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CATEGORIES OF EMPLOYMENT

The Center recognizes the following categories of employment:

1.
Introductory Period Employee:  An employee in the first (6) months of employment with the Center (introductory probation).  During this period both the employee and the employer determine the employee’s suitability and interest in the work and ability to adjust to the new work situation. Both the Center and the employee have the option during this period to terminate the employment without notice or further obligation.  No more than 40 hours of accumulated leave may be used during an employee’s Introductory Period.
2.
Regular Employee:  An employee who has successfully completed his/her introductory period or transfer probation by receiving a six‑month evaluation report which is favorable.  The date of employment is retroactive to include the Introductory Period.

3.
Full‑time Employee:  An employee who is scheduled works (40) hours per week.

4.
Part‑time Employee:  An employee who is routinely scheduled to work no more than Twenty – Nine (29) hours per week.

5.
Temporary Employee:  An employee whose work hours may vary each week and who has been hired for a specific period of time, i.e., for a two or three month period; coverage for a certain shift.  Temporary employees are not eligible for any part of the Center fringe benefit package.

6.
Transfer Employee:  An employee who has transferred to a position within the Center that involves some substantially different duties is placed on transfer status (transfer probation) for a period of nine (6) months until a satisfactory evaluation has been received.  This period is similar in philosophy and use to the introductory period.  

7.
Disciplinary Probation: The possible dispositions available to the Executive Director in a level three disciplinary action include placing an employee in a disciplinary probation status for a period not to exceed six months.    This period is similar in philosophy and use to the introductory period.  

8.
Performance Probation: If a regular employee is being considered for termination due to substandard work performance not constituting a disciplinary violation, the Executive Director may place the employee in the status of performance probation for a period not to exceed six months. This period is similar in philosophy and use to the introductory period.  
WORK WEEK AND WORK SCHEDULES

Work Week:  The basic work week for all full‑time employees is forty (40) hours, exclusive of meal time, except when mealtime is a part of your job responsibilities.  For Business Office purposes, the work week begins at 12:01 AM on Sunday morning and ends at 12:00 midnight the following Saturday, regardless of the work schedule of the employee during the work week.

Hours of Work:  Specific periods of work are assigned to most employees of the Center.  Scheduled hours within different programs may vary according to the service(s) being performed.  Some programs require more flexibility in staffing and variance in hours of duty is necessary.  The supervisor is responsible for scheduling hours of work.

For non-exempt employees, assignment to hours of duty other than those permanently scheduled may be necessary on a temporary basis to provide adequate patient or client care and shall not be considered overtime, but rather a change in your schedule, as your total workweek will not exceed 40 hours.

Some employees must expect to work designated closure days and weekends because of the continued need for their services.  Schedules where constant coverage is required are maintained in an as fair and equitable manner as possible.  Conflicts in staffing needs and individual preferences must be resolved in a way which will least interfere with customer service and client care and the efficient provision of program services.

Work Breaks:  Employees will be granted two 15 minute rest periods each day, scheduled by the supervisor.  Employees may not leave Center premises during such work break, except with explicit approval of the supervisor.

Permission to Leave During Work Hours:  Employees are required to notify and receive approval from their supervisor if it is necessary to be absent from the premises during working hours.

CLASSIFICATION OF EMPLOYEES AS EXEMPT OR NON‑EXEMPT

Employees are classified as Exempt or Non‑Exempt according to Federal Wage and Hour guidelines, based upon each employee's job description, job title, and job duties.

An employee classified as Exempt is not restricted to a 40 hour work week and is not entitled to overtime pay or "compensatory time."

An employee classified as Non‑Exempt is not able to work in excess of 40 hours per week without receiving overtime pay for such work at a rate of time and a half (or compensatory time off to be taken during the same workweek).

TIME REPORTING AND PAYDAYS ‑ EXEMPT EMPLOYEES

Exempt employees are not required to complete a Time Sheet however PTO has to be requested and approved through Paycom. 
Payroll has to be processed two days prior to pay day so any On Call sheets or PTO requests need to be completed prior to the processing date.
Paychecks will be deposited directly into individual accounts via the agency's electronic payroll system.  Employees that are Exempt are paid for days worked, closure days, and approved paid leave.
TIME REPORTING AND PAYDAYS ‑ NON‑EXEMPT EMPLOYEES

Non‑Exempt Employees are on a 2‑week pay period and will receive a pay check for that 2‑week pay period.  Non‑Exempt Employees will receive 26 paychecks per year.  Pay periods for non‑exempt employees will run from Sunday at 12:01 AM to Saturday at 12 midnight over a two‑week period.  All pay periods will run for two- week spans and will be marked on the Business Office calendar.

Hours should be entered in Paycom daily if possible! Time sheets should be completed in Paycom by noon on the Friday prior to the close of the pay period with the exception of Employees that are on call Friday or Saturday.
Paychecks will be deposited directly into individual accounts via the agency's electronic payroll system. You will be paid for hours worked, closure days, and approved paid leave.

OVERTIME AND COMPENSATORY TIME
Non‑exempt employees may not work in excess of 40 hours per week and receive overtime pay or compensatory time and a half without the specific express permission of the Program Director for each incident of overtime work.  Overtime work without such permission is a violation of Center Procedure and will be considered insubordination and grounds for disciplinary action.
ON CALL PAY

Pay for hours worked as the designated "on call" staff will be paid each pay day that the staff worked as the designated "on-call" person.
 PAYROLL DEDUCTIONS

Only those deductions required by law or authorized by employees, in writing, will be withheld from payroll checks.

a.
Federal Income Contribution Act (FICA) ‑ the Center matches your contribution to the Social Security System through the Texas Retirement System of Texas.

b.
Federal Income Tax on earned income.

c.
Group Health and Dental Coverage for employee.  Coverage for dependents will also 

d.
Sheltered Annuity Plan as requested by employee.

e.
Credit Union membership as requested by employee.

f.
Court ordered child support.

g.
Court ordered repayment of student loans.

h.
IRS levy payments.

i.
Other Center‑approved deductions.

Deductions are made monthly for exempt employees.  For non‑exempt employees, deductions are spread as follows:

Deductions for employee dependent's medical insurance coverage divided between the first and second pay check of each month.  Dependent dental insurance is on the first pay check of each month.

Deductions (if any) for employee's deferred annuity and coffee fund will be made on the second pay check of each month.

Deductions (if any) for credit union are optional to the employee, and may be made on the first, second, or both paychecks.

Social Security (FICA) and income tax (FITW) deductions will be made on each paycheck.

SALARY INCREASES

Employees must maintain an acceptable level of performance as attested by a recommendation from their supervisor, to be eligible for salary increases.  Upon satisfactory completion of the six-month evaluation with an acceptable job performance rating, a new employee's salary will be increased to the base level for that employee's position.  During the six-month probationary period, employees are not eligible for any salary increases until successful completion of the six-month probationary period with an acceptable job performance rating on their employee evaluation. Merit increases and/or bonuses may be provided based upon Board approval, sustained superior performance and sufficient funding.
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