interferes with his/her ability to do their job.

The City prohibits any employee from engaging
in any type of harassing conduct or any behavior
that constitutes inappropriate workplace behavior,
regardiess of intent or severity, even if it does not
meet the definition of sexual harassment. The City is
committed to taking all steps necessary to maintain
a productive work environment free of sexual
harassment and intimidation of any type. The City
explicitly prohibits any sexual harassment, including
but not limited to.

+ Making unwelcome sexual advances or
propositions, unnecessary contact/touching,
graphic or verbal commentaries about an
individual's body, sexually degrading words
used to describe an individual, display in the

Item #2

workplace of sexually suggestive objects or
pictures, sexually explicit or offensive jokes, or
physical-assault.

No supervisor, manager, or other employees shall
threaten or insinuate, either explicitly or implicitly,
that another employee’s or applicant’s submission
to or rejection of unwelcome sexual advances
will adversely or positively affect that person’s
employment, waork status, evaluation, earings,
advancement, or any other condition of employment.

Comptaint Procedure: If you experience, witness, or
suspect sexual harassmenl of any type, whether, by a
supervisor, manager, employee, or any other person,
you must immediately report this to your immediate
supervisor or his/her manager, or your Department
Head or the Human Resources Department
Complaints wiil be investigated immediately and
canfidentially. No retaliation will be made against any
person for making a complaint in good faith. Where
incidents of harassment can be confirmed following
investigation, the City will take appropriate corrective
action pursuant to the City's Sexual Harassment
Prevention Policy. Any supervisof, coworker or other
Agent of the City who knew or should have known
of the alleged Sexual Harassment and did not take
immediate action to correct it may be personally liable,
in accordance with Texas Labor Code, Chapter 21.

For more detailed information, consult your immediate
supervisor, the City’s Human Resources Department
or the City's Sexual Harassment Prevention Policy
and Procedures found on My.EIPaso.qov.

Dating & Fraternization

The City will strive lo maintain a work environment that
is free from intimate, romantic, or dating relationships
between supervisors and their subordinates or
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EMPLOYMENT POLICIES

Item #2

between employees Involved in any other power-
differentiated  relationship. Powes-differentiated
retationships-can lead to sexual harassment (or the
appearance of sexual harassmenl) and adversely
affect employee morale, operations, and productivity
because of favoritism, bias, or unfair reatment (or the
appearance of favoritism, bias, or unfair treatment),

A “power-differentiated relationghip”™ is  any
supervisor-subordinate work relationship or other
work retationship in which one employee supervises
or manages (directly or indirectly) another employee
or makes decisions concerning another employee’s
terms, conditions, or privileges of employment The
City does not otherwise discourage friendship or
social activities among its employees.

Yo effectuate the purposes expressed above, if an
intimate, romantic, or dating relstionship develops
between a supervisor and a subordinate, the
employees involved in the relationship must promptly
report it to the Human Resources Director.

Once a power-differentiated relationship is reported,
the City may attempt 1o modify the working
relationship, through transfer within the City or by any
other available options. If a transfer or other option is
not available, and the parties choose to continue the
relationship, one of the employees will be required
to resign or be subject to termination. The impacted
employees will be encouraged to identify a resolution.
If both employees are in good standing with the City,
and one must be terminated, the employee with
the least seniority will be terminated, otherwise, the
employee not in good standing wiil be selected for
termination.

Probationary Period

For all Classified employees, the first six months

of employment are considered a probationary
period unless otherwise determined by a Callective
Bargaining Agreement. During this probationary
period, your demonstrated ability to de the job for
which you were hired, conduct, and ability 1o work
with others are evaluated by your supervisor. Your
supervisor will complete a probationary gvaluation
prior to or at the end of this petiod,

You will become a regular classified enjployee
if you satisfactorily complete the probationary
period, as evaluated by your supervisor.

+ A decision to terminate the employment
relationship due to an unsatisfactory probationary
evaluation is not subject to the appeal process
found in the Civil Service Rules and Regulations.

For all Unclassified employees, your supervisor is
strongly encouraged to complete an evaluation
fallowing your first six months of employment.
Unclassified employees are not covered by Civil
Service Rutes unless specifically outlined in the Civil
Service Rules.

Employee Status

Your employment status depends on the number of
hours you are normally scheduled to work each week
and the expected duration of your employment. The
employee benefits you receive will vary according to
your status as outlined below

Classified or Unclassified Full-Time: If you are
emptoyed on a full-time basis (30 hours or more
per week), you are eligible to participate in all
of the City's benefit programs, such as vacation
leave, insurance plans, and holiday pay.

Classified or Unclassified Part-Time: If you are
employed on a part-time basis, i e., you work more
than 20 but less than 30 hours in a workweek. If
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Item #2
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you are a part-time employee who is scheduled to
wark a minimum of twenty (20) hours per week you
wili-acerue sick leave at a pro-rated amount based
on the number of hours that you are scheduled
to work. Holiday pay for pant-time employees who
work an average of 20 or more hours per week
shall be pajd haoliday pay at a prorated number
of hours bgsed on the average number of paid
hours, excllding overtime, in the two pay periods
immediately preceding the holiday pay pericd.

+ Temporary Full-Time: If you are a temporary full-
time hire, you are not a classified employee, are
exempl from Civil Service, and are not eligible to
participate in any of the City's benefit programs.

Temporary Part-Time: If you are a temporary part-
time hire you are not a classified employee. You
are exempt from Civil Service and are not eligible
to participate in any of the City's benefit programs.

All jobs at the City of E! Paso are designated as
either “exempt” or “non-exempt” The placement of
jobs into one of these categories is determined by
federal wage and hour laws. Jobs which are exempt
are nol subject to the cvertime provisions of the law.
Non-exempt employees are entitled to the overtime
provisions of federal and state laws governing
compensation.

Solicitation & Distribution

The City strives for all employees to work in an
environment free from unnecessary and inappropriate
distractions. When you and your co-workers are in
work areas during working hours, we request that
you avoid actions that may distract others. While
either you or others are working, you are prohibited
from seling merchandise, requesting financial
contributions, event participation, distributing any
pamphlets or literature not related to your job, or any

other type of solicitation or distribution not related to
your job. This includes the unauthorized posting of
bulletins, notices, oradvertisements on City bulietin
boards, or an any other City means of communication,
including e-mail, intranet, and internet systems.

Individuals who are qot employed by the City are
prohibited from distriguting material or soliciting City
employees on City grgunds at any time. Please notify
your immediate supervisor os any manager if you are
solicited or subjected to the prohibited distribution of
literature, whether in person, through the City's mail
system, or by e-mail.

The City Manager or designee may authorize not-
for-profit fundraising activities which meet the
criteria and intent of the Fundraising and Solicitation
Policy and may allow minimal City time andfor City
communication resources ta woik on City-sponsored
fundralising activities. For more detailed information,
consult your immediate supervisor, the City's Human
Resources Department or the City's Fundraising and
Solicitation Policy.

Drug-Free Workplace

The City of El Paso has a vital interest in maintaining
safe, healthful, and efficient working conditions for
ts employees. The City has a zero-tolerance policy
for testing positive for drugs and/or aicohol and for
refusing to test.

If you are taking a drug or other medication, which is
known or publicized as possibly impairing judgment,
coordination, or other senses important to the safe
and productive performance of work, you must notify
your immediate supervisor prior to starling work.
Management will consult with Human Resources to
determine whether you can work and may impose
any necessary work restrictions.
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The unlawful manufacture, distribution, dispensation,
possession, or use of a controlled, prohibited, or
illegal substance on City premises or while conducting
City business off-premises is absolutely prohibited.
Violations of the City's Drug-Free Workplace Policy
will result in disciplinary action up to and including
terminalion of employment and may have legal
consequences.

The City of El Paso recognizes alcoho! and drug abuse
as a potential health, safety, and security problem. If
you need help in dealing with such problems, you are
encouraged to seek assistance from the Employee
Assistance Program (EAP). Conscientious efforts to
seek help for an alcohol or substance abuse problem
will not jeopardize your job and will not be noted in your
personnel records, provided the efforts are done in
conformity with City policies including the City’s Drug-
Free Workplace Policy.

When there is evidence to reasonably suspect that
an employee has reported to work or is working

X

impaired due to alcohol or drugs, the employee will
be asked to submit to alcohol and drug testing.

Any employee involved in either a job-related
accident or incident invoiving the apparent violation
f a safety rule or standard, which did or could have
sulted in serious injury or property damage, may be
sked to submit to alcohol and/or drug testing

You must, as a condition of employment, abide by the
terms of the City's Drug-Free Workplace Policy, which
may require submitting to drug and/or alcohol testing
Failure to submit to a required drug and/or alcohol
test is grounds for automatic termination. You must
report any conviction under a ¢riminal drug statute for
violations accurring on or off City premises. A report of
a conviction must be made to the Human Resources
Director within five days after the conviction. For
more detailed informatian, consult your immediate
supervisor, the City’s Human Resources Department
or the Cily's Drug-Free Workplace Policy found on
My.ElPaso.qov.

Police and Fire Uniformed employees must abide by
the Drug and Alcahol testing guidelines as outlined
in their respective Colleclive Bargaining Agreements
and respective department Drug and Alcohol Policies.

Tobacco-Free Workplace

In the interest of providing a healthy, comfortable
working environment, smoking and the use of all
tobacco products, as well as the use of electionic
cigarettes, is prohibited as defined in the Tobacco
Free Workplace Policy, in City buildings, entryways,
and City vehicles. You are responsible for notifying
your visitors of this policy. Employees may not
leave their assigned areas to smoke or use 1obacco
products except at approved breaks or mealtimes. For
mote detailed information, consult your immediate
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supervisor, the City's Human Resourc?s Department
or the City's Tobacco-Free Workplace Policy found on
My.EiPaso.gov.

Professional Appearance

It is required that you dress in @ manngr appropriate
for your work environment. Dressing |professionally
and being clean and well-groomed sighals self-pride,
the respect you have for your co-workers, and reflects
favorably upan the City to our citizens and visitors.

If you have any questions about the Professional
Appearance Standards Policy and rules that apply to
you, consult your immediate supervisor.

Clothing or other personal appearance items may
also affect your job safety. Depending upon the nature
8nd location of your work, you may be required to
wear special protective clothing and equipment to
ensure your safety.

Employees who report for work in atlire considered
to be inappropriate or unsafe will be sent home
until the appearance issue is corrected. Repeated
violations of the Professional Appearance Standards
Policy and rules will be addressed according to the
City's Discipline Policy and Matrix. For more detailed
information, consult your immediate supervisor, the
City's Human Resources Department, or the City's
Professional Appearance Standards Policy found on
My.ElPaso.qov.

Attendance & Punctuality

It is important that you be at work con time every
day and that you work the hours scheduled for your
position. Absenteeism and tardiness reduce the
efficiency of our operations. More importantly, they
place a hardship on your co-workers who report
regularly and punctually.

Thus, both absenteeism and tardiness must be kept to
an absolute minimum. Attendance and puncluality are
conditions of emptoyment. Unsalisfactory-attendance
and tardiness will result in disciplinary action up to
and including termination of employment.

We recognize that occasionally you may not bg able to
report to work on time or at all. It is your respgnsibility
te notify your supervisor or department designee
before your usual starting lime as determined by your
depariment.

Corrective action may be taken if you:

+  Fail ta timely notify your supervisor as required
by City policy and/or Cepartmental rules and
regulations,

Are excessively absent.

Do not have an acceptable excuse for being
late or absent.

Viclate the City's sick leave policies or
Departmental sick leave rules and regulations.

The City may require you to provide a physician's
statement documenting your absence relating
to illness or injury which lasts three (3) or more
consecutive workdays and/or in cases in which your
attendance has become unsatisfactory, or pursuant
to Department-specific rules and regulations.

For more detailed information, consult your immediate
supervisor, the City's Human Resources Department,
or the City's Sick Leave Use and Investigation of Sick
Leave Abuse Policy found on My.EIPaso.gov.

Timekeeping

Each fulltime or pan-time non-exempt employee is
responsible for the accurate daily recording of their
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time worked, using the City's imekeeping system.

Strict adherence—to the procedures established
for your workgroup is required. Failure to properly
comply with the Hours of Work Policy will result in
disciplinary action up to and including termination of
employment.

Employment of Relatives

Selection, assignment, and appraisal of every
employee should be as objective as possible. Where
relatives are involved, itis difficult to appear objective,
even under the most desirable situations. Therefore,
the City will only hire relatives of current employees if
the new employee and the current employee are not
in a manager-subordinate relationship. The City will
not hire, promote, or transfer a relative into a manager-
subordinate relationship under any circumstances.
For the purposes of this policy, “relative” means
spouse, parent, child, grandparent, sibling, or in-
law. Deputy City Managers, Managing Directors, and
Department Heads may not have any relatives in their
departments.

Inclement Weather

City policy is to remain open despite weather
conditions to meet its commitments to its cilizens.
Essential personnel as defined in the depantment's
call-in procedures must report to work. We are
equally concerned for your safety. You must exercise
your own judgment about personal safety. Be sure
to follow the call-in procedure established by your
department.

Employees must stay tuned to the infarmational
bulletins issued by the City. Whenever non-
exempt employees are absent from or late for
work or leave early because of inclement weather,

A
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Item #2

they must charge such time away fiom work to
accrued vacation or leave without pay unless it has
been otherwise approved by the Clty Manager
If sufficient vacation leave is not available to
cover the absence, late arrival, or early departure,
leave without pay will be charged automatically.

conduct established by your department and by the
City. as summarized in this handbook. Further, your
conduct away from work must not adversely affect
the City, its reputation, operational success, or its
relationship with its employees, customers, or citizens.

upon the circumstances. Disciplinary aclion up to and
including termination may be taken for violations of
Civil Service Rules, City policies, and Departmental
rules and regulations.

People work together best in an atmosphere where
they are valued as individuals and recognized as
key members of a team. It is important that each
member of our team understand what is expecied.
' d what you can expect
rom the City. If you have any questions, discuss them
with your immediate supervisor. Understanding Is the
key to teamwork.
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Conduct thal you have been informed is
unacceptable.

Failure to meet or maintain work performance
standards.

Violation of law when at work on the premises,
or off the premises when engaged in & work
assignment.

Falsification of time records, personnel records,
or other City records.

Violation of the City's Tobacco-Free Workplace
Policy.

Gambling, particlpating in lotteries, or any other
games of chance on City premises at any time.

Violation of the City’s Drug-Free Workplace Policy.

Soliciting, collecting money, or circulating petitions
on City premises other than as permitted by the
rules and regulations of the City.

Unlawful possession of firearms, explosives, or
other lethal weapons on City premises or in City
vehicles.

Abuse or waste of City resources, tools,
equipment, fixtures, property, supplies, or goods.

Crealing or contributing to hazardous, unhealthy,
or unsanitary conditions.

Violations of safety rules or acceptable safety
practices.

Faillure to cooperate with a supervisor or co-
worker, which disrupts the function of a work unit.

Disorderly conduct, harassment of other
employees (including sexual harassment}, or
use of abusive Janguage while on the job and/o
on City premises.

Fighting. encouraging a fight, or threatening,
attempting, or causing injury to another person
on or off City premises when engaged in a wark
assignment.

Sleeping on the job.

Dishonesty or the unauthotized possession,
removal, or use of City or another employee’s
property, including records and confidentiat
information.

+  Destroying, defacing, or tampering of City property
or records or the property of an employee or
citizen.

Refusal to follow instructions or to perform
designated work or refusal to follow established
rules and regulations.

Unauthorized photographs, audic o video
recording on City premises, in City vehicles, or
during working hours.

Repeated tardiness or absence, absence without
prior notification to the supervisor or without
satisfactory reasen, or unavailability for wark.

Violation of City ordinances, policies, or rules.

Violation of Departmental rules and regulations.

This list is not all-inclusive.

It is our practice to ensure that violations of policies
or principles of acceptable employee conduct are
appropriately addressed with consistent disciplinary
action. The following types of corrective or disciplinary
action may be taken:
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Verbal counseling
Formal counseling
Suspensicn
Demotion
Termination

Political Activity Guidelines
for City Employees

City employees are expecled to maintain neutrality
in municipal elections while on duty or acting in their
official capacity. To avoid conflicts of interest and
maintain public trust, the following applies:

Prohibited Political Activities:
Employees may not:

X Help manage or organize a municipal politicai
campaign.

X Work at a polling tocation during a municipal
election.

X Ask for campaign donations for a municipal
candidate.

X Donate money or anything of value to a
municipal campaign.

X Hand out political materials while on duty.

X Promote any political candidate or party while
on duty, even if it's not a municipal election.

X Use City time, resources, or property for
political purposes.

X Participate in political activities while wearing a
City uniform.

X Try to influence another City employee’s vote
or political actions while on duty.

X Use threats or pressure to influence any City
employee’s political actions, on or off duty

X Encourage or recruit other employees to
participate in municipal elections.

X Accept political items (e.g.. campaign buttons,
fiyers) while on duty or on City property.

¥ Use your City job title or position 10 endorse
any candidate.

Violating any of these rules may result in disciplinary
agtion.

mitted Political Activities:

As a private citizen, off duty and not in uniform or
on City property, you are free to engage in political
activities during your personal time as long as those
activities do not interfere with your job performance.
You may.

« Panticipate in partisan {non-municipal) campaigns.
+ Join and support political clubs or organizations.
Help organize or serve on partisan election
commitiees.
Display campaign signs or wear palitical
paraphernalia outside of work.
Attend or speak at community forums and
political events,
Publicly support and endorse a candidate, as
long as you do not use your City title or position.
Take part in any activities related to partisan
elections.

Running for Public Office:

Employees may run for public office while still
employed with the City, as long as they continue to
meet all job duties. However, they may not campaign
or promote their candidacy while on duty, using City
time, resources, or while in uniform. Violations may
lead to disciplinary action.
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Disciplines & Terminations

The discipline and termination of any employee is a
very serious situation that requires thorough review.
Accordingly, no supervisor or Department Head is
authorized 1o discipline or discharge any employee
without prior review and approval by the|City's Human
Rescurces Department, This review gnd approval
will involve a member of the management team,
most typically the supervisor's manager, the Human
Resources Department and the City Attorney’s Office.

Anemployee who is discharged because of a violation
of City policy will not be permitted to return to his
department or work area, or to any other department
or work area, other than the Human Resources
Department, without the consent of an authorized
Department Head or Human Resources.

The formal appeal procedure established by the
City Charter and set forth in the Civil Service Rules
is available to any regular classified employee who
disagrees with the decision to terminate.

For more detailed information, consult yourimmediate
supervisor, the City's Human Resources Department
or the City's Discipline Policy and Matrix.

Off-Boarding

Notice of Resignation: In the interest of maintaining
proper staffing levels, you are required to submit a
Resignation Notice Form within a minimum of ten
(10} working days prior to the effective date of your
resignation.

Clearance Procedures: When terminating your
employment, whether the termination is by voluntarily
or involuntarily resignation, you must complete the
City's separation and clearance off-boarding process
as described on page 29.

Release of Final Paychecks: Your final paycheck for
hours worked will be released to you no later than
the next regufariy-scheduled payday. provided all
clearance procedures have been completed. Any
monies due to the City may be deducted from the
final paycheck in accordance with applicable policies
and in compliance with State and Federal lawg.

Job Abandonment: You will be considered tp have
abandoned your position when you have been absent
for three consecutive workdays without prior notice
to or approval of your immediate supervisor and/
or have failed to communicate the reason for your
absence to your immediate supervisor during this
absence. Department-specific rules and regulations
may be established that are more stringent, based on
the nature of the department’s operations and needs.

Reference Checks

The City of El Paso does nol provide, and no
manager or supervisor is authorized to provide
employment-related letters of recommendation on
City letterhead However, with a release from the
employee, the City will respond to all employment
reference check inquiries from other employers.
Only the Human Resources department is authorized
to provide reference information for current and
former employees.

Responses to these Inquiries will usually be limited
to the first day of work, last day of work, job title, and
salary, as per the City's Neutral Reference Policy.
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Employee
Com

our internal

regarding your employment.

information &
Communication

Your supervisor is the best source for information
aboutyour job and department. Your supervisor may
also relay announcements and communications
beyond the daily employee-supervisar interaction.
To prevent information from getting distorted, we
invite open discussion of matters which affect
you and your job at the City. The City encourages
employees to deal directly with their supervisors
regarding all conditions of their work

Formal communications from the City are generally
relayed by email and informational videos such as
Your City in S and Inside City Limits. These videos
will highlight City departments and communicate
news and announcements. Additionalty, many City
locations are equipped with elecironic displays
that stream announcements that may be viewed by
employees during working hours

TX:
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unications

This section cpntains specific information about
mmunication process and about
ways to handie specific concerns that may arise

Item #2

Any time that you have a question regarding your
job, work hours, pay, working conditions, etc., you
should first go to your immediate supervisor and talk
it over If for some reason, you are not salisfied with
the outcome of these informal discussions, you can
use the complaint procedure outlined below to get the
matter resolved
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Complaints & Concerns

People work together best in an atmosphere where
they are valued as individuals and recognized as key
members of a team. This kind of respect encourages
individuals to achieve their highest level of personal
performance and to find a rewarding degree of
personal pride in the expression of their own abilities.
The City's aim is o create and constantly enhance
such an environment that aligns with the City’s Mission,
Vision and Values. Certain standards of conduct
must be maintained to ensure that each employee is
treated fairly and consistently. Accordingly, policies,
procedures, and rules are administered and expected
to be followed uniformly.

We realize that in our City, as in any organization,
complaints will arise. When this occurs, the problem
can best be resolved if it is discussed with your
immediate supervisor as soon as possible. Usually, this
informal discussion can resolve the issue. A supervisor
will not be criticized for having a complaint filed in his
work group but is accountable for an honest effort to
resolve the issue.

If your supervisor is the subject of the complaint,
you may address the complaint to the next level of
management.

Qccasionally some issues arise which cannot be
resolved informally. When this occurs, a formal
complaint or grievance may be filed through Human
Resources. These processes will be handled pursuant
to City policies and rutes addressing formal complaint
procedures.

TX
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Access to Your Personnel File

The-City of £ Pasc maintains—personnel files and
records for every City employee. These files contain
documentation regarding various aspects of your
tenure with the City, such as Performance Evaluations,
cofrective action notices, letters of commendation,
et¢. The City of El Paso maintains medical information
in b separate confident al medical file.

You may inspect your own personnel file and medical
file by contacting the Payroll and Records Section of
the Human Resources Department and arranging &
mutually convenient time to do so. These files must
be reviewed in the office and in the presence of a
representative of Human Resources.

You may request a copy of any document in your
personnel file. Such coples will be made by a
representative of Human Resources for a fee. You may
also submit information for inclusion in your file, such
as a response to a Performance Evaluation or new
credentials earned.

The City will make every effort to respect and
protect your privacy. it will not voluntarily disclose
or disseminate personnel or medical records, salary,
benefits, or terms of employment without your
prior permission, subject to any applicable laws,
including the Texas Public Information Act. However,
supervisors may be allowed to review parts of
employees' files on a need-to-know basis. Regulatory
agency representatives, during their business, may
be permitted access to personnel files. In addition,
emergency or medical personnel may be permitted
to review medicat records during an emergency
medical situation. Employees may request the
removal of a formal counseling in accordance with
Civil Service Rule 8.
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Employee Separation
&-Off-Boarding

Completion of the following steps are required when
separating employment from the City.

Payroll clerk intiates Off-Boarding process.

Employee receives notification vig email.
Employee should log in to NeoGov to update
address information if changes are needed.

Pension receives nofification and contacts
employee. Employee must respond within
the deadline period.

Benefits receives notification and contacts
employee. Employee must respond within
the deadline perlod.

HR and HRIS receive notification and
separates employee from service with
the City.

It is important to note that you have 30 days from your
last day of employment to meet with the Pension and
Benefits departments. Failure to follow this process
may result in the delay or deniol of certain Pension or
Benefits options.

=

Item #2

Exit Survey

When you separate from City employment, you will-be
afforded the opportunity to complete an exit survey
as part of the Off-Boarding process. Information
obtained through this process will assist in ideptifying
areas wheie the City is doing things right and provide
input on areas where the City may want to cpnsider
improvements.
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Pay Policies
& Benefits

This section presents general information about pay
policies and benefits. As applicable, the complete terms
and conditions of employee benefits are contained in
the documents in your benefits package and on the
City of El Paso Human Resources Department websie,
Your benefits under these plans wiil be determined
according to those plan documents. You should
review the benefits package provided to you as soon
as possible to understand your choices and to avoid
missing an enroliment deadline and unnecessarily
delaying participation.

The City of El Paso reserves the right 10 change or
discontinue plans at any time. As benefits change,
updates will be provided to you on the City’s website,
email, and various other internal communications as
appropriate.

Questions about a part cular benefit or situation not
addressed herein should be directed to the Human
Resources Department.
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Compensation

The City of El Raso’s-compensation program is -
designed to do the following:

Altract and retain qualified employees and
encourage growth and development

Ensure that you are fairly compensated for
the work that you do.

Performance Evaluations

Newly hired employees on ther initial probationary
period and employees on a promotional probationary
period will receive a Performance Evaluation within six
{6) months of starting their position. Subsequently, a
second Performance Evaluation will be conducted six
{6) months later, which will serve as the employee’s
annual Performance Evaluation

Al Civil Service and unclassified employees will
receive an annual Performance Evaluation. Temporary
and seasonal employees will not due to the short
duration of their assignments. However, regular and
ongoing feedback tc employees s encouraged
regardless of employment status. Perlormance
Evaluations will be required for all Civil Service and
unclassified employees on an annual basis, on each
employee’s classification annwersary date. As a
reminder, the classification anniversary date is the
date the employee entered their current job through a
promotion, as a new hice, or type of placement.

Pay Day & Deductions

You will be-paid bi-weekly through direct deposit. Bi
weekly pay dates are every other Friday throughout
the year. In the event these dates fall on a City holiday.
the City customarily makes payroll deposits on the day
prededing the holiday. The net amount you receive in
you{ payroll deposit is not the full amount of money
youlearn. An earnings statement showing your total
gross earnings, deductions, and the year-to-date dollar
amounts and leave balances will be provided to you
through the seif-service software system (PeopieSoft)
each pay period. It is your responsibility to check the
earnings statements for any errors. In the unlikely
event that there Iis an error in the earnings statement,
you should promptly bring the discrepancy to the
attention of your Payroll Department for correction
accordance with the Overpayment Recovery & Wage
Deduction Policy.

Deferred Compensation
DEFERRED COMPENSATION 457(b)

This is an employee-supported type of tax-advantaged
retirement plan far local government employees. You
are permitted to authorize a portion of your earnings
to be withheld, up to the limits set by the Internal
Revenue Service. Your contributions are taken
out of your paycheck before taxes. lowering your
overall tax bill today. When you lake out money in
retirement, you pay income taxes on the withdrawals.
Investment options and Loans are also available within
a 457(b) Plan. Non-uniform new employees hired after
September 2015, are automatically enrolled into the
City’s Deferred Compensation Plan al 1% gross income
unless the employee chooses to opt out. As of January
2024, the City Of El Pasa is providing a Roth option to
our Deferred Compensation plan,
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Overtime Pay

The workweak-is Sunday through Saturday. and the
standard workweek is set at 40 hours. When overtime
Is required and worked, overtime pay is as follows.

Non exempt employees working overgme will be
paid at one and one-half the base hoyrly rate for
time worked more than 40 hours in any workweek,
in accordance with the Fair Labor Standards Act
Holidays, sick days, and vacstion days will not
he considered as time worked for purposes of
calculating overtime pay unless provided for in an
approved Collective Bargaining Agreement. If you
are uncertain about whether you are non-exempt
or exempt (based on the Fair Labor Standards Act),
contact your payroll clerk or Human Resources.

Working overtime must be authorized in advance.
Failure to obtain such authorization may result
in disciplinary action and/or termination of
employment

The ability to work overtime is a part of every
employee's job requirement when requested
or required. The City expects that employees
will make every effort 10 work overtime when
requested to do so. Refusal or repeated inability
to work overtime may be grounds for termination
of employment.

Flextime

Flextime is a tool used to allow employees to work
hours that are not within the standard work schedule
There are times when a depariment’s operational
needs require employees to either come in earlier
than their normal reporting time or stay later than their
normal end-of-shift time.,

The adjustment of an employee’s work schedule must
be approved in advance by the immediate supervisor
prior to'the employee workingthe adjusted schedule.
It is the responsibility of the immediate supervisor
to verify and ensure the performance of employees
who are granted flextime. Good relationships 3| ong
everyone involved are imporant for a successiyl flex-
time policy. Trust is a big factor; supervisors mugt fee)
confident that employees will not abuse the benefits
that are inherent in a flextime schedule, Flextime is
a privilege, not a right, and if abused. may be taken
away at the discretion of the supervisor. Flextime
is approved on a case-by-case basis and only for a
specific period of time.

Examples of Flextime Schedules:

Adjusted Leave or Start Time, Employees may be
allowed 1o report later or leave earlier.

Adjusted Lunch Period. An employee’s length
of their lunch period may be adjusted white still
working a full day.

Compressed Workweek. Employees may, for
example, be allowed to work four 9-hour days and
one 4-hour day.

Social Security

Your payment of Social Security Taxes to the Federal
government is matched by the City. The City and the
Social Security office should have your current name
on their records. If you change your name, notify both
offices.
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Unemployment
Compensation

You may be eligible for Unemployment Insurance as
specified by the Unemployment Compensation Laws
The entire cost of Ung¢mployment Insurance is patd by
the City.

Health & Life Coverage

The City is self insured for health benefits and
purchases life insurance coverage for City employees
working a minimum of thirty hours. City employees,
working a minimum of 30 hours a week, may enroll
in the City’s Medical, Dental, Vision or Supplemental
Life Insurance Coverages. These insurance coverages
are also available for eligible dependents, for which
the employee and the City share the cost of each
(' benefit. The City provides basic term-life coverage,
accidental death and dismemberment coverage and
life coverage for spouses and eligible dependents at
ne cost 1o employees. Insurance coverages selected
by the employee become effective the first of the
month after 30 days of full-time employment. You must
enroll in these programs to receive these benefits.

If you wish to make any changes to your coverage
after your initial selection, you must wait until the City's
Annual Open Enrollment. Employees may be able to
make changes lo insurance ccverages mid-year if a
Qualifying Event is experienced and the employee is
within 30 days of that event. Please contact the Benefit
Services Office for more infarmation. Uniformed Fire
and Police emptoyees should refer ta their current
collective bargaining agreements to determine their
benefit coverages and cosls
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City-Observed Holidays

If one or more of the City-observed holidays fall on
either Saturday or Sunday, management may declare
the preceding Friday or the following Monday as an
alternate day off. Uniform Police and Fire personnel
shall refer to their respective collective bargaining
agreements for holiday information and guidelines.
Holidays other than those listed will not be recognized
as paid holidays. Upon prior approval, employees
may observe other holidays by charging the time off
against appropriate leave balances.

For any holiday falling within a period of paid
vacation, you will receive Holiday Pay for the day of
the abserved holiday. Straight-time will be paid for all
non-worked holidays. Employees qualify for holiday
pay only if they are In a pay stalus on the workday
immediately before and after a holiday. During a
holiday work week. overtime is figured after 40 hours
of worked time for non-exempl employees (non-
worked holiday hours do not count as work time).

Item #2
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The following are City-observed hotidays:

New Year's Day

Martin Luther King Holiday
Cesar Chavez Day
Memorial Day
Juneteenth
Independence Day
Labor Day

Veterans Day
Thanksgiving Day

Day After Thanksgiving
Chrislmas Day
Employee’s Birthday
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Vacation

-————Eligibility for vacation lesveis dependentuponemployee

status, as described earlier under EMPLOYMENT
POLICIES. The City encourages you 1o make regular
use of vacation time since the annual vacation benefit
is designed to provide you with an opportunity to rest
and enjoy a departure from the normal work routine.

acations are scheduled each year at the convenience
of the City and the employee. Every effort will be made
by the Chy to allow you to take vacation according to
the schedule that is most convenient to you. The entire
vacation period need not be taken at once. With your
immediate supervisor's approval, it may be separated
into more than one period to be taken during the year.

Accrual: Vacation is earned and calculated according
ta the schedule below.

All regular employees accrue vacation credit at the
following rates.

™ e Bdpry gty

For 0-5 years of service (96 hrs):

[ & "40-hr-per-week employees -~ 3.70 his
v = per biweekly pay period \

For >5 to 15 years of service (136 hrs):
* 40-hr-per-week employees — 5.24 hrs

per biweekly‘tpay perlod

For >45 or more years of service (160 hrs):

40-hr-per-week employees — 6.16 hrs
per biweekly pay pericd

4
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Item #2

The maximum-accrual for vacation leave-is 400 hours.

Employees who are on an unpaid leave of absence
status will not accrue vacation until they return to work
on a fegular basis.

The ¢ity does not advance vacation time. Vacation time
charged by an employee who has insufficient vacation
hours available will be treated as leave without pay.
Uniform Police and Fire personnel shall refer to their
respective collective bargaining agreements for
vacation infermation.

Limitations: Every effort will be made to grant your
requests to take a vacation when requested, however,
vacation requesls are subject to the needs of the City,
which includes always having adequate staff.

Following termination of employment, employees who
have completed one year of City employment will be
paid at their current rate for unused earned vacation
leave remaining at termination: however, all or a
portion of the unused leave may be used to offset or
repay the City for any outstanding loans or any other
indebtedness owed by the employee to the City of El
Paso. as permitted by applicable laws and City policy.
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Sick Leave

Paid sick Jeave-is-accrued and provided-to maintain
the continuity of your income during limited pericds of
non-job-related Hiness. Pro-rated accrual of sick leave

may be available to unclassified employees working
less than 30 hours,
Accrual. All regular and probationary empigyees who

are scheduled to work a8 minimum of forty (40) hours
per week are entitled to annual sick leave, with full
pay, in the amount of 120.0 hours per year or 4.62
hours per pay period.

Regular pari-time employees who are regularly
scheduled to work a minimum of twenty (20) hours per
week shall accrue sick leave at a pro-rated amount of
full time entitlement based on the number of hours
that they are scheduled to work.

Employees covered by collective bargaining
agreements shall accrue sick leave as provided in the
applicable agreement.

Employees may accrue unlimited sick leave.

Sick Leave Verification: No sick leave of three (3) or
more consecutive workdays will be granted to any
person without a medical certificate verifying that
the leave is necessary for medical/health reasons.
Additionally, no sick leave on the last scheduled
workday before, the scheduled workday of, or the first
scheduled workday after a City designated holiday will
be granted 10 any person without a certificate. Such
certificate must be from a health care provider and
venfy thal the leave is necessary for medical reasons

Department-specific rules and policies relating to sick
leave verification may be established that are more

Item #2

stringent. based on the nalure of the department's
operations and needs.

Limitations: Accrued sick leave s not paig at
termination of employment unless otherpise
required by @ Collective Bargaining Agreergent.

Emergency Sick Leave

Emergency Sick Leave may be granted under the sick
leave clause for the following reasons:

A quarantine established by the Health Authority.

Death of mother, father, child, grandchild, brother
or sister, spouse or designated household
member, or their child, or parent. A maximum
of five (5) days of sick leave may be granted for
this purpose per event. Employees shall provide
written documentation of the funeral or death.

Death of other relatives or other persons with
whom the employee has a significant familial
relationship, Leave with pay in such cases may be
for not more than one (1) day to permit attendance
at the funeral.

liness of the employee's immediate family.
“Immediate family" is defined as the spouse,
designated household member, children, siblings,
grandparents, or parents of the employee or of
the employee's spouse or designated household
member. No more than two days per pay
period may be authorized 10 permit necessary
arrangements for care unless the employee takes
leave under the Family and Medical Leave Act.
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5.

Military Leave

Military—leave for City employees is provided in
accordance with the Uniformed Services Employment
and Reemployment Rights Act {USERRA) and State
military leave laws. ployees serving in the US.
Armed Forces will be|allowed paid military leave in
accordance with the Clty's Military Leave Policy.

Family & Medical

Leave of Absence

The Family and Medical Leave Act (FMLA) ealitles
eligible employees to 12 weeks of unpaid leave of
absence far qualifying reasons and events. Employees
will be granted leave in accordance with the City’s
FMLA Leave policy.

Leave of Absence

Leave of Absence may be granted in accaordance
with the City’'s Non-FMLA policy and FMLA Leave of
Absence policy.

Employees with ane or more years of service are
eligible for a leave of absence not to exceed twelve
consecutive months, Employees with less than one
year of service are eligible for a leave of absence not
to exceed ninety {90) days. For employees within their
first year of employment, the leave of absence may not
exceed 90 days The request for leave must include
the amount of time expected to be away from work
and medical certification with the dates of incapacity.
The employee is required to reapply for the leave of
absence every thirty (30} days and provide updated
medical documentation from a healthcare provider.
Employees qualifying for FMLA leave must utilize all
available FMLA leave before being eligible ta receive
an additional leave of absence.

Item #2

Civil Leave

The head of any departmentshall grant an employee
leave for any absence necessary for serving on a
jury, attending court as a wilness when subpoenaed
due to court cases involving the City of El Paso,
or registering for and talling tests of fitness for
promation in the City servide during scheduled work
time. A department head fay grant leave with full
pay 1o an employee for voting in an election, with
prior supervisor approval. Civil Leave pay shall be for
only the hours served.

You must notify your immediate supervisor that you
have received a summons or subpoena after receiving
it. Additionally, you must submit a copy of the statement
from the court showing the dates you served on jury
duty or as a subpoenaed witness to your immediate
supervisor on the first workday following your return
from court service. You are expected to work that
portion of your normal workday not spent in court or
performing duties in connection with court service.

Life-Threatening llinesses

The City of El Paso recognizes that employees with
life-threatening iltnesses, such as cancer, heart
disease, and HIV/AIDS, may wish to continue their
normal pursuits, including work, to the extent that
their condition allows. The City will make reasonable
accommodations, in accordance with all laws and legal
requirements, to allow qualified employees with life-
threatening ilinesses to perform the essential functions
of their jobs. The medical information on individual
employees is treated with the strictest of confidence
and in accordance with privacy and confidentiality
laws. The City will take every reasonable precaution to
protect suchinformation frominappropriate disclosure.
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fety &
njuries
on the Job

Your safety is
extremely important.

Your supervisars are responsible for ensuring that you
have safe working conditions and equipment. However,
being safe involves more than just having safe working
conditions - it involves your participation. You must
exercise safety swareness and the need to be constantly
on alert for unsafe conditions or any situation which may
lead to an injury to you or your fellow employees.

Safety awareness means you look out for yourself
and the people working with you. You are expected
to know and observe all the safety rules relevant
to your job and work area as reviewed wilh you by
your immediate supervisor.

Always exercise reasonable care while on the job.

Become familiar with any emergency instructions
posted for your work unit and with all the exits
for the area where you work. Report any unsafe
conditions to your immediate supervisor or the
Department Safety Coordinator

Item #2

Report all accdents {regardless of severily} 1o your
supervisor or member of leadership immediately
after they occur.

In accordance with Ordinance 8064, Section 4.4,
any on-the-job injury or exposure must be reported
to your supervisor as soon as it occurs ( or you are
made aware of the exposure} and within 48 hours of
the occurrence to be eligible for AWP {accident with
pay benefit)

If an injury or illness is so serious thal medical
attention must be soughi immediately, then do so
and contact your immediate supervisor as soon
as possible.

In the event a fellow employee or a visitor is
injured or becomes seriously ill, do not attempt
1o move the individual, call 911 immediately and
notify a supervisor or manager of the situation.
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GENERAL INFORMATION

For more detailed information, consult the City's
Employee Safety Procedures Manual located on the
City's website and yourimmediate supervisor.

Uniformed Police and Fire personnel should refer to
their respective collective bargaining agreements for
notification of injury timelines

Electronic Devices

You may be issued a cell phone or other electronic
device for work-related duties. If so, you are expected
to protect it from loss, damage, or theft. Upon
separation of employment, you must return it in good
working condition or reimburse the City for the cost of
areplacement. Employees must also repay the City for
any excessive or unauthorized use.

You mus! not use a cell phone while driving. Your safety
comes before all other concerns. If you must accept
business catlls, you must use a hands-free device or
pull off the road before answering the call. Under no
circumstances are you allowed to place yourself or
others at risk to fulfiil business needs while driving
any vehicle. Employees who are charged with traffic
violations or incur other liabilities resuiting from their
use of a cell phone while driving on City business are
responsible for liabilities that result from such actions
and may be subject to disciptinary action,

Telephone Calls & Etiquette
How City employees communicate with customers
and each other should align with the City's Mission,
Vision, and Values as follows:

Use a moderate rate of speech, a natural, friendly
tone of voice, clear enunciation and articulation

Promptly answer all incoming calls and identify
yourself. Be as helpful as possible and transfer the
calf only when necessary.

Item #2

Express empathy to irate callers. Get the det’alls
and offer 1o help. '

When answering a call for another employee, identify
yourself and be helpful. Be discreet in explaining a
coworker's absence. Take accurate messages and
verify the phone number with the caller.

Inform the caller when you must put them on hpid
and return as prompltly as possible,

Courteously end ali calls and gently replace the
handset.

It is, of course, in everyone's interest that City phones
are kept free for business, and your cooperation in this
regard is expected. Personal phone calls are permitted
on an incidental basis. Personal long-distance calls may
notbe charged to the City. The City may monitor any use
of its telephone equipment without notice. Additionally,
personal cell phane use should be kept to 8 minimum
when and if permitted.

Working Hours

The City renders service 24 hours a day, seven days
a week. Consequently, your dailty hours of work and
workweek will vary, depending on your job and the
services rendered by the department or division in
which you work.

Personal Information
Changes

The City of El Paso maintains a record of the name,
home address, and telephone number of each
employee and emergency contacl. It is important that
these records be kept up to date.

You must promptly report changes in your name,

home address, telephone number, marital status, and
emergency contact by making the approgriate changes
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in the City’s self-service software system (PeopleSoft).
You may also revise the number of exemptions on your
W-4 for income 1ax purposes in PeopleSoft.

Personal Mail

Mailroom services are irftended for business use only.
Due 1o the large volume of mail that 1s processed
every day, personal mgil should not be directed to
your City address. Further, the City retains the right to
open all inbound and outbound mail received by the
mail room. Personal privacy should not be expected
for any mail processed internally.

Personal Property

The City of El Paso accepts no responsibility for theft
of or damage to personal property af employees on
City premises. It is recommended that employees not
bring valuabtes onto City premises, and never leave
handbags, wallets, or other valuables unattended or
unsecured.

Violence Prevention

The City of El Paso seeks to provide a safe work
environment free from acts and threats of violence
and to respond effectively when they occur Acts
of violence and threats of violence, including any
conduct involving the workplace or work relationships
that cause an individual to reasonably fear for his or
her safety, and the safety of his or her family, friends,
associates, or property, are prohibited

The possession of a weapon on a workplace worksite,
inciuding open carry and concealed handguns, is
strictly prohibited, except as allowed by state or
federal law. Authorized law enforcement and security
personnel are exempted. Employees that are issued
or authorized to use tools or equipment are excepted

X

Item #2

from this restriction provldes:l such equipment and
tools are only used in accordance with the City of El
Paso’s Violence In the Workplace Pollcy.

If you suspect any employee is in violation of these
prohibitions, immediately report the facts to any
supervisor or the Human Resources Department.
Retaliation will not be tolerated against any employee
who reports a suspected violgtion.

Employees should contact the Police Department
directly by calling 911 when they have reason to
believe that doing so is essential to prevent actual
or imminent unlawful harm to themselves, others,
or property. If the Police Department is contacted
first, then your supervisor should be contacted
immediately thereafter,

Social Media

The City recognizes the rale that social media tools play
in the personal lives of its employees. The City is not
attempting 1o regulate the personal private use of social
media by employees, board members, volunteers
and others to whom this policy applies; however, it Is
important to emphasize that personal use of social
media can have an effect on your official capacity
with the City. This policy should not be interpreted or
construed to restrict any employee rights.

Employees, board members and volunteers are free to
express themselves as private citizens on social media
sites to the degree that their speech does not impair
or impede the performance of their duties, impair
discipline and harmony among coworkers, or is untrue,
presents the City In a false light or divulges confidential
information or ptans about the City or their department.
For more detailed information, consult your immediate
supervisor, the City’s Human Resources Department
or the City's Social Media Policy.
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If you maintain a website or are writing a blog that
will mention the City and/or our services, employees,
partners, and citizens. identify—that you are an
employee of the City and that the views expressed are
yours alone and do not represent the views of the City
You are not authorized to|speak on behalf of the City
or to represent that you dp. Our logo and trademarks
may not be used withogt written permission from
the City. This is to prevent the appearance that you
speak for or represent the City. If you are maintaining
a website or writing a blog that will mention our City
and/or our services, employees, partners, and citizens,
alert your manager.

You may not share information that is confidential or
proprietary about the City. This includes information
about our services, sales, finances, employees,
strategy, and any other information that has not
been publicly released by the City. These are only
examples of information that the City considers
confidential and proprietary. If you have any questions
or concerns about whether information has been or
may be released publicly, speak with your manager,
Department Director or Human Resources before
sharing it. You cannot use City equipment, including
computers or other electronic devices or equipment.
or work lime, to conducl personal blogging or social
networking activities.

The City expects you to write knowledgeably,
accurately, and professionally about our services,
employees, partners, and citizens. Despite disclaimers,
your Interaction on social media can result in the public
forming barmful opinions. Avoid any behavior that will
reflect negatively on the City's reputation. Unfounded
or derogatory statements, misrepresentations, as
well as any commentary, content, or image that is
defamatory, pornographic, proprietary, harassing,
or libelous will result in disciplinary action up to and
Including termination of employment.

Item #2

You are personally responsible for your commentary
on blogs and social networking sites. You can be held
personally tiable for commentary that is considered
defamatory, obscene, proprietary, or libelous by any
offended party.

Security

Bringing guests, vendors, and |former employees to
any work area is prohibited unless authorized by a
supervisor or a manager. Visitors may only be admitted
to our facilities through the main entrances. You are
responsible for assuring that anyone you take beyond
the reception area has proper authorization and has
signed the register at the front desk.

Security Inspections

The City reserves the right to conduct searches for
the purpose of monitoring compliance with work and
safety rules, including rules concerning the security
of the City and individual property, drugs and alcohol,
and possession of other unauthorized and prohibited
tems. To protect our employees and ensure the
safety and security of our facility, the City reserves
the right 1o ask questions as well as to search
employees, their cars, desks, files, lockers, and
personal items while on City premises. If a search is
requested, the employee should be assured that it is
not an accusation of theft or other wrongdoing, but
merely part of an investigation.

An employee will never be forced to submit to a
search. However, refusal to submit 1o a reasonable
search, after a fair warning, may result in disciplinary
action, up to and including termination.

City-owned vehicles, desks, and lockers may be
provided for the convenience of employees but
remain the sole properly of the City. Unauthorized
storage of City or personal property and overnighl
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storage of perishable food in employee desks and
lockers is not permitted.

In summary:

his policy 15 for the purpose of monitoring
lompliance with work and safety rules.

search of an employee's person and/or

ersonal items will be initiated by a request for

an employee’s consent to conduct a reasonable
search.

Employee submission to a reasonable search
procedure is a candition of continued employment
andfailure to cooperate in a search or investigation
can lead to termination of employment.

If the City allows an emplayee to have a locker,
locked desk, or other storage areas, the City will
either furnish the fock and keep a copy of the
combination or key or wili allow the employee to
furnish a personal lock, but the employee must
give the City a copy of the key or combination,
upon request.

To assure compliance with these rules, and in the
interest of maintaining a safe, drug-free workplace
for all its employees. the City retains the right to
open employee desks and lockers and inspect
their contents at any time and without notice.

Consistent with existing policy, the City accepls
no responsibility for theft or damage 1o personal
propeisly placed in empioyee desks and lockers.

This policy apples to all City employees.

Identification Badges

An identification badge with the employee's picture
is issued to all employees. Your identification badge
should be always worn and readily visible while you
are on City premises.

Item #2

If you lose your identification badge, notify Human
Resources immediately to schedule an appointment
to replace it, employses are responsible forthe Tost
of replacement. Identification badges remain the
property of the City and must be returned to Human
Resourced upon separation of employment. The cost
of unretufned badges may be deducted from the
employee final payout. Employees may be asked to
surrender their badges under certain circumstances.

Authorized Meal Breaks

Generally, eating meals at your workstation is not
acceptable. Non-exempt (hourly) City employees who
bring their lunch to work or order in may eatin any break
room or authorized area. Keeping these areas neatand
orderly is a responsibility shared by each of us. Your
cooperation in cleaning up afier yourself is expected.

All employees, including those who work outside of
City facilities, are required to take their scheduted
meal break unless otherwise authorized in advance
by their supervisor.

Non-exempt employees may not work through or while
on their meal breaks unless authorized in advance
by their supervisor. In accordance with the Hours of
Work Policy, all employees are expected to work their
normal work schedule. Flexing is permitted with prior
supervisor approval.

Parking

City parking lots are part of the City premises. All
City policies and rules apply to employees and their
vehicles while on or in lthese lots. You must observe
the parking rules established by the City, including
the parking space restrictions for visitors and the
disabled community.
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Use of City parking lots is at your own risk. The City
assumes no responsibllity for any damage to or theft
of any vehicle or personal property left In a vehicte
while on or in its lots. When entering lots that have
card reader access, employees must use their badge
to enter the lot, even if the electronic arm is still up.
The arms are set on a timer and employees whp do
not badge to keep the arm up may incur damage to
their vehicle, at their own expense. The emplpyee
may also be held liab'e for damages to the arm system
when the employee does not badge 10 enter.

Employee Suggestion

The City encourages every employee to share
suggestions for improvements. Employees are invited
to share ideas and suggestions that may help the City
of El Paso operate mare efficiently. If you or your team
has an ides about how to improve work procedures,
improve safety, or reduce waste, discuss those
ideas with your supervisor, manager, or Department
leadership.

Employee Associations

City employees may belong to employee associations.
The uniformed Fire and Police have employee
associations with collective bargaining rights. Pursuant
to state law, other City employee associations do not
have collective bargaining rights

s
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IN CLOSING

Now that you have read this employee handbook, we
hope we have answered many of the questions you
might have had concerning your employment with the
City of €1 Paso. Remember that we fully support open
communication at the City. ¥f you have a question or
a concern, ask your immediate supervisor and give
them the apportunity to respond

The City and its employees must adhere to all
applicable federal and state laws. Every effort has
been taken to make sure the information in this
handbook is accurate and in compliance with those
laws. In the event a conflict exists or develops, the
laws will control

25

Item #2

Nothing in this handbook is intended to create, noris it
to be construed to constitute, a contract between the
City of £l Paso and any of its employees. The City retains
the right to make changes to the material contained
in this handbook from time to time to meet changing
conditions, laws, and organizational needs. When this
accurs, revisions will be posted on the City's Intranet.

Employees will be required to acknowledge receipt

of this handbook during the completion of the
Onboarding process.
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| understand that | am to read, become familiar and
comply with the City of El Paso’s Employee Handbook
("Emplayee Handbook”), which contains a synopsis
of the City's policies, procedures, and guidelines
related to my emptoyment. | can find a copy of
the Employee Handbook on the City's Intranet at
www.my.elpasotexas.qov under “Quicklinks” or on
the City's Human Resources webpage located at
www.elpasotexas.gov/humarn resources. if | have
a question regarding the interpretation of these
policies, procedures, and guidelines, | will contact
my immediate supervisor or the Human Resources
Department for clarification.

{ understand that this handbook is not an express
or implied contract of employment and that it does
not create any rights in the nature of an employment
coniract. Rather, this handbook is an overview of palicies
related to my employment with the City of El Paso

| also understand that the City of El Paso reserves
the right to modify, revoke, suspend. or terminate
any of the procedures or guidelines described in this
handbaok, at any time, with reasonable notice. By
accepting or continuing my employment with the City,
| agree to comply with any such changes as the City
may implement and no further consent from me shall
be necessary.

Item #2

ACKNOWLEDGMENT SIGNATURE

Acknowledgment of Receipt
of the Employee Handbook

Employee Signature:

Printed Name:

Date:

Last four of SSN#.

C R
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SUGGESTIONS

Employee Handbook
Feedback & Ideas

Now that you have read this Employee Handbook, we would

like your comments and suggestions on its content.

As information or policies change, the handbook
will be updated, and you will be sent new pages
to insert. At those times, we will be able to make
improvements based on your suggestions

is there a subject you expected to see included that
is not covered? If so, what is it?

Is there a secuion that you considered confusing or
insufficiently covered? i so, what section s it and
what gquestions do you have?

Do you have any other suggestions for improving
the Employee Handbook?

Please send your ideas to the Deputy City Manager
Araceli Guerra at GuerraAJ@elpasotexas.qoy.

~m
>
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy: Americans with Disabilities Act {ADA) — Reasonable Accommodations Policy
Creation Date: May 30, 2015

Prepared By: HR Department

Approved By: City Manager

Legal Review: Elizabeth Ruhmann

POLICY: AMERICANS WITH DISABILITIES ACT (ADA) - REASONABLE ACCOMODATIONS

To provide reasonable accommeodations for employment with the City of El Paso (the “City”} to
individuals with permanent disabilities.

.

POLICY >

The City Is committed to providing equal employment opportunities to individuals with
disabllities, those regarded as having disabilities and those associated with individuals with
disabilities. Accordingly, we do not discriminate against qualified individuals with disabilities in
regard to application procedures, hiring, advancement, discharge, compensation, training or
other terms, conditions and privileges of employment. The City complies with all federal and
state laws concerning the employment of persons with disabilities and acts in accordance with
regulations and guidance issued by the Equal Employment Opportunity Commissions (EEOC).

ELIGIBILITY

The City will engage in the interactive process to find reasonable accommodation(s) for
qualified individuals with a disability to enable them to perform the essential functions of a job,
unless doing so causes an undue hardship to the City, or a direct threat to these individuals or
others in the workpiace, or the public, and the threat cannot be eliminated by reasonable
accommodations.

When an individual with a disability is requesting accommodations and can be reasonably
accommodated without creating an undue hardship or causing a direct threat to workplace
safety and/or public safety, he or she will be given the same consideration for employment as
any other employee or applicant.

All employees are required to comply with City safety standards. Current employees who pose
a direct threat to the health and safetyg nselves or other individuals in the workplace or

e e
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the public will be placed on appropriate leave. The City will make a lawful and reasonable
decision in regard to continued employment.

Individuals who are active illegal drug users are excluded from coverage under the City’s ADA
Reasonable Accommodation Policy.

The City’s Human Resources (HR) Department, through Its ADA Coordinator, is responsible for
implementing this policy, including requests for and resolution of reasonable accommodations,
safety and direct threat determinations, and undue hardship issues. All requests for reasonable
accommodations must He presented to the HR Department, the Departmental HR Manager, or
the employee’s supervisdr who will forward the request to the HR Department,

DEFINITIONS

“Direct Threat” means a significant risk to the health, safety or well-being of individuals or
others when this risk cannot be eliminated by reasonable accommodations.

“Disability” means a permanent physical or mental impairment that substantially limits one or
more major life activities of the individual, a record of such an impairment or being regarded as
having such an impairment.

( “Essentlal functions of the Job” refers to those job activities that are determined by the City to
be essentlal or core to performing the job; these functions cannot be modified.

“Major bodily functions” is a term included in the Americans With Disabilities Act Amendments
Act (ADAAA), may include physical or mental Impairments such as any physiological disorder or
conditlon, cosmetic disfigurements, or anatomical loss affecting one or more body systems,
such as neurological, musculoskeletal, special sense organs, respiratory (including speech
organs) cardiovascular, reproductive, digestive, genitourinary, immune, circulatory, hemic
lymphatic, skin and endocrine. Also covered are any mental or psychological disorders, such as
intellectual disabllity (formerly termed “mental retardatlon”) organic brain syndrome,
emotional or mental iliness, and specific learning disabilities.

“Major Life activities” include the following: caring for oneself, performing manual tasks,
seeing, hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing,
learning, reading, concentrating, thinking, communicating and working.

“Qualified individual” means an individual who, with or without reasonable accommodation,
can perform the essential functions of the employment position that such individual holds or
desires.

“Reasonable Accommodation” includes any changes to the work environment and may include
making existing facilities readily accessible to and usable by individuals with disabilities; job
restructuring; part-time or modified work schedules; reassignment to a vacant position;

N . _ - 2
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acquisition; or modification of equipment or devices; appropriate adjustment or modifications
of examinations, training materials or policies; the provision of qualified readers or interpreters;
and other similar accommadations for individuals with disabilities.

“Reassignment” is non-promotional placement into a vacant p?sition for which the individual
qualifies. Reassignment may be provided to employees who can no longer perform the
essential functions of their regutar job due to a disability but are able to work and perform the
essential functions in another job.

“Subgtantlally imiting” In accordance with the ADAAA final regulations, the determination of
whetBer an Impairment substantially limits a major life actiyity requires an individualized
assesgment, and an impairment that is episodic or in remission may also meet the definition of
disability if it would substantially limit a major life activity when active. Some examples of
these types of impalrments may include epilepsy, hypertension, asthma, diabetes, major
depressive disorder, bipolar disorder and schizophrenia. An impairment such as cancer that is
in remission but that may possibly return in a substantially limiting form is also considered a
disabllity under EEOC final ADAAA regulations.

“Undue Hardshlp” is an action that Is unduly costly, extensive, substantial, or disruptive, or that
would fundamentally alter the nature or operation of the City.

The examples provided in the above definitions are not meant to be all-inclusive and should not
be construed as such. They are not the only conditions considered to be disabilities,
Impairments or reasonable accommodations covered by this policy.

IN ES:

. REASONABLE ACCOMMODATIONS APPLIES TO THREE ASPECTS OF EMPLOYMENT

A. To assure equal opportunity in the employment process
B. To enable a qualified individual with a disabllity to perform the essential functions of a

job
C. To enable an employee with a disabllity to enjoy equal benefits and privileges of
employment
Il. REQUESTING AND | AB ODATIONS

A. Any applicant for employment or current employee may request a reasonable
accommodation by contacting the City's Human Resources Department, ADA
Coordinator. The ADA Coordinator will request the name, address and
telephone/contact Information of the person requesting the accommodation. The
request must indicate the specific limitations and the type of accommodations
requested, with an explanation of how the accommodation will allow the performance
of the essentlal functions of the position ar the particlpation in the subject activity.

3
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should an applicant or employee require assistance in the interactive process, a
representative may participate so as to facilitate the efficient and effective
communication and collection of information relative to the request for reasonable
accommeodation.

B. Verification of the disability by the requester's physician, medical provider or
vocational/rehabilitation specialist may be required. If medical verification Is required,
the person requesting the accommodation must sign an authorization for the release
of medical/health care information. Any medical and health documentation will be
collected and maintained on separate forms and in separate, locked files.

C. When a qualifled individual with a digability has requested an accommodation, the ADA
Coordinator, shall, in consuitation with the individual:

1. Discuss the purpose and esséntial functions of the particular job involved.
(Completion of a step-by-step job analysis may be necessary)

2. Determine the job-related limitation

3. Identify the potential accommodations and assess the effectiveness each would
have In allowing the individual to perform the essential functions of the job

4. Select and implement the accommodation that Is the most appropriate for both
the individual and the City. While an individual’s preference will be given
consideration the City may choose among equally effective accommodations and
may choose the one that is less expensive or easier to provide.

( 5. The ADA Coordinator will work with the employee to obtain technical assistance,

as needed.

6. The ADA Coordinator will provide a decision to the employee within a reasonable
amount of time

7. If an accommodation cannot overcome the existing barriers or if the
accommodation would cause an undue hardship on the operation of City business,
the employee and the ADA Coordinator shall work together to determine whether
reassignment may be an appropriate accommodation.

It GENERAL CONSIDERATIONS

A. The determination whether to provide an accommodation is made on a case-by-case
basls. This is an individual process through which the ADA Coordinator, the individual
and the department discuss and arrange for the necessary and reasonable
accommodation.

B. The City may not compel an individual with a disability to use an accommodation that Is
not requested or needed by an individual, nor necessary to perform the job.

C. Employees with disabllities who refuse an accommodation may no longer be considered
qualified If they are unable to perform all of the essential functions of the job without
the accommodation.

D. The City’s duty to initiate the process may arise when a need for accommodation is
known, including when a qualified individuai applies for the employment or an

O o _ e ] 4
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employee’s disability or job changes. Supervisors must notify HR immediately when
they become aware of the need for restrictive duty.

£. Reasonable accommodation items that are purchased by the City are the property of
the City.

F. Employees who are temporarily unable to perform the essential functions of their
position due to medical restrictions that cannot be reasonably accommodated may be
eligible for a transitional duty assignment as outlined in the City’s “Transitional Duty
Policy”.

iV REASSIGNMENT

A. Employees who cpnnot perform the essential functions of their job with jor without
reasonable accommodation may be eligible for reassignment to a vacant position.

B. To be eligible for a job reassignment, the employee must meet the minimum
qualifications for the position. The City has no obligation to train the employee to
become qualified for reassignment to another City position.

C. Reassignment offers employees the opportunity to fill non-promotional job vacancies
with the City.

V. RETURNF L LEAVE OR ABSENCE

A. An employee who returns from a medical leave or absence must provide to the City a
release from the employee’s health care provider stating whether the employee can
return to work with or without permanent restrictions. if the health care provider
indicates that the employee has one or more restrictions because of a disability that
requires reasonable accommodations, the City and employee will engage in the
interactive process set forth herein to determine what reasonable accommodations are
needed so that the employee can perform the essential functions of the job with or
without accommodations. If, because of restrictions identified by the employee’s health
care provider, a return to the same position held prior to the absence is not possible
because the restrictions prevent the employee from performing the essential functions
of the employee’s job, with or without accommodations, the employee may be
considered for reassignment.

APPROVED BY:

DATE: / J/

5
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Americans with Disabilities Act

ADA Supervisor|Guide

What is it?

= The ADA Act, a Federal civil rights law, prohibits
discrimination on the basis of a disability.

* The City will engage in the interactive process to find
reasonable accommaoadation(s) tar qualified
individuals with a disability who are requesting an
accommodation.

* Reasonable accommodations:

¢ Enable employees to perfarm the essential
functions of a job.

© Are provided without creating an undue hardship
or causing a direct threat to workplace safety
andfor public safety to the City.

Who qualifies?

» A qualified individual with a disability is someone who:
° Has a physical or mental impairment that
substantially limits one or more major life activities.
© Has a history or record of such an impairmant, or is
percelved by others as having such an
impairment.
° Has disabilities that may be visible or not visible.
¢ The City's Human Resources ADA Coordinator works
directly with employses to implernent reasonable
accommodations.
o Supervisors do not authorize, determine, or
implement reasonable accommedations without
HR approval In all cases, refer to the HR ADA
Coordinator $0 that reasonable accommodations
may be recorded and go through the ADA Process.

Item #2

gy

N\
ADA Process

1. All ADA accommodations must be submitted via an ADA ticket
through HR Cherwell Portal by employese or by Supervisor on behatt
of empioyee. A ticket may be submitted due to one of the follewing:

a. if an employee returns to work and provides medical note to
Supervisor stoting permanent restrictions (i.e. no lifting more
then 20 Ibs).

b. If Supervisor believes employee may be a candidate to an
accommaodation under ADA (i.e. employee is not able to
perform some of their job duties without a reasonable
accommaodation).

2. HR ADA Coordinator will work directly with employee.

3. If ADA accommodations are approved (through the interactive
ADA process), a copy of the accommodations will be provided to
the Supervisor and employee and kept in the employee’s medical
file.
a.The ADA Coordinator works with the employee and the
department to discuss and arrange tor the necessary ond
reasonable accommodation(s) that will allow the employee to
perform their essential functions.

4. Supervisor willimplement approved accommeodations listed on
the ADA Approval Letter.
a.Any medical

informatton, to include a
disability, is confidential
information and will not
be shared with
Supervisor or
departmental staff.
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b

What do reasonable accommodations look like?

8elow are some exampleg of ADA accommodations a Supervisor, on
behalf of employes, or thg employee themselves may request.

Remaote Work Ergonomic Equipment
Employees with disabilities might benefit from An employee might need ergohomic
remote work arrangements (if the positions allows), furniture and equipment, required by a
allowing them to work from home where their medicol condition.
enviranment can be better controlied.

Modified Breaks
Flexible Work Schedule An employee with a medical condition might
An employee with a medical condition that causes need additional or extended breaks to manage
fatigue might be allowed to work flexible hours, their condition as indicated by their medical
such as storting later in the morning to provider.
accommaodate their energy levels.

Accessible Communication
Accessible Workspace A blind or visually impaired employee may be
An employee with a mobility impairment may need provided with aossistance andfor materials in
their workspace to be modified to be accessible, accessible formats, such as large print, Braille,
including adjustments to desk height, doorways, or electronic formats to access computer systems and documents.

and pathways. Quist Workspace

Privacy Screen Protector An employee with sensory .
Employee may reduce eye strain and/or TR PR sensitivities might require a quiet
migraines through the use of privacy screen workspace of noise-canceling
protector. headphones to help them focus
and reduce sensory overload.
sign Language Interpreter

Employees who are deaf or hard of hearing
may require a sign languags interpreter or
occess to speech recognition software
during mestings, presentations, or training
sessions to ansure effective cormmunication.

e Phone #: 916-212-0045

Reminder: Reasonable e Ssubmit g ticket
@ accommadations are related to
the essential functions of an
employee’s current position. . City 000143
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SUSPENSION APPEAL FORM

Date: Augusi Sth 2025

Civil Service Commission Secretary R E C E ' V E D ]

300 North Campbell AUG 0.72-2025
El Paso, Texas 79301 CIVIL SERVIC -

COMMISSION
To the Honotable Civil Service Commission: &

|, _SamanthalR. Sapien ,of the Zoo

Department, junder the provisions of 6.13-4, hereby appeal my Dopanmemlhead's order given

to me on _7/28/2025 to to place me on SUSPENSION from
August 8th to August 11th

Addlitional comments:

This was for an incident involvmgra fallure of another employes 1o finish a task that is expected
Taoh employoe As he was in lmmng nor was fa p:ecoplor so Iwas no! lISEIe 5} ﬁ!

hnm nor did he go into the stalls he had ]l cisened and doubie check ‘before he locked up and
Animals ware shifled.

Signature: %
(Piease Print)

Name: Samaniha R Saplen

acaress: [N

Citystaterzip: NN

Telephone: NN

Employee 1D #: ______ Last 4 of SS#-__
Do you have an attomey or personal representative? Yes [x] No (O

if yes, Please give name and address:
Brian Kennedy Law
310 N. Mesa St., Suite 814
El| Paso TX 79801

Suspension Appeal Form.DOT 05 11 2017
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Item #2

El Paso Zoo Department

T0: Samantha Saplen, Zoo Keeper,
FROM: Joseph Montisano, Zoo Director
DATE: July 29, 2025

SUBJECT: Acknowlsdgement of Dogumen

T
This memorandum is to acknowiedge your receipt of the following documents
regarding the Notice of Suspension provided to you on July 29, 2025

Notlce of Suspension (8 pages)
Supporting Documents (8 pages)
Acknowledgements {4 pages)

Disclpline History (1 page)

Disciplinary Policy and Matrix (11 pages)

I am acknowledging recelpt of the above documents.

=
Sgature

RECEIVED
July, S9th S085 AUG 25 2025

Date

CiVIL SERVICE
CONMMISSION

Joseph Montisano - Zoo Director
El Paso Zoo | 4001 E Paigsano | El Paso, TX 79805
O: (815) 212-0868| Email. MontisanoJ@elpasotexas.gov
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EP CITY OF EL PASOQ, TEXAS

TX NOTICE OF SUSPENSION

e
Name  Samantha Sapien Last4 #s of SS # [ Date: July 29, 2025
Position: Zoo Keeper Employee ID# N

E—

From: Zoo Department
Subject:  Suspension Without Pay l

THIS 1S TO NOTIFY YOU THAT YOUR EMPLOYMENT WITH THE CITY OF EL PASQ IS HEREBY
SUSPENDED FOR THREE (3) WORKDAYS EFFECTIVE W, ;%0% Q710 ﬂv%vs\_-u 20728

02S
THE FOLLOWING ARE THE STATUTORY REASONS OR GROUNDS AND SPECIFICATIONS OF FACTS
WHICH HAVE NECESSITATED THIS ACTION.

CHARGES:

YOU HAVE VIOLATED THE FOLLOWING CITY OF EL PASO CIVIL SERVICE COMMISSION CHARTER
PROVISIONS, ORDINANCES, RULES AND REGULATIONS:

CITY CHARTER - ARTICLE VI - Clvil Service
- SECTION 6.13-2, DISCIPLINARY ACTJON; REDUCTION

A regular employee may be discharged, suspended or reduced in rank or position as provided in the Charter or further
defined in the Rules

TION 6.13-3 N
The foltowing, which may be further defined in the Rules, may constitute causes for discharge, suspension or reduction in
grade of regular employees:

F. Incompetency or negligence in the performance of duties, including but not limited to, failure to perform

assigned tasks, or failure to discharge dutics in an accurate, prompt, :ORE'ICrEwiE Dn er;
P. For just cause AUG 25 2005
CiViL SERVICE

| HAVE RECEIVED ECOPY OF THIS NOTICE
_— f
2,@ 'S Signatur DEPARTMENT HEAD

Date: _.\uut..;lﬂlh_én&é COPY RECEIVED AND FILED

8Y CERTIFIED MAIL NUMBER: HUMAN RESOURCES

BY

DIRECTOR

DISTRIBUTION: Originsl ~ Human Resources Department; Copy - Department

L Page 1 of 8
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BB ~EITY OF EL PASO-TEXAS
TX NOTICE OF SUSPENSION
BRI

Name:  Samantha Sapien Last 4 #s of SS # [N Date: July 29, 2025
Position. Zoo Keeper Emptoyee 1D #: [
v RVICE CO JULATI

ON, DISCHARGE
i duction or Dischar

The following may congtitute causes for discharge, suspension or reduction of regular employees: That an officer or
employee in the Civil Sefvice:

f. Is incompetcht or negligent in the performance of duties, including but not limited to, failure to perform

assigned tasks, or failure to discharge duties in an accurale, prompt, competent, of responsible manncr; or
(Amended 8/25/09, 9/17/13)

p. For just cause. (Added 7/21/07)

ipli otice

Disciplinary actions in the nature of a discharge, involuntary reduction, or suspension taken against & regular employee,
other than at the end of a probationary period, will not become effective unul the Department Head has first sorved upon
such employee a written notice of discipline. The notice must contain one or more statutory reasons or grounds for discipline,
together with such specifications of fact as will caablc the employec to make an explanation and place him fairly upon his
delense. The specifications of fact shall be of sufficient specificily so as 1o preclude the possibility of disciplinary action for
the same act or omission in the futurc. Nothing contained hercin shali prohibit the Department Head from using an
employec's prior acts or omissions resulting in discipline in determining future disciplinary action against the employee.
An employce may be disciplined for other acts or omissions not specified in the notice even if such acts arise from the same
incident or event. A Department Head may not unilatcrally reduce the discipline given once notice of discipline has been
provided to the employee, without the employec's conscnt. A copy of such notice of discipline, together with the employec's
explanation, if any, will be filed with the Human Resources Director. (Amended 06/24/03, 7731/07, 8/25/09)

. Notice of Pr Disciplin

a. When disciplinary action in the nature of a five (5) day suspension or greater, a reduction, or discharge is being
contemplated by the Department Head, the employee must be served with a notice of proposed disciplinary action which
shall conform with the notice requirements set forth in Section 2 and Scction 3 (b) of this Rule. In addition 1o the notice
of proposed disciplinary action, the employee shall be furnished with the written materials and langible things in the
possession of the Depariment Head that form the factual and evidentiary basis for the proposed disciplinary action. No
malter may be withheld from the employee that is inconsistent with the theory ol discipline or that could tend to mitigate
the contemplated sanclion. (Amended 8/25/09)

b. Within ten {10) days of rcceipt of the notice of proposed disciplinary action, the cmployee may request a conference
with the Department Head. Within five (5) working days of receipt of the employee's response, the Department Head
shall meet with the employee, provided further that this period may be extended with the mutual consent of the
Department Head and the employee. No witnesses may be called (o testify as part of the employee's explanation or
responsc. During the conference, the employee, their representative, and the Department Head shall cngage in
discussions with a view loward reaching a consensus and agreement retative to the proposcd disciplinary action. No
part of the discussions thal take place during the confercnce may be offered into evidence at any subsequent hearing,
except for the limited purpose of determining compliance or non-compliance with the provisions of this Rule as provided
in paragraph "[" and for impeachment purposes. In the event such a consensus is reached, the exccution by the employee
of documents finalizing the settlement agreement shall constitute a waiver of the employee’s right to appeal to the
Commission, and the employee shall be so advised in plain language. (Amended 09/09/03, 01/06/04, 8/25/09; 1/20/ 15)

RECEHVED

AUG-2.5. 2025

EMPLOYEE’S INITIALS _SS Page 2 of B

CIVIL SERVICE ity 000147
COWMISSION
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EP CITY OF EL PASO, TEXAS
TX& NOTICE OF SUSPENSION
[ e oo can]

Name:  Samantha Sapien Lasta#sof SS # [ Date: July 29, 2025
Posilion: Zoo Keeper Employee ID #: [N

c. Respecting discharge, those departments currenlly using a pre-(Efminalion hearing shall not be required to have 8
canference as contemplated hereinabove provided that the time between notification and hearing shall be at least five
(5) days and further provided that there shall be no change to current practices regarding violations of applicablc federal
laws. (Amended 09/09/03, 01/06/04, 08/25/09)

d. | The employee is entitled to have a representative of their choice assjst them in the preparation and presentation of thewr
response, provided further that in the event the representative is an gmployce of the City, he shall use vacation leave or
personal days for such time as may be required for the representative 1o attend the conference. If the employee does
nol have any accrued vacalion or personal days, the employee willlbe placed on unpaid administrative leave for such
time as may be required for the rcpresentative to atiend the conference. The employee must provide his Depariment
Head with two days notice of the request o take the above leave. The Depariment Head may disapprove the request if
the leave significantly interferes with the operational needs of the depantment. (Amended 09/09/03, 01/06/04, 08/25/09)

e. A proposed written notice of disciplinary action must be served on an employee within 120 calendar days from the date
Human Resources is made aware of the accurrence of the incident giving rise to the discipline, provided however that
this period of limitation shall be tolled if an investigation is being conducted by a law enforcement authority nto
criminal charges against the employcc asising out of the same incident. Once a Department Head receives notice from
the employee that charges have been preferred, through an indictment or information, or that the criminal investigation
hss been concluded without the preferral of charges, then the time period will resume running. (Amended 0970903,
01/06/04, 8/25/09, 09/19/17)

f  Any issuc of non-compliance with these provisions will be considered by the hearing officer and/ or Commission upon
the appeal of the disciplinary action. (Amended 01/06/04)

g Excluding Section 3 (e), in computing any time periods set forth in this Rule, Saturdays, Sundays, and City Holidays
shall not be included. (Amcended Q1/06/04, 09/19/17)

h. Nothing in the Rule shall prevent suspension of the employee from service without pay in appropriate circumstances.
(Amended 01/06/04)

i. A copy of this rule shall be autached to each notice of proposed disciplinary action. (Passed 1/6/04)

Section 4, Resignation Before Appeal Decision

The acceplance by Depertment Head of the resignation of a person discharged before final action on the par of the
Commission will be considered a withdrawal of the charges and the separation of the employee concerned will be recorded
as a resignation and the preceding will be dismissed without judgment. (Amended 7/31/07)

Sectign §. Disqualification for Reappointment

Any employee who is dismissed for cause or who rcsigns while not in good standing will be disqualified from taking a Civil
Service examination for two years thereafler. His name will be removed from all eligible lists, unless, in the judgment of the
Commission the cause of his dismissal or resignation under charges will not affect the possibility of his or her usefulness in
some other position. (Amended 8/25/09)

Section 6. rificati uspended Persons
The names of persons suspended will not be certificd from eligible lists during the period of suspension.

lon 7. i i ave
Regular employees suspended for not more than ten (10) working days may elect to forfeit annual leave for a period equal
1o the suspension, or to the extent of the employec’s annual leave 5 Department Head. The
clection provided for herein, shatl work a waiver of the employce's §ig { 1 adiion to the Commission,
EMPLOYEE'S INITIALS _$6 AUG 25 2025 Page 3 of 8

CIVIL SERVICE ‘
COMMISSION City 000148
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EL PASO

Z60

EMPLOYEE INCIDENT REPORT

oday's Date: 5/15/2025 lick or tap to enter a date.

Employee Name: Taylor Paulsen V Kronos ID: -
Please select one of the divisions: Collections- Area 5

Date of Occurrence: 5/15/25 Click or tap to enter a date

Time of Occurrence; 9:20AM
Location of Occurrence: Hoofstock barn

DESCRIBE IN DETAIL WHAT OCCURRED:

Description of the incident:A rake and shovel were left in stall 8 in the hoofstock barn
overnight. The Kudu had access fo the stall but it did not appear as though they
messed with it as it was leaning up against the wall when keeper came in. The kudu
also did not appear to have any visible injuries caused by the tools. The locks were
checked by three people at close Kellen, Yuli, and myself. None of us saw it in the
stall likely because it was leaned up against the wall and blocked by the door.

City 000158
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Taylor Paulsen

Did you report the Incident to your supervisor? Yes

Name of your Supervisor: Kenny Riley

Date Reported to your Supervisor; 5/15/2025 Click or tap to enter a date.
Time Reported to your Supervisor 2:55PM

Where there any Witnesses? YES

If you answered yes to the above Click or tap here to enter text

question, please give the name of the
Witness(es): Kellen Barton

EMPLOYEE SIGNATURE

City 000159
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EL PASO

Z0606
E

MPLOYEE INCIDENT REPORT

Today's Date: 7/24/2025

Employee Name: Kenneth Riley Kronos ID: 021797
Please select one of the sections: Area s

Date of Occurrence: 5/15/2025

Time of Occurrence: Marning

Location of Occurrence: Hoofstock Barn S8

DESCRIBE IN DETAIL WHAT OCCURRED (Use as much space as needed).

O 5/15, Taylor was hoofstock keeper. She informed me that she found tools in the back stalls at
hoofstock that morning. The Kudu had access to the stall overnight. | asked her to write me an
incident report. | then looked at the schedule to see which keeper were in that routine yesterday. It
was Sam and Kellen. Over the next 2 days (due to them being on their weekends) | asked both of
them to type up an incident report about the tools being left in the back stalls overnight. Once |
received all 3 reports, | forwarded them to my supervisor.

City 000160



Did you report the Incident to your supervisor?
Name of your Supervisor:

Date Reported to your Supervisor

If you answered yes to the above
question, please give the name of the
Witness(es):

Kenneth Riley RINT NAME

Yes
Amanda Leverette

5/15/2025

SIGNATURE K.onnech Hifey

Item #2
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Item #2

El Paso Zoo

TO: Samantha Sapien. Zoo Keeper ||| N

FROM: Joseph Montisana, Zoo Director %
DATE: February 21, 20256
SUBJECT: Formal Counsgling - Safety Violation / Failure to Follow Dept. Rules or

Policies

% = e o
On August 26, 2024, while cutling alfalfa cubes you failed to use the proper Personal
Protection Equipment (Cut Resistant Gloves) which resulted in you cutting a small piece
off the side of your left middie finger. You were reminded not an hour prior to the incident
that you needed to be wearing the cut resislant gloves.

On the moming of September 8, 2024, the Giraffe stall 1's lower door lock was secured to
the wrong hasp, leaving the latch locked in open posttion. Stalls must be properly sacured
to insure the safety of not only the animal, but of the 200 staff and the public.

You have previously received two Memorandums of Expectations and a verbal counseling
for similar infractions; however, you have failed to adhere to the procedures and safety
guidelines in place when performing your duties, potentially causing dangerous situations
and showing inefficient performance.

You are hereby formally counseled for failure 10 follow Zoo procedures and its Safety
Proceduras. Be advised that future incidents of this or of similar nature wift not be tolerated
and will result in disciplinary action, up to and including termination of your employment
with the City of E| Paso.

This notice is provided in compliance with Rule 8, Section 8 (Formal Counseling). Please
be advised that you may request that this formal counseling be removed from your
personnel file after the expiration of twelve (12) months from the date of this farmatl
counseling, provided you have not received any disciplinary action during the twelve {12)
month time penod. Employees receiving a formal counseling shall have the right to place
responses to the format counseling into their personnel files which shall ramain in the file
s0 long as the formal counseling to which the response relates remains in the file.

Acknowtedgement of Receipt: %’"
Date: 1l 21|25 e

Wiiness:
cc¢: Human Resources-Personnel file

Joseph Montisano - Zoo Director

ElPaso Zoo | 4001 E. Paisano | El Paso, TX 78805
0: (915) 212-0966 | Email: MontisanoJ@elpasotexas.gov
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Acknowledgment of Receipt of the Employee Handbook

1 understand that | am 1o read. become famikar and comply wath the City of El Pasa s Employee Handbook ["Employee Hanabook®). which contains a
synopsis of the City's policies. procedures and guidelines related to my employment | ¢an find 3 copy of the Employee Handbook on the Cliy's latranaet at
My.ElPasolesds ggv under “Documents™ or HERE direcily, If | have a question regarding the interpretation of ihese policies. procedures and guidelines, |
will contact my immediate supervisor of th$ Human Resources Department for clanfication

| understand that This handbook 15 not an express or implied contract of emplayment and thal it does not Creata any 1ights in the nature of sn emplaymant
contract. Rather, this handboak s an overview of policies related 10 my employment with the City of El Paso. L ar the City can lerminate my emptoyment at
any time, with or without cause and wilh or without not ce

| also understand that the City of El Paso rdserves the right to modify, revoke suspend or term nale any of the procedurgs or guideiines described In this
handbook, 8t any lima, with reasonabie nolice. By accepting or cantinuing my employment w th the City, | agree lo comply with any such changes a3 the
City may implement and no further conseny from me shal be necessary,

Signature
Full Mame

[Samenlha Sapien }
Date

(120212023 )

Last 4 of SSN

City 000163
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&
COEP Acknowledgement Form 2022
[Samamha Sapien J

( am aware that the Cit v Policy i1s tacated online al the City's website ! am also aware that if 1 do
not have access Lo a cofnputer, my department can provide a copy for me

Signature of Acknowledgement of Safety Manual

Jamnantha Ja.,vu.n

it

Drug.free Waorkpiace

Disciplinory Policy and Motrix

Professional Appearance Policy:
aras

Social Medio Policy.

Militory Leave Policy

Code of Conduct

Please sign once you have read the above polic es

Jamanfha Ja,pun

) hereby acknowledge that | have 1ead the Clty of El Paso’s Off-The-Clock and Remote access Device Polcy for Non-
Exempt Employees that | have read the Policy and undersiand it. and that ! understand that any questions that | may
have about the Policy In future should be directed 1o the Human Resources Depanment

#f the Cilock and Ri ¥

Full Name Last 4 of SSN

Samaantha Sapen ] i l
Signature Date

e [mumon ]

City 000164



Item #2

Memorandum of Expectations

This memorandum Is & formal notification 1o you regarding my expectations as the new Zoo Director.

The followang outimes the-expactations of the € Paso-Zoo Depanment which inclodes but are not limited to:

You are expected to comply with all City of El Paso rules, policies and plocedures. Additionally. you are expected to
comply with all policies and procedures specilic to your job and the Zad Depanment, unless an exception is authorized
by me,

2. You are expected to follow the chain of command w th (ssues, cpportungties, complaints and/or grlevances Failure 10

follow the ¢hain of command will result In d sciplinary action and handled as a separate malter from the actual issue.

complaint andioi grievance

If your complaint 15 being filed aganst me or if your complamtis penaining to federally protected employment categories

then you are encowaged 1o contact our assigned HR representative directiy

4. You are expected to be on UUme and ready for work every day in accordance with your assigned work schedules. All
exempl employees are expected to work 8 mnimum of 40 hours per week.

5. The purpose of the Elhics Hotline 1s 1o address concerns about unethical. dlegatl o irresponsible actmty. You are still
encouraged to follow the chain of command 10 report any and all ncidents. however. if this is not possible or you would
Tike to remain anonymous lhen you may repoft the aforementioned types of activily via the Ethics Holline. Please be
advised when (iling an Eimcs Hotline complalnt speciic and thorough details will assist in assessing the concern to the
gieatest extent possible.

6 Please treat each and every guest as f they are the most mportant person you 13lk to that day. In the even! that guest

behavior needs Lo be correcled, please be conscious of your communication and convey yourseli in 8 positive manner

. Litter is all of our responsitility. Please p'ek up and proparly dispose of any trash 1hat you encounter on Ihe public side of

the 200

8. Treat each other, management and the guest with respect al all imes You are always expected to conduct yourselfin a
respectiul and professional manner

9. Respect the diversily among the s1aff and patrons of the €l Paso Zoo. Please ensure your actions reflect positively.

w

~

Failure to meet \he expectalions outlined within thus memorandum wall result in disciplinary action

We ate all very lucky 10 be an employee of the €l Paso 200 | encourage all of you to focus on the good in your jobs and expect
you to do your part in crealing a positive work environment for yoursell as well as those around you.

Shou!d you have any questions or concerns, please do not hesitale 1o contact me.

City 000165



Item #2

Acknowledgment/Recelpt Form

| hereby acknowledge that | have received a copy of the memorandum of expectations

| have read and understend all the provisions spec lied «n this memorandum of expectations. | understand that falure to meet the
expecialions outlined w thin ths memorandum w (I résultin disciplinary action,

Employee Lronos 1D
Samanlha Sapien J - }
Signature Oate i

% %uuz/mn | '

City 000166
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: Item #2

A-

Acknowledgment of Receipt of the Employee Handbook

{ understand that | am to read, become familar 3nd comply with tre City of E) Paso s Employee Handbcok ("Employee Handbook™). which contains a
synopsis of the City's policies, procedures and guidelnes related 1o my employment | can fnd a copy of the Employee Handbook on the City's Intianet at
My,El-asole «as gov under "Documents” or HERE directly. I | have B question regarding the mterpretation of these policies. procedures and guidelines. |
wll contact my iImmediate supervisor or the Human Resources Department for clanfication

) understand tha! this handbook 15 not an express or imphied cantract of employment and that |t Coes$ nat (réateé any tights in the nature of an emplayment
contract, Rather, this handbook s an overview of polic.es related 10 my employment with the City of El Paso. t or the City can lesminale my ernployment at
any time, with or withou! cause and wil" or withou! nol ce.

{ also understand that the City of El Paso reserves the right to machfy, revoke suspena or term nate ary of the piocedures or guidelines descnbed In thus
nandbock, at any lime with reasonable notce By accepting or conunuing my employment w L the City, | agree 1o comply with any such changes as the
City may implement and no further consent from me shal be necessary

Signature

Full Name

if};‘w‘”(v}!'\l’\.? Sapen

{

['3/?&;(,’.3 I

Last 4 of SSN




Item #2

2
COEP Acknowledgement Form 2022

Full Name
[Semamha Sapien ]
1 am aware (hal the Cily of El Paso Safgty Policy is localed online at the City's website | am also aware thatif t do

not have access to a computer. my departmer. ¢an provic? a Copy for me

Signature ol Ackrowledgement of Safety Manuas

Samantha Jafun.

Americgns with Disabilitigs Act

Drug.-free Workploce

Dusciplinary Policy ond Motrix

Professional Apregranse Folcy.
i Hgross, reyenti

Soclal Media Policy.

Mititory. Leave Policy.

Code of Conduct

Please sign once you Nave read the alxove poli es
Jarmantha Ja/un
| hereby acknowledge that | have read the City of Ef Paso's Off-The-Clock and Remote access Device Policy far Fiosy-

Exempt Employees that | have read the Po'icy ana urdersiand «. and that | understand tnat any questions that | may
have about the Policy In future should be direcied 10 *he Human Resources Depanment

QFf the Ciock gnd Remnote Access Device Policy
Fult Name Las1 4 of SN
[Samnnmo Sapien ] !
Signawre Cwte

(qi‘ﬁ [1?11212023 ‘|




Item #2

Memorandum of Expectations

Trus memorandum Is a formal notfication 1o you regarding my expeciakons as the new 200 Diector.

The followang outlines the expectat.ons of the El Paso Zoo Deparimenl which includes but are nat limaed to!

1 You are expected lo comply vath all City of El Paso rules, policies and procedures. Additionally, you are expected to
compiy with ol poiicies and procedures specific o your job and the 200 Departmert, uriess sn except'on 's authonized
by me

2. You are expecied to lollow the ¢hain of command w th 1ssues, gpportunities, complamts and ¢f grievances Failure to
follow the chaie of command will resull in d sciplinary action and handled as a separate matter fram the aclual issue,
complami andfos grievance,

3 Il your compiaint is being filed against me or if your complaint i1s pertaining to federally protected employment categones
then you are encowraged 1o contact our assigned HR representative dwectly

4 You are expeciad [0 be on imé and ready for work gvery day in accordance with your asvignad work schedules All
exempl employees are expacted 10 work a minimum of 40 hours per week.

5. The purpose of the Ethlcs Hotline 's 10 address concesns about unethucal, ilegal or irresponsibie actwity. You are still
encouraged 10 follow the cham of command 1o report any and all incidents, however if thes s not possible or you would
hke to reman anonymous then you may repait the alorementioned typas of activily via the Elhics Heline Please be
advised when lilmg an Etlacs Hothine complaint speci ¢ and thorough delails will assist in as: ecsing the concern to the
greatest extent possible

6 Please ueat each and every guest as il they are the most mponant person you latk 10 1Fhal day hyihe event that guest
behovior needs (0 be corrected. please be conscious of your communication and convey yowrsed! in a posifive manner

7 Litter is all of ow responsibility Please p ck up and properly dispose of any trash that you encourter on the publi sige of
the Zoo

8 Traat each other. management and the guest with respeci at all imes You are always oxpecied 10 conduct yourself in a
respectiul and professicnal manner

9. Respect the dreisity among the staff and patrons of the £! Paso Zoo. Please ensure your actions reflect posiively

Falute to meet Lhe expactalicns ottheed within this memorandum will result in disciplinayy actiorn,

We are¢ all very lucky 1o be an empiayee of the El Paso Zoo | encourage all of you to focus arrihe good in your jebs and expect
you to do yout part n creating a posiive work environment for yoursel! as well as those around you,

Should you have any questions or cencerns, please do nat hesitale 1o conlact me.




Item #2

Acknowledgmeni/Recaipt Form

I nereby sckrowledge that | have received a copy of the memorandum of expeciations

! have read and undesstend all the prowis.ons specilied in this memorandun of expectations. | understand that failluce 10 meet the
axpociaticns outined w thin this memorandum w il cesult in disciplinary aclion

Kronos i

'

Signature Date

% 12/12/2023
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Item #2

A-2

EMPLOYEE INCIDENT REPORT

Today's Date: 5/1712025

Employee Name: Samantha Sapien

o Kronos ID: I

Please select one of the sections:

Area s

Date of Occurrence:

Time of Occurrence:

Location of Occurrence:

5/15/2025
Morning

Hoofstock Barn S8

DESCRIBE IN DETAIL WHAT OCCURRED (Use as much space as needed): Tools were left in S8
with the Kudu. My run partner had been cleaning the back stalls while Espy and Linda were being
conditioned by me and Amanda in the tamer. Both Kudu were locked in S10 at the time. A door (D15
or D5 or other) was closed and my run partner didn’t check the stail before exiting. | did not check the
back stalls before giving animals access back to them. It was caught by someone the following
morning. | was informed of the incident after coming back from my weekend.




Item #2

Did you report the Incident to your supervisor? No
Name of your Supervisor: Amanda Leverette
Date Reported to your Supervisor 5/15/2025

if you answered yes to the above
question, please give the name of the
Witness(es):

Samantha R Sapien

PRINT NAME * SIGNATURE (Jemantha I Chypien

*IF YOU INCIDENT RESULTED IN AN INJURY PLEASE SEE ANTHONY FLORES FOR
WORKMANS COMPENSATION PACKET IMMEDIATELY*




Item #2

EL PASO

Z60

EMPLOYEE INCIDENT REPORT

Today's Date: 5/18/2025

Employee Name: Kellen Barton “Kronos ID:
Please select one of the sections: Area s

Date of Occurrence: 5/15/2025

Time of Occurrence: 9:00am

Location of QOccurrence: Hoofstock Barn

DESCRIBE IN DETAIL WHAT OCCURRED (Use as much space as needed):

On Thursday 5/15 tools were discovered in the. It was Sam and | working the previous day. What | believe happened was
as | was bringing the wheelbarrow outside Sam had closed doors d17 and d18 so she could give access to the Kudu to
train them in the tamer. | thought | had brought the tools in with me and placed them on the hall of d18 or d17 but they
were either left out or fell over and out while the door was being closed. They likely fell over as Sam and  did not notice

them throughout the day.




Item #2

Did you report the Incident to your supervisor? No
Name of your Supervisor. Kenny Riley
Date Reported to your Supervisor 5/15/2025

If you answered yes to the above
question, please give the name of the
Witness(es):

Kellen Barton
PRINT NAME ' " SIGNATURE Kellen Barton

*IF YOU INCIDENT RESULTED IN AN INJURY PLEASE SEE ANTHONY FLORES FOR
WORKMANS COMPENSATION PACKET IMMEDIATELY*



Item #2

EL PASO

Z66

EMPLOYEE INCIDENT REPORT

Today'’s Date: 5/15/2025 Click or tap to enter a date.
Employee Name: Taylor Paulsen Kronos ID: |
Please select one of the divisions: Collections- Area §
Date of Occurrence: 5/15/25 Click or tap o enter a cate

Time of Occurrence: 9:20AM
Location of Occurrence: Hoofstock barn o

DESCRIBE IN DETAIL WHAT OCCURRED:

Description of the incident:A rake and shovel were left in stall 8 in the hoofstock barn
overnight. The Kudu had access to the stall but it did not appear as though they
messed with it as it was leaning up against the wall when keeper came in. The kudu
also did not appear to have any visible injuries caused by the tools. The locks were
checked by three people at close Kellen, Yuli, and myself. None of us saw it in the
stall likely because it was leaned up against the wall and biocked by the door.




Item #2

Did you report the Incident to your supervisor? Yes

Name of your Supervisor: Kenny Riley

Date Reported to your Supervisor; 5/15/2025 Click or tap to enter a date
Time Reported to your Supervisor 2:55PM

Where there any Witnesses? YES

If you answered yes to the above Click or tap here to enter text.

question, please give the name of the
Witness(es): Kellen Barton

Taylor Paulsen

EMPLOYEE SIGNATURE
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EL PASO

Z66

EMPLOYEE INCIDENT REPORT

Today's Date 7/24/2025

Employee Name: Kenneth Riley Kronos 1D: I
Please select one of the sections: Area s

Date of Occurrence: 5/15/2025

Time of Occurrence: Morning

Location of Occurrence: Hoofstock Barn S8

DESCRIBE IN DETAIL WHAT OCCURRED (Use as much space as needed):

O 5/15, Taylor was hoofstock keeper. She informed me that she found tools in the back stalis at
hoofstock that morning. The Kudu had access to the stall overnight. | asked her to write me an
incident report. | then looked at the schedule to see which keeper were in that routine yesterday. It
was Sam and Kellen. Over the next 2 days (due to them being on their weekends) | asked both of
them to type up an incident report about the tools being left in the back stalls overnight. Once |
received all 3 reports, | forwarded them to my supervisor.




Did you report the Incident to your supervisor?
Name of your Supervisor:

Date Reported to your Supervisor

If you answered yes to the above
question, please give the name of the
Witness(es):

Kenneth Riley RINT NAME

Yes
Amanda Leverette

5/15/2025

SIGNATURE ){,enm-z/f&[e_y

Item #2



MAYOR

CITY COUNCIL

District 1
Al jandr

District 2
Dr. Josh A

District 3
Decanna M F

District 4
Cynthia Boyar 1

District §
van Nifo

District 6
Ast bt

District 7
Ly

District B
it

CITY MANAGER

Owonng Mack

Item #2

A-3

El Paso Zoo

TO: Samantha Sapien, Zoo Keeper
FROM: Joseph Montisano, Zoo Director
DATE: February 21, 2025
SUBJECT: Formal Counseling - Safety Violation / Failure to Follow Dept. Rules or
Policies
B ——

On August 26, 2024, while cutting affalfa cubes you failed to use the proper Personal
Protection Equipment (Cut Resistant Gloves) which resulted in you cutting a small piece
off the side of your left middie finger. You were reminded not an hour prior to the Incident
that you needed to be wearing the cut resistant gloves.

On the morning of September 8, 2024, the Giraffe stall 1's lower door Jock was secured 1o
the wrong hasp, leaving the latch locked in open position. Stalls must be properiy secured
to insure the safety of not only the animai, but of the zoo staff and the public.

You have previously received two Memorandums of Expectations and a verbal counseling
for similar infractions; however, you have failed to adhere to the procedures and safety
guidefines in place when performing your duties, potentially causing dangerous situations
and showing inefficient performance.

You are hereby formally counseled for failure to follow Zoo procedures and its Safety
Procedures. Be advised that future incidents of this or of similar nature will not be tolerated
and will result in disciplinary action, up to and Including termination of your employment
with the City of El Paso.

This notice is provided in compliance with Rule 8, Section 8 (Farmal Counsaling). Please
be advised that you may request that this formal counseling be removed from your
personnel file after the expiration of twelve (12) months from the date of this forma)
counseling, provided you have not received any disciplinary action during the twelve {12)
month time period. Employees receiving a formal counseling shall have the right lo place
responses 1o the formal counseling into their personnel files which shall remain in the file
80 long as the formal counseling to which the response relates remains in the file.

Acknowledgement of Receipt: %
Date: 1121 ] 25 gl

Witness:
cc: Human Resouyrces-Personnel file

Joseph Montiaano - Zoo Director

El Paso Zoo | 4001 E. Paisanc | El Paso, TX 79905
0:(915) 212-0868 | Email: MontisanoJ@elpasotexas.gov




MAYOR
Renard U Johnson

CITY COUNCIL

District 1
Alejandra Chavez

District 2
Or Josh Acevedo

District 3
Deanna M Rocha

District 4
Cynthia Boyar Trejo

District 5
Ivan Nifio

District 6
Art Fierro

District 7
Lily Liman

District 8
Chnis Canates

CITY MANAGER
Dionne Mack

Item #2
A-

El Paso Zoo Department

TO: Samantha Sapien, Zoo Keeper, *

FROM: Joseph Montisano, Zoo Director [ —
DATE: July 29, 2025 /

1/
SUBJECT: Acknowledgement of Documents

This memorandum is to acknowledge your receipt of the following documents
regarding the Notice of Suspension provided to you on July 29, 2025

Notice of Suspension (8 pages)
Supporting Documents (8 pages)
Acknowledgements (4 pages)

Discipline History (1 page)

Disciplinary Policy and Matrix (11 pages)

| am acknowledging receipt of the above documents.

Sigotore

Mejanda Kivero

July 99th 4025 AT pLOaSD TS GOV
Date 2 R‘\anﬁ pa
212 124y

Joseph Montisano ~ Zoo Director
El Pase Zoo | 4001 E. Paisanc | El Paso, TX 79905
O: (915) 212-0966| Email: MontisanoJ @elpasotexas.gov




Item #2

EP CITY OF EL PASO, TEXAS
Tx NOTICE OF SUSPENSION
Name:  Samantha Sapien Last 4 #'s of SS # N Date: July 29, 2025
Position: Zoo Keeper employee ID # | GG
From: Zoo Department

Subject: Suspension Without Pay

THIS IS TO NOTIFY YOU THAT YOUR EMPLOYMENT WITH THE CITY OF EL PASO IS HEREBY

SUSPENDED FOR THREE (3) WORKDAYS EFFECTIVE:"\ !%Oﬂ 9 TO F\UQU\)S\“UJD’ZS
2025

THE FOLLOWING ARE THE STATUTORY REASONS OR GROUNDS AND SPECIFICATIONS OF FACTS

WHICH HAVE NECESSITATED THIS ACTION:

CHARGES:

YOU HAVE VIOLATED THE FOLLOWING CITY OF EL PASO CIVIL SERVICE COMMISSION CHARTER
PROVISIONS, ORDINANCES, RULES AND REGULATIONS:

CITY CHARTER — ARTICLE VI - Civil Service

e e e e ——————— e ST et

SECTION 6.13-2, DISCIPLINARY ACTION; REDUCTION
A regular cmployec may be discharged, suspended or reduced in rank or position as provided in the Charter or further

defined in the Rules.

SECTION 6.13-3, CAUSES OF SUSPENSION, REDUCTION OR DISCHARGE
The following, which may be further defined in the Rules, may constitute causes for discharge, suspension or reduction in

grade of regular employces:

F. Incompetency or ncgligence n the performance of dutics, mcluding but not limited to, failure to perform

assigned tasks, or failure to discharge dutics in an accurate, prompl, competent, or responsible manner;

P. For just causc.

| HAVE RECEIVED é COPY OF THIS NQTICE W

plo Signature g DEPARTMENT HEAD
Date JM\LOL 29t Q0d5 COPY RECEIVED AND FILED
BY CERTIFIED MAIL NUMBER HUMAN RESOURCES
BY

DIRECTOR

DISTRIBUTION: Original - Human Resources Department; Copy — Department
Page 1 of 8




Item #2

EP CITY OF EL PASO, TEXAS
TX NOTICE OF SUSPENSION
I

Name: Samantha Sapien Last4 #s of SS# N Date: July 28, 2025

Position: Zoo Keeper Employee |D #:-

C1VIL SERVICE COMMISSION RULES AND REGULATIONS

RULE 8, SUSPENSION, REDUCTION, DISCHARGE

Section 1. Causes of Suspension, Reduction or Discharge
The following may constitute causcs for discharge, suspension or reduction of regular cmployces: That an officer or

employec in the Civil Service:

l. Isincompetent or negligent in the performance of dutics. including but not limited to, failure to perform
assigned tasks, or failure to discharge duties in an accurate, prompi, competent, or responsible manner; or
(Amended 8/25/09, 9/17/13)

p. For just causc. (Added 7/21/07)

Section 2. Disciplinary Notice

Disciplinary actions in the nature of a discharge, involuntary rcduction, or suspension taken against a regular employee,
other than at the end of a probationary period, will not become effective until the Department Head has first served upon
such employee a written notice of discipline. The notice must contain onc or morc statutory reasons or grounds for discipline,
together with such specifications of fact as will enablc the employec to make an explanation and place him fairly upon bhis
defense. The specifications of fact shall be of sufficient specificity so as to preclude the possibility of disciplinary action for
the same act or omission in the futurc. Nothing contained hercin shall prohibit the Depariment Head from using an
employee’s prior acts or omissions resulting in discipline in determining future disciplinary action against the employce.
An cmployee may be disciplined for other acts or omissions not specified in the notice even if such acts arise from the same
incident or event. A Department Head may not unilaterally reduce the discipline given once nolice of discipline has been
provided to the employce, without the employec's consent. A copy of such notice of discipline, together with the cmployee’s
explanation, if any, will be filed with the Human Resources Dircctor. (Amended 06/24/03. 7/31/07. 8/25/09)

Section 3. Notice of Proposed Disciplinary Action, Procedure and Limitation of Action

a. When disciplinary action in the nature of a five (5) day suspension or grcater, a reduction, or discharge s being
contemplaicd by the Department Head, the employee must be served with a notice of proposed disciplinary action which
shall conform with the notice requirements set forth in Section 2 and Scetion 3 (b) of this Rule. In addition to the notice
of proposed disciplinary action, the employec shall be furnished with the written materials and tangible things in the
possession of the Department Head that form the factual and evidentiary basis for the proposed disciplinary action. No
matter may be withheld from the employee that is inconsistent with the theory of discipline or that could tend to mitigate
the contemplated sanction. (Amended 8/25/09)

b. Within ten (10) days of reccipt of the notice of proposed disciplinary action, the employee may request a conference
with the Department Head. Within five (5) working days of receipt of the employee’s response, the Department Head
shall meet with the employce, provided further that this period may be extended with the mutual consent of the
Department Head and the employee. No witnesses may be called to testify as part of the employee's explanation or
response. During the conference, the emplayee, their representative, and the Department Head shall engage in
discussions with a view toward reaching a consensus and agreement relative 1o the proposed disciplinary action. No
part of the discussions that take place during the conference may be offered into cvidence at any subsequent hearing.
except for the limited purpose of determining compliance or non-compliance with the provisions of this Rulc as provided
in paragraph "f" and for impeachment purposes. In the event such a consensus is reached, the execution by the employce
of documents finalizing the setticment agrecment shall constitute a waiver of the employee's right to appeal to the
Commission, and the employcee shall be so advised in plam language. (Amended 09/09/03, 01/06/04, 8/25/09; 1/20/15)

EMPLOYEE'S INITIALS _SS Page 2 of 8




: Item #2

EP CITY OF EL PASO, TEXAS
X NOTICE OF SUSPENSION
[ ol

Name:  Samantha Sapien Last 4 #'s of SS # - Date: July 29, 2025
Position: Zoo Keeper Employee 1D #: ||

¢. Respecting discharge, those departiments currently using a pre-termination hearing shall not be required to have a
conference as contemplated hercinabove provided that the ime between notification and hearing shall be at least five
(5) days and further provided that there shall be no change to current practices regarding violations of applicable federal
laws. (Amendcd 09/09/03, 01/06/04, 08/25/09)

d. The employec is cntitled to have a representative of their choice assist thems in the preparation and prescntation of their
responsc, provided further that in the event the representative is an employee of the City, he shall usc vacation {cave or
personal days for such time as may be required for the representative 1o attend the conference. If the employee doces
not have any accrucd vacation or personal days, the employee will be placed on unpaid administrative leave for such
time as may be required for the representative to atiend the conference. The employee must provide his Department
Hcad with two days notice of the request 1o take the above lcave. The Department Head may disapprove the request if
the leave significantly interferes with the operational needs of the department. (Amended 09/09/03. 01/06/04. 08/25/09)

¢. A proposed written notice of disciplinary action must be scrved on an employcee within 120 calendar days from the date
Human Resources is made aware of the occurrence of the incident giving rise to the discipline, provided however that
this period of limitation shall be tolled if an investigation is being conducted by a law enforcement authority into
criminal charges against the cmploycc arising out of the same incident. Once a Department Head receives natice from
the employce that charges have been preferred, through an indictment or information, or that the criminal investigation
has been concluded without the preferral of charges. then the time period will resume running. (Amended 09/09/03,

01/06/04, B/25/09, 09/19/17)

f. Any issuc of non-compliance with these provisions will be considered by the hearing officer and/ or Commission upon
the appeal of the disciplinary action. (Amended 01/06/04)

g.  Excluding Scction 3 (¢), in computing any time periods set forth in this Rule, Saturdays, Sundays. and City Holidays
shall not be included. (Amended 01/06/04, 09/19/17)

h. Nothing in the Rule shall prevent suspension of the employce from service without pay in appropriate circumstances.
{Amended 01/06/04)

i. A copy of this rulc shall be attached to cach notice of proposed disciplinary action, (Passed 1/6/04)

Section 4. Resignation Before Appeal Decision
The acceptance by Department Head of the resignation of a person discharged before final action on the part of the
Commission will be considered a withdrawal of the charges and the scparation of the employce concerned will be recorded

as a resignation and the preceding will be dismissed without judgment. (Amended 7/31/07)

Section 5. Disgualification for Reappointment

Any employee who is dismissed for cause or who resigns while not in good standing will be disqualificd from taking a Civil
Service examination for two ycars thercafter. His name will be removed from all eligible lists, unless, in the judgment of the
Commission the cause of his dismissal or resignation under charges will not affect the possibility ol his or her uscfulness in
some other position. (Amended 8/25/09)

Section 6. Non-Certification of Suspended Persons
The names of persons suspended will not be certificd from cligible lists during the period of suspension.

Section 7. Election to Forfeit Annual Leave

Regular employees suspended for not more than ten (10) working days may clect to forfeit annual Icave for a period equal
to the suspension, or 1o the extent of the employce's annual Icave balance, subject to approval of the Department Head. The
clection provided for hercin, shall work a waiver of the employce’s right to appeal the disciplinary action to the Commission.

EMPLOYEE'S INITIALS % Page 3 of B




: Item #2

EP CITY OF EL PASO, TEXAS
'A\? NOTICE OF SUSPENSION

[ erewroion]
Name:  Samantha Sapien Last4#sof SS# - Date: July 29, 2025
Position: Zoo Keeper Employee ID # -

and the employcc shall be so advised in plain English on a suitable form upon which the election shall be made, as developed
by the Human Resources Director and appended to the notice of suspension. The Department Head shall not unreasonably
withhold approval of the employee’s election. (Added 05/11/04, Amended 7/31/07)

Section 8. Formnal Counscling

Formal Counscling is not within the type ot disciplinary action specified in Section 6.13-2 of the Charter which may be
appealed 10 the Civil Scrvice Commission. A formal counseling 1s tssued by the Department Head and considered a written
counscling to address employce workplace conduct. Employees receiving a formal counseling shall have the right to place
responses 10 the formal counseling into their personnel files which shall remain in the file so long as the formal counscling to
which the response relates remains in the file

Included in, or in conjunction with, the formal counscling document, the Department Head must provide the employee with
wrilten notice of the reasons for the formal counseling. with sufficient explanation to place the employcee fairly upon his

defense.

Upon an cmployce's request, formal counselings shall be removed from an employce’s personnel file after the cxpiration
of twelve {12) months from the date of the last formal counseling, provided the employee has not reecived any disciplinary
action during the twelve (12) month time period between the request and the last-reccived formal counscling. Formal
counsclings mecting the criteria above shall not be considered against the employce for purposcs of determining progressive
discipline or performance evaluations, regardiess of whether or not the cmployee requested removal of the formal
counselings. (Added 8/25/09) (Amended 11/2/10, 3/6/12, 1/20/15, 11/15/16)

RULE 1, DEPARTMENTAL RULES

Section 1. Any department head shall have the right to promulgate rules and regulations regarding the operation of his
department, and the conduct of the employcee therein, subject to the consent and approval of the City Manager, provided
that such rules do not conflict with the Civil Scrvice Charter or the Rules promulgated thercunder. (Amended 07/11/06)

Section 2. Large departments having various sub departments may, in their rules, have rules and regulations pertaining to
said sub departments in addition to general rules and regulations regarding the department. (Amended 7/31/07)

Section 3. The Human Resources Director may promulgate, rules. regulations and policies and procedures, that apply 1o
all or some city departments, as may be specificd by the Director, regarding any requirements applicable 1o the employees
of such departments, subject to the consent and approval of the City Manager, provided that such rules. regulations, or
policies and procedures do not conflict with the Civil Service Charter or the Rules promulgated hercunder. (Added 3/6/12)

Section 4. Any Department Head may, as provided in the Charter. suspend. discharge or demote any employce for
insubordination, for failure to comply with departmental rules and regulations, for failure to comply with the Rules of the
Commission or for [mlure to obey any lawful order of a supenor officer. (Amended 07/11/06)

Section 5. The Human Resources Director is authorized 1o maintain a comprehensive manual of salety procedures and
driver safety standards of al! employees. Each employee shall recerve a link to a copy of the manual (Added 3/6/12)

' OF SOE LOYEE HANDBOOK (January 2023

All successful organizations have certain rules which employces must follow. You are expected to become acquainted with
the performance criterta for your particular job and with all rules, procedurcs and standards of conduct established by your
department and by the City, as summarized in this handbook. Further, your conduct away from work must not adverscly
affect the City. its reputation, operational success, or rclationship with its employees, customers or citizens

EMPLOYEE’S INITIALS ﬁ Page 4 of 8




: Item #2

EP CITY OF EL PASO, TEXAS
X NOTICE OF SUSPENSION
rabeco oo
Name: Samantha Sapien Last 4 #'s of S8 #:- Date: July 29, 2025
Position: Zoo Keeper Employee ID #: -

If you do not fulfill the responsibilitics set out by such performance standards, rules, procedurcs and standards of conduct,
you may be subject to disciplinary action, the severity of which will depend upon the circumstances. Disciplinary action
will be taken when an investigation of the facts shows that the conduct warrants such a result.

Peoplc work together best in an atmosphere where they are valued as individuals and recognized as key members of a team.
It is important that cach member of our tecam understand what is expected. It is impossible to write policics and procedures
covering cvery situation. Be sure you understand what is expected of you, and what you can cxpecel from the City. It you
have any question, discuss it with your immediate supervisor. Understanding is the key to tecamwork.

The following arc some cxamples of employee conduct that are not permitted and that may resuh
in disciplinary action up to and including termination of employment:

a Conduct that you have been informed is unacceptable.
a Failure to mcet or maintain work performance standards.

Tlhs list is not all inclusive.

It is our practice 1o cnsure that violations of policies or principles of acceptable employee conduct
arc appropriatcly addressed with consistent disciplinary action. The following types of corrective
or disciplinary action may be taken:

Verbal counscling
Formal counscling
Suspension
Demotion
Termination

CITY OF EL PASQ’S MISSION, VISION AND VALUES

Mission: Dcliver exceptional scrvices o support a high quality of life and place for our community.

Vision:  Dcvclop a vibrant regional economy, safc and beautiful neighborhoods and cxceptional recreational, cultural
and cducational opportunitics powered by a high performing government.

Values:  fniegrity Trusted to do the right thing.
Respect Recognize the value and digniny of all individualy.
Excellence Perfect effort.
Accotanahility —  Passionate and determined,
People Our teams are problem-solvers und collaborate with our custoners.

CITY OF EL PASQ — DISCIPLINARY POLICY AND MATRIX (May 30, 2015)

L. POLICY:

The City of El Paso is commutted to a goal of high performance by all employees in order to fulfill its mission of
outstanding customer service to the citizens of our community. The purpose of this policy and matrix is 10 provide City
lcaders and supervisors with a guideline and reference for corrective and disciplinary action. The City of EI Paso Human
Resources Department aceepts and investigates all allegations of employee misconduct and imposcs corrective and
progressive disciplinary action in a timely and consistent manner, as appropriate. This policy outlines the procedure
for investigating allegations of employee misconduct. issuing corrective action, and applying the Matrix to imposc
disciphine

EMPLOYEE'S INITIALS _ 99 Page 5 of 8
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EP CITY OF EL PASO, TEXAS
"l{ NOTICE OF SUSPENSION

Name:  Samantha Sapien Last 4 #s of SS # [N Date: July 29, 2025
Position:  Zoo Keeper Employee 1D # |

{I. PROCEDURES:
A. Basis for Discipline

|. Employces are subject to discipline for violations of the law, City Charter provisions that constitute causc
for discipline, Civil Service Commission Ruics and Regulations, City policics, Departmental policics and
procedures and verbal or written directives from supervisory personncl.
Failure to report a violation of anything listed under H-(A) is considered a basis for discipline.
All disciplinary actions taken under this policy arc subject to, and shall be consistent with, applicable federal
and state law. local ordinances. admimstrative directives, El Paso City Charter. and Civil Service
Commission Rules and Regulations

w1

B. [nformation Gathering and Processing
I. It is the duty of all supcrvisory cmployces to assist those who express the desire to report allegations of

misconduct against any City employee. The informant nced not be the aggrieved party, but may be anyonc
who witnessed or otherwisc became aware of an incident of misconduct. Information regarding allegations
of misconduct must be immediately reported to the Department Head and/or the Human Resources Director.
3. Employees are required to provide a statement or answer questions during administrative investigations.
Employces who withhold information, thwart, impede or fail to cooperate with administrative
investigations will be considered insubordinate and subjcct to disciplinary action up to and including
termination. Upon conclusion of the administrative investigation, the DHRM or Human Resources
Dircctor, or designee, will advise the Department Head of any findings from the investigation and
recommend disciplinary or corrective action as appropriate. However, it is the Department Head's
responsibility to make the final determination and defend the discipline to be administered as a result of

any revicw.

1V. DISCIPLINARY MATRIX
The attached disciplinary matrix provides supervisory personnel and Department Heads with the parameters of
discipline that shall be imposed on an employec when an infraction occurs that violates the law, a Civil Service rule,
policy, or regulation of the department. The purpose of the matrix is to provide notice to employees of the types of
conduct that will resul in disciplinary action and to scrve as a deterrent of such conduct so as to promote efficicney of
service by ensuring high standards of City service and maimtaining public confidence in the City of El Paso.

The matrix is intended for use as a guide to sclecting an appropriate level of discipline for the actionable misconduct.
This_matrix does not substitute for supervisory judgment and does not dictate discipline. Rather, this matrix
provides a framework within which supervisors exercisc judgment on a case-by-case basis within the parameters
provided. The final determination for discipline at the minimum level or higher rests with the Departmemt Head as
defined in Civil Service Rule 8 and Rule 11, or as defined in the Civil Scrvice Rules and Regulations.

The offenses histed under cach level are not intended to be an exhaustive listing. No attempt has been made to list every
possible cause for disciplinary vr adverse action. The fact that specific misconduct is not listed as an offense does not
mean discipline cannot be imposed. Supervisors should evaluate misconduct not histed to the offenses listed and use a
form of discipline that most closcly comncides with a comparabie, listed offense.

The following arc the categories of discipline:

B. Suspension: A suspension without pay for a definite period of time must be completed on an appropriate Notice of
Suspension form n accordance with Civil Service Commission Rules. The Notice of Suspension must:

EMPLOYEE'S INITIALS Si Page 6 of 8
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EP CITY OF EL PASO, TEXAS
'Q{ NOTICE OF SUSPENSION

[ 5
Name:  Samantha Sapien Last 4 #s of SS #. [ Date: July 29, 2025
Position. Zoo Keeper Employee ID # [ ]

Identify which State or Federal laws, rules, policics. and/or regulations were violated,

Contain narrative specifications (charges) and

include a record of previous discipline, if any. The Notice of Suspension shall be administered by the
Department Head. The Department Head, along with supervisors, shall work with the Human Resources
Director for specifications. The Notice of Suspension must always be reviewed by the City Attorney's Office
before being adminisiered to the employee.

Lol bt

V. APPLICATION OF THE DISCIPLINARY MATRIX
A. The application of progressive disciphine is designed to take into account any instance of correclive action or
previous discipline. The Department Head shall choose the appropriate disciplinary action at the appropriate level
for cach offense.

1. A Department Head has a choice of severity of disciplinary action beginning from the floor for the specific type
of offense, at the appropriate level. When significant mitigating or aggravating circumstances cxist, the
discipline range may be cxpanded upon 1n cither direction.  For example. if the matrix indicates a 10-day
suspension, the Department Head may determine that a less severe consequence is more appropriate based on
mitigating factors. Likewise, the discipline could be greater than a 10-day suspension if there are significant
aggravating factors. Whenever prior violations are used to support a more scvere discipline, those offenses
shall be cited in the notice of Discipline. When a series of offenses have been committed and action could not
have been taken on each before another was committed. a more severc discipline maybe assessed for the
combined offenses rather than what would be appropriate for any single offense.

The Department Head in accordance with CSC Rule 11 retains the right to promulgate mles and regulations
regarding the operation of his or her depariment. Similarly, situations may arise that are not written in a rule or
policy: in such a circumstance, an appropriate level of discipline will be imposed. Nothing in this policy shall
prohibit a Departiment Head from departing from utilizing a higher torm of discipling, to include termination,
if the circumstances warrant such action.

9

3. Thesc disciplinary guidelines arc standard recommendations and not meant to be an all-inclusive list of possible
infractions. The Human Resources Director retains the right to modity. or amend this policy and matrix as
nceded without advance notice.

City of El Paso Disciplinary Matrix {May 30. 2018)

Level 1 Violation: Safety Violation (non-injury or property damage) (2™ offense) — 3 Day Suspension

Date Received by Human Resources: Junc 9, 2025
[20'" Day Deadline, pursuant to CSC Rule 8 Section 3(e): October 7. 2025

SPECIFICATIONS:

On May 16, 2025, another Zookeceper discovered that a rake and shovel were left overnight in Stall 8 of the hoof stock barn,
where the kudus are housed. In your incident report, you acknowledged that you failed 10 inspect the back stalls before
granting the animals access. While no animals were injured. this oversight cannot be overlooked, as it indicates a failure to

verify that all 10ols were sccured and the arca was safe for all animals.

As a zookeeper, you are expected to perform your duties thoroughly and accurately, particularly when safety is at stake and
there is a potential risk of harm to yourself or the animals. Your actions are not in alignment with the City's Mission, Vision,
and Values and constitute a violation of the City of El Paso Employce Handbook.

EMPLOYEE'S INITIALS _S§5 . Page 7 of 8
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R CITY OF EL PASO, TEXAS

TX NOTICE OF SUSPENSION
Name: Samantha Sapien Last 4 #s of 35 # [ ' Date: July 29, 2025
Position: Zoo Keeper l Employee ID # -

} —
Your disciplinary history reflects the following:
On February 21, 2025, you reccived a Formal Counseling for Safety Violation and Failure to Follow Departmental

Rules/Policies.

Bascd on the above specifications, the City of El Paso Zoo Department has determined that your services are to be suspended
for three (3) workdays. Be advised that a recurrence of this or of a similar type incident will result in more scvere
disciplinary action, up to and including termination of your employment with the City of El Paso.

You have thirty (30) days from the date you reccive this notice to appeal this action to the Civil Service Commission. The
City reserves the right to amend these charges andior specifications at a later date

EVMPLOYEE'S INITIALS :S S Page 8 of 8
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy: City of El Paso Discipline Policy and Matrix
Creation Date: April 6, 2011

Revision Date: May 2, 2013; May 30, 2015
Prepared By: HR Department

Approved By: City Manager

Legal Review: Elizabeth Ruhmann

POLICY: CITY OF EL PASO DISCIPLINE POLICY AND MATRIX

l. POLICY:

The City of Ei Pasois committed to a goal of high performance by all employees in
order to fulfill its mission of outstanding customer service to the citizens of our
community. The purpose of this policy and matrix is to provide City leaders and
supervisors with a guideline and reference for corrective and disciplinary action.
The City of El Paso Human Resources Department accepts and investigates all
allegations of employee misconduct and imposes corrective and progressive
disciplinary action in a timely and consistent manner, as appropriate. This policy
outlines the procedure for investigating allegations of employee misconduct,
issuing corrective action, and applying the Matrix to impose discipline.

Il. PROCEDURES:
A. Basis far Discipline

1. Employees are subject to discipline for violations of the law, Gty Charter
provisions that constitute cause for discipline, Civil Service Commission
Rules and Regulations, City policies, Departmental policies and
procedures and verbal or written diractives from supervisory personnel.

2. Failure toreport a violation of anything listed under Ii-{A)is considered a
basis for discipline,
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3. Alidisciplinary actions taken under this policy are subject to, and shall be

consistent with, applicable federal and state law, local ordinances,
administrative directives, El Paso City Charter, and Civil Service Commission

Rules and Regulations.

B. Information Gathering and Processing

1.

Itis the duty of all supervisory employees to assist those who express the
desire to report allegations of misconduct against any City employee. The
informant need not be the aggrieved party, but may be anyone who
witnessed or otherwise became aware of an incident of misconduct.
Information regarding allegations of misconduct must be immediately
reported to the Department Head and/or the Human Resources

Director.

Supervisory personnel shall assist their Departmental Human
Resources Manager (hereinafter "DHRM") and/ or Human Resources
Director or designee with administrative investigations to determine
what violation of rule or policy has been committed. This may involve
preliminary data gathering of evidence, preparing questions to ask
witnesses or employees, and interviewing and collecting affidavits
(notarized statements) from employees, witnesses and citizens, and
determining an employee's work status. The central contact during an
administrative Investigation and disciplinary matters is the DHRM,
where they exist, or the Human Resources Director or designee. For those
departments that do not have a DHRM, the Human Resources Director
shall assign a Human Resources professional to conduct the
administrative investigation.

Employees are required to provide a statement or answer questions
during administrative Investigations. Employees who withhold
information, thwart, impede or fail to cooperate with administrative
investigations Wil be considered insubordinate and subject to
disciplinary action up to and including termination. Uponconclusion of
the administrative investigation, the DHRM or Human Resources
Director, or designee, will advise the Department Head of any findings
from the Investigation and recommend disciplinary or corrective action
as appropriate. However, it is the Department Head's responsibility to
make the final determination and defend the discipline to be
administered as a result of any review.

e T —
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4. Employees interviewed during administrative investigations are
prohibited from communicating the nature or details of the
investigation, either directly or indirectly, with anyone besides an
Attorney for the City, the DHRM, the Human Resources Director or
designee, or the employee's supervisor or Department Head. Nothing in
this policy would prevent an employee from discussing the investigation
with their attorney or representative if they have such representation.

t. CORRECTIVE ACTION

The following types of corrective action may be issued to an employee prior te
utilizing the disciplinary matrix.

A. Counseling: A verbal counseling may be provided by supervisory personnel to
the employee informing the employee of the infraction or problem, corrective
measures or what is expected of the employee, and consequences of
continued infractions. The verbal counseling is an opportunity to discuss
work-related problems in private with the employee. The supervisor should
administer the verbal counseling. If a supervisor requests assistance
with issuing a verbal counseling, the Human. Resources Director or
designee, or the DHRM, will provide further assistance or guidance.

. DISCIPLINARY MATRIX

The attached disciplinary matrix provides supervisory personnel and Department
Heads with the parameters of discipline that shall be imposed on an employee
when an infraction occurs that violates the law, a Civil Service rule, policy, or
regulation of the department. The purpose of the matrix is to provide notice to
employees of the types of conduct that will result In disciplinary action and to
serve as a deterrent of such conduct so as to promote efficiency of service by
ensuring high standards of City service and maintaining public confidence in the
City of El Paso.

The matrix is Intended for use as a guide to selecting an appropriate level of
disclpline for actionable misconduct. This_matrix does not substitute for
supervisory Jjudgment and does not dictate discipline. Rather, this matrix
provides a framework within which supervisors exercise judgment on a case-by-
case basis within the parameters provided. The final determination for
discipline at the minimum level or higher rests with the Department Head as
defined In Civil Service Rule 8 and Rule 11, or as defined in the Civil Service Rules and

Regulations.
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The offenses listed under each level are not intended to be an exhaustive listing.
No attempt has been made to list every possible cause for disciplinary or adverse
action. The fact that specific misconduct is not listed as an offense does not mean
discipline cannot beimposed. Supervisors should evaluate misconduct not listed
to the offenses listed and use a form of discipline that most closely coincides with a

comparable, listed offense.

The following are the categories of discipline:

A. Formal Counseling: A Formal Counseling must contain specific language
that informs the employee of the infraction or problem, what is expected
of the employee to correct the issue, and consequences of continued
infractions. The Farmal Counseling shall be issued by the Department
Head to the employee on official City ietterhead. The Department Head,
along with supervisors, shall work with the DHRM or the Human Resources
Director or designee when drafting the Formal Counseling. The Formal
Counseling will be placed in the employee's personnel file by submitting the
written document to the Human Resources Director or designee no later
than 120 days following the issue of the Formal Counseling.

B. Suspension: A suspension without pay for a definite period of time must
be completed on an appropriate Notice of Suspension form in accordance
with Civil Service Commission Rules. The Notice of Suspension must:

1. identify which State or Federal laws, rules, policies, and/or
regulations were violated,

2. contain narrative specifications {charges), and

3 include a record of previous discipline, if any.  The Notice of
Suspension shall be administered by the Department Head. The
Department Head, along with supervisors, shall work with the
Human Resources Director for specifications. The Notice of
Suspension must always be reviewed by the City Attorney's Office
before being administered to the employee.

C. Demotion: A demotion as a result of disciplinary action is a reduction into a
lower graded position that may result in a loss of pay to the employee.
it must be completed on an appropriate Notice of Demotion form in
accordance with Civil Service Commission Rules. The Notice of Demotion

must:
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1. identify which State or Federal laws, rules, policies, and/or
regulations were violated,

2. contain narrative specifications (charges), and

3. Include a record of previous discipline, if any. The Notice of
Demotion shall be issued by the Department Head and must
always be reviewed by the City Attorney's Office before being
administered to the employee.

D. Termination: A termination is separation of empioyment and must be
completed on an appropriate Notice of Separation form with effective date
for dismissal in accordance with Civil Service Commission Rules, The Notice

of Separation must:

1. identify which State or Federal laws, rules, policies, and/or
regulations wereviolated,

2. contain narrative specifications (charges), and

3. include a record of previous discipline, if any. The Notice of
Separation must always be reviewed by the City Attorney's Office
before being issued to the employee by the Department Head.

V.  APPLICATION OF THE DISCIPLINARY MATRIX

A. The application of progressive discipline is designed to take into
account any instance of corrective action or previous discipline. The
Department Head shall chaose the appropriate disciplinary action at
the appropriate level for each cffense.

1. A Department Head has a choice of severity of disciplinary action
beginning from the floor for the specific type of offense, at the
appropriate level. When significant mitigating or aggravating
circumstances exist, the discipline range may be expanded upon in
either direction. For example, if the matrix indicates a 10-day
suspension, the Department Head may determine that a less
severe consequence is more appropriate based on mitigating
factors. Likewise, the discipline could be greater than a 10-day
suspension if there are significant aggravating factors. Whenever




Item #2

prior violations are used to support a more severe discipline,
those offenses shail be cited in the notice of Discipline. When a series
of offenses have been committed and action could not have been
taken on each before another was committed, a more severe
discipline may be assessed for the combined offenses rather than

what would be appropriate for any single offense.

The Department Head In accordance with CSC Rule 11 retains the
right to promulgate rules and regulations regarding the operation
of his or her department. Similarly, situations may arise that are
not written in a rule or policy; in such a circumstance, an
appropriate level of discipline will be imposed. Nothingin this policy
shallprohibit a Department Head from departing from utilizing a
higher form of discipline, to include termination if the
circumstances warrant such action.

3. These disciplinary guidelines are standard recommendations and not

APPROVED BY:

meant to be an ali-inclusive list of possible infractions. The Human
Resources Director retains the right to modify, or amend this policy
and matrix as needed without advance notice.

R N7/
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CITY OF EL PASO DISCIPLINARY MATRIX
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4™ OFFENSE
PENALTY
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June 14", 2024 /\)d}vs ‘9'/ [422“7

e extend probation for 45 days’

Verbal Counselings:

e 6/14/24
o Unsecured lock at hoofstock

e 6/14/24
o Allowing Kudu into the giraffe ramp (walked away)

e 7/23/24
o Leaving a giraffe lock unsecured at giraffes
o Shifting an animal into an improperly secured area (giraffes)
o Hitting a fence with the giraffe truck

August 2:2024
e passed probation
e given Memo of expectations
e Noted: all zoo equipment, including vehicles, machinery, tools, etc is
operated in a safe manner as per zoo, City,, and OSHA standards to avoid any
incident or accident involving said equipment. '
¢ Ifthere are ANY deviations or infractions to ANY of the above listed
stipulations in the next 6 months (from date of memo) further disciplinary
actions will be taken up to, and possibly including, termination of your
employment.

Feb 19 2025

¢ givenformal counseling
o safetyinfraction while cutting alfalfa cubes on Aug 26, 2024

o notproperly securing a giraffe door

May 15 2025
o left tools in hoofstock stall. Was on run with another keeper

e 5/29/25 Poia
o WROTE FOR LEAVING HS TOOLS IN STALL OVERNIGHT
o Let Curator know about the verbal counseling
o Herecommended it be upgraded to a formal. Director agreed
o When formal came back, Amanda and | asked if itwould be reducedtoa 1
day suspension. Were told no.
o Another keeper suspended for 3 days for a much more egregious action

°§a- was 7"00 -~ l)"‘u %4‘)’ dQ,r
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