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Recruitment Plan 

I. Equal Employment Opportunity Statement

It is the intent of the Texas Water Development Board (TWDB) to provide equal 

employment opportunity for all persons regardless of race, color, age, sex, religion, 

national origin, disability or veteran’s status. Physical disability or condition is not 

considered a factor in employment unless the specific job so warrants. 

Equal Opportunity is provided for all persons in the areas of recruiting, hiring, transfers, 

promotions, training, compensation, benefits, layoffs, and terminations. Vacancies are 

filled in accordance with agency job descriptions, State Classification system guidelines 

and legislative appropriations. 

II. Purpose

The purpose of the TWDB’s Recruitment Plan is to ensure compliance with the policy 

statement detailed above and to provide a management tool to be utilized throughout the 

agency to assure equal employment opportunities in all phases of employment.  

III. Scope of Plan

This Recruitment Plan covers all employees and applicants for employment with the 

TWDB. The plan is an integral part of agency personnel policy and will be administered 

by those employees in management and supervisory positions. The foundation of the 

agency's recruitment plan is one that will ensure the fullest participation of all covered 

classes. The agency will achieve this through a focused community outreach program 

that includes the utilization of non-traditional recruiting sources.  

Human Resources staff charged with recruiting or related duties will work with the 

Director of Human Resources and program staff to ensure that job announcements are 

made available to a wide range of recruiting sources. Job announcements will be 

distributed to recruitment sources targeting African American, Hispanic American, 

female, and other minority groups. Notices of vacancies will be posted in accordance 

with State of Texas posting rules. 

IV. Designation of Responsibility

Authority for implementation of the TWDB Recruitment Plan resides with the TWDB 

Executive Administrator. To ensure equal employment opportunity, the TWDB 

Executive Administrator designates the responsibility to establish, monitor, evaluate and 

implement the EEO policies and procedures and the Recruitment Plan. The responsibility 

of the Director of Human Resources is to ensure that the policy of equal employment is 

made known both internally and externally. The following actions are taken to 

disseminate the agency policy: 
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A. The Recruitment Plan will be discussed with all new employees to ensure full

understanding.

B. Additional equal employment opportunity policy information or updates will be

distributed to all employees as needed.

C. The TWDB Employee Handbook that details agency personnel policies is

accessible to all employees. All changes in these policies will be available on the

agency’s internal website and employees will be notified of any changes.

D. A copy of this Recruitment Plan will be made available on the TWDB career page

for review by all interested persons, including job applicants.

V. Plan Development

Each year, the TWDB evaluates the effectiveness of its Recruitment Plan to determine if 

any modifications or policy changes are required. By careful analysis of hiring and 

retention practices, the TWDB can determine what specific activities were successful. 

The Director of Human Resources has been delegated overall responsibility for 

developing, coordinating and implementing a Recruitment Plan. The Director of Human 

Resources is responsible for: 

• assisting in identifying and resolving EEO problems;

• serving as liaison between the TWDB and the Governor’s Office, the Texas

Workforce Commission - Civil Rights Division, minority organizations, and the

public;

• keeping staff informed of latest EEO developments; and

• developing and maintaining an effective Recruitment Plan to ensure that areas of

underutilization are addressed through a comprehensive plan of recruitment and

retention.

VI. Plan Implementation

In order for TWDB to decrease the underutilization for African Americans and Hispanics 

in the job categories of Officials/Administrators and Administrative Support, the agency 

has continued to expand its recruitment target areas for vacant positions as a part of its 

overall recruitment process in the following ways:  

A. Career Fairs.

• The TWDB plans to participate in a variety of career fairs (when

applicable and economically feasible) that target under represented groups

such as the American Society of Civil Engineers Student Symposium

which creates an opportunity for employers to meet with students from

universities from across Texas and Mexico.

B. Internship Program.



Recruitment Plan 

Texas Water Development Board 

3 | P a g e

• Communication with Career Centers - The TWDB plans to continue

communication with career centers within educational institutions specific

to the minority groups to include local educational institutions that have a

high enrollment of persons in underrepresented groups.

• Mickey Leland Internship Program - The TWDB is hiring two Mickey

Leland interns in the summer of 2020. The program’s mission is to

heighten the awareness and encourage the participation of minorities,

women, and economically disadvantaged college/university students

regarding environmental-related issues and policies; and to develop a

diversified work force within Texas' environmental agencies and private

corporations by promoting employment opportunities for students

exploring future professional opportunities in the environmental fields.

• Environmental & Natural Resources Law Section Internship Program –

The State Bar of Texas, Environmental & Natural Resources Law Section

is sponsoring one summer internship for students currently in their second

year of law school.

• Externships – Students from The University of Texas at Austin, Jackson

School of Geosciences Externship come onsite to tour and learn about the

work the Texas Water Development Board This is a great recruitment

event that educates students about internship and future job opportunities.

C. Advertising.

• Placement of Job Announcements – TWDB Human Resources will

encourage more job advertisement in publications, websites, or other

resources whose readership includes a diverse population (when

applicable and economically feasible).

- Additional Posting Sites Include: National Association of Black

Accountants, American Woman’s Society of Certified Public

Accountants, Great Austin Hispanic Chamber of Commerce, social

media such as Black Austin and Black Women in Austin, and the

National Urban League.

• Continual Expansion & Updating Recruiting Sources - TWDB Human

Resources has created an inclusive list of free and paid job posting

resources sites to include multiple universities across the state of Texas.

We have and will continue to add to this list to include more posting sites

that are geared towards under-represented target groups including

appropriate points of contact. (Emphasis will be placed on sources

providing referral services to protected minority groups, women, persons

with disabilities, and veterans).

D. Networking Initiatives.

• Develop Partnerships with Minority Organizations – The TWDB will

begin to develop closer partnerships with minority organizations to

include Hispanic Chamber of Commerce, Community Alliance, National

Association for the Advancement of Colored People, Greater Austin Black

Chamber of Commerce, and National Association of Black Accountants.

• Participation and Membership with the Austin Human Resources

Management Association – Human Resources staff attend trainings and
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conferences to keep informed on current topics and legislative activity. 

Staff also participate by serving on various committees and attend 

networking events. Networking also allows Human Resources staff to 

expand their knowledge and experience base. 

E. Selection Process Evaluation.

• The TWDB will ensure freedom from bias by reviewing job application

forms and evaluating selection methods to ensure they are job-related.

Additional training will be provided to Hiring Teams with an emphasis on

how to incorporate diversity hiring goals and strategies.

VII. EEO Complaint Handling Procedures

It is the TWDB’s policy to regularly inform employees about the complaint process that 

is available for handling complaints of discrimination or other EEO-related problems. 

Any TWDB employee who has equal employment opportunity-related questions, 

problems or complaints may communicate his/her concern to the immediate supervisor, 

any supervisor in the chains of command, any supervisor within the Agency, Deputy 

Executive Administrator for Operations and Administration, General Counsel, Director 

of Human Resources, or any member of the Human Resources or General Counsel staff. 

All complaints will be handled fairly and expediently. It is the TWDB’s policy that no 

employee shall suffer reprisal for seeking resolution of a problem through this procedure. 

VIII. Statistically Under-represented Groups

The utilization analysis was conducted for the Texas Water Development Board (TWDB) 

using the 80% Rule. This rule compares the actual number of employees to the expected 

number of employees based on the available state Civilian Labor Force (CLF) data for 

African American, Hispanic and female employees.  

For the purpose of this analysis, a group is considered underutilized when the actual 

representation in the workforce is less than 80% of what the expected number would be 

based on the CLF. The TWDB reviewed and conducted analysis to determine where 

underutilization was identified. The utilization analysis of the TWDB for fiscal year 2019 

only indicated potential underutilization in the category of Officials/Administrators (A) in 

its workforce. The following tables summarize the results of the utilization analysis. 

Job Category Utilization Analysis Results 

Officials/Administrators 

(A) 

African American (potential 

underutilization) and 

Hispanic (Inconclusive, 

sample too small)  

Administrative Support 

(C) 

No Underutilization; 

Hispanic (Inconclusive, 

sample too small) 

Service Maintenance 

(M) 

N/A 

Professional (P) No Underutilization 
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Protective Services (R) N/A 

Skilled Craft (S) N/A 

Technical (T) N/A 

The job category showing potential underutilization is Officials/Administrators. In order 

for TWDB to decrease the potential underutilization for African Americans, the agency 

has continued to expand its recruitment target areas for vacant positions that fall into 

those job categories as a part of its overall recruitment process. 

IX. Statewide Utilization Analysis

(See attachment) 

X. TWDB EEO and Recruitment Plan Policies

The TWDB Human Resources Division maintains a written policy statement that 

implements a program of equal employment opportunity to ensure that all personnel 

transactions are made without regard to race, color, sex, religion, age, disability, national 

origin or veteran’s status. The policy statement shall cover an annual period, be updated 

at least annually, be reviewed by the Texas Workforce Commission and be filed with the 

Governor’s Office. 

XI. Certification

The Texas Water Development Board is committed to implementation of the Recruitment

Plan. Furthermore, the TWDB will continue to develop this plan to ensure continued

effectiveness.

____________ 

Date  

____________ 

Date 



Statewide Civilian and Agency Utilization Analysis 

FY2019 Results and Observation 

The utilization analysis was conducted for the Texas Water Development Board (TWDB) using the 80% 

Rule. This rule compares the actual number of employees to the expected number of employees based on 

the available state Civilian Labor Force (CLF) data for African American, Hispanic and female employees. 

For the purpose of this analysis, a group is considered underutilized when the actual representation in the 

workforce is less than 80% of what the expected number would be based on the CLF. The TWDB reviewed 

and conducted analysis to determine where underutilization was identified. The utilization analysis of the 

TWDB for fiscal year 2019 only indicated potential underutilization in the category of 

Officials/Administrators (A) in its workforce. The following tables summarize the results of the utilization 

analysis.  

Job Category Utilization Analysis Results 

Officials/Administrators (A) African American (potential underutilization) and Hispanic 

(Inconclusive, sample too small)  

Administrative Support (C) No Underutilization; Hispanic (Inconclusive, sample too 

small) 

Service Maintenance (M) N/A 

Professional (P) No Underutilization 

Protective Services (R) N/A 

Skilled Craft (S) N/A 

Technical (T) N/A 

Job Category - Officials/Administrators (A) 

Represented 

Group 

TWDB Percentage in Job 

Category 

Statewide Civilian Workforce Percentage in 

Job Category 

Female 50.00% 38.80% 

African 

American 

3.13% 8.10% 

Hispanic 15.63% 22.40% 

Job Category - Administrative Support (C) 

Represented 

Group 

 TWDB Percentage in Job 

Category 

Statewide Civilian Workforce Percentage in 

Job Category 

Female 100.00% 71.60% 

African 

American 

11.54% 14.30% 

Hispanic 26.92% 36.40% 

Job Category - Professionals (P) 

Represented 

Group 

TWDB Percentage in Job 

Category 

Statewide Civilian Workforce Percentage in 

Job Category 

Female 46.74% 54.50% 

African 

American 

11.23% 10.90% 

Hispanic 20.29% 20.30% 



* TWDB data was extrapolated from the FY19 Equal Employment Opportunity Report – Statewide

Agencies Workforce Summary

* Civilian Data was extrapolated from the FY17-FY18 Equal Employment Opportunity and Minority

Hiring Practices Report

* Para Professionals are grouped in with Administrative Support/Civilian data does not reflect Para

Professionals

The job category showing potential underutilization is Officials/Administrators. In order for TWDB to 

decrease the potential underutilization for African Americans, the agency has continued to expand its 

recruitment target areas for vacant positions that fall into those job categories of as a part of its overall 

recruitment process.  



Data Inputs
Instructions:  Enter the appropriate number of employees in locations B5 through F11
Agency Employment Data

Job category: Male Female
African-
American Hispanic

Total 
Employees

Officials/Administrators (A) 16 16 1 5 32
Administrative Support (C) 0 26 3 7 26
Service Maintenance (M) 0 0 0 0 0
Professional (P) 147 129 31 56 276
Protective Services (R) 0 0 0 0 0
Skilled Craft (S) 0 0 0 0 0
Technical (T) 0 0 0 0 0
Agency Grand Totals (#) 163 171 35 68 334
Agency Grand Totals (%'s) 48.80 51.20 10.48 20.36 100.00

Availability information from Government source (%'s)

Workforce Composition (%) Male Female
African-
American Hispanic

Officials/Administrators (A) 61.20 38.80 8.10 22.40
Administrative Support (C) 28.40 71.60 14.30 36.40
Service Maintenanace (M) 48.00 52.00 13.20 52.40
Professional (P) 45.50 54.50 10.90 20.30
Protective Services (R) 77.00 23.00 20.80 30.90
Skilled Craft  & Operatives (S) 88.00 12.00 10.20 51.50
Technical (T) 44.80 55.20 14.40 29.20
Table1, Statewide Civilian Workforce Composition,  Texas Labor Code Sections 21.0035
Source:  2016 1-Year PUMS file from the American Community Survey (ACS), US Census Bur
Table of Contents
End of Worksheet



Underutilization Final Results: 
Instructions: Listed are the final results for each Job Category.  Those 
categories not chosen will display "Job Category Empty".
On This Page:
Officials/Administrators
Administrative Support
Service Maintenance
Professional
Protective Services
Skilled Craft
Technical

Officials/Administrators
Female - Passed 4/5ths Rule
African-American - Potential Underutilization
Hispanic - Inconclusive; sample too small

Administrative Support
Female - Passed 4/5ths Rule
African-American - Passed 4/5ths Rule
Hispanic - Inconclusive; sample too small

Service Maintenance
Female - Job Category empty
African-American - Job Category empty
Hispanic - Job Category empty

Professional
Female - Passed 4/5ths Rule
African-American - Passed 4/5ths Rule
Hispanic - Passed 4/5ths Rule

Protective Services
Female - Job Category empty
African-American - Job Category empty
Hispanic - Job Category empty

Skilled Craft
Female - Job Category empty
African-American - Job Category empty
Hispanic - Job Category empty

Technical
Female - Job Category empty
African-American - Job Category empty
Hispanic - Job Category empty
Blank
Table of Contents
End of Worksheet



Officials/Administrative Calculations TAB5
Instructions:  The following tables are a mathematical sequence of 5 steps and must 
be completed as such.  The hyperlinks are in case you want to review a section.  
Control-Home keys will return to top of page at any time.
On this Page:
Step 1.  Percent Calculations
Step 2.  4/5th (80%) Rule 
Step 3.  Preliminary Results based on 4/5th Rule
Step 4.  Flip Flop Rule 
Step 5.  Preliminary Results based on Flip Flop Rule 

Step 1.  Percent Calculations:
Total in Job 

Category Female
African-

American Hispanic
Total 

Minorities
# In Job Category 32 16 1 5 6
% Job category -- 50.00 3.13 15.63 18.75
Workforce Composition (%) -- 38.80 8.10 22.40 30.50
Expected #'s -- 12.42 2.59 7.17 9.76

Step 2.  4/5th (80%) Rule :
Total in Job 

Category Female
African-

American Hispanic
Total 

Minorities
4/5th Rule (80%) -- 1.2887 0.3858 0.6975 0.6148
Fail 4/5ths? (See Note 1) -- No Yes Yes Yes
Note 1) If '4/5th rule(80%)' is less than 0.80, 4/5ths Rule fails.   

Step 3.  Preliminary Results based on 4/5th Rule: N/A N/A
Female - Pass 4/5ths Rule N/A
African-American- Fail 4/5ths Rule
Hispanic - Fail 4/5ths Rule N/A N/A

Step 4.  Flip Flop Rule 
Total in Job 

Category Female
African-

American Hispanic
Total 

Minorities
Adjusted  #  in Job Category -- -- 2 6 7
Adjusted Job category % -- -- 6.25 18.75 21.88
Adjusted 4/5th Rule (80%) -- -- 0.7716 0.8371 0.7172
Fail/Pass Flip Flop Rule (>= 0.80)?  (See Note 2) -- -- Fail Pass Fail
Note 2) If results reverse (pass), indication is that the sample size is too small.  Analysis is Inconclusive.

Step 5.  Preliminary Results based on Flip Flop Rule: N/A
Female N/A for Flip Flop Rule N/A
African-American - Potential Underutilization
Hispanic - Inconclusive; sample too small N/A
Table of Contents
End of Worksheet



Professional Calculations TAB8

Instructions:  The following tables are a mathematical sequence of 5 steps and 
must be completed as such.  The hyperlinks are in case you want to review a 
section.  Control-Home keys will return to top of page at any time.
On this Page:
Step 1.  Percent Calculations
Step 2.  4/5th (80%) Rule 
Step 3.  Preliminary Results based on 4/5th Rule
Step 4.  Flip Flop Rule 
Step 5.  Preliminary Results based on Flip Flop Rule 

Step 1.  Percent Calculations
Total in Job 

Category Female
African-

American Hispanic
Total 

Minorities
# In Job Category 276 129 31 56 87
% Job category -- 46.74 11.23 20.29 31.52
Workforce Composition (%) -- 54.50 10.90 20.30 119.34
Expected #'s -- 150.42 30.08 56.03 329.38

Step 2.  4/5th (80%) Rule 
Total in Job 

Category Female
African-

American Hispanic
Total 

Minorities
4/5th Rule (80%) -- 0.8576 1.0304 0.9995 0.2641
Fail 4/5ths? (See Note 1) -- No No No Yes
Note 1) If '4/5th rule(80%)' is less than 0.80, 4/5ths Rule fails.   

Step 3.  Preliminary Results based on 4/5th Rule: N/A N/A
Female - Pass 4/5ths Rule N/A
African-American - Pass 4/5ths Rule
Hispanic - Pass 4/5ths Rule N/A N/A

Step 4.  Flip Flop Rule 
Total in Job 

Category Female
African-

American Hispanic
Total 

Minorities
Adjusted  #  in Job Category -- -- -- -- 88.00
Adjusted Job category % -- -- -- -- 31.88
Adjusted 4/5th Rule (80%) -- -- -- -- 0.2672
Fail/Pass Flip Flop Rule (>= 0.80)?  (See Note 2) -- -- -- -- Fail
Note 2) If results reverse (pass), indication is that the sample size is too small.  Analysis is Inconclusive.

Step 5.  Preliminary Results based on Flip Flop Rule: N/A
Female N/A for Flip Flop Rule N/A
African-American N/A for flip Flop Rule
Hispanic - N/A for Flip Flop Rule N/A
Table of Contents
End of Worksheet



Administrative Support Calculations TAB6
Instructions:  The following tables are a mathematical sequence of 5 steps and 
must be completed as such.  The hyperlinks are in case you want to review a 
section.  Control-Home keys will return to top of page at any time.
On this Page:
Step 1.  Percent Calculations
Step 2.  4/5th (80%) Rule 
Step 3.  Preliminary Results based on 4/5th Rule
Step 4.  Flip Flop Rule 
Step 5.  Preliminary Results based on Flip Flop Rule 

Step 1.  Percent Calculations
Total in Job 

Category Female
African-

American Hispanic
Total 

Minorities
# In Job Category 26 26 3 7 10
% Job category -- 100.00 11.54 26.92 38.46
Workforce Composition (%) -- 71.60 14.30 36.40 50.70
Expected #'s -- 18.62 3.72 9.46 13.18

Step 2.  4/5th (80%) Rule 
Total in Job 

Category Female
African-

American Hispanic
Total 

Minorities
4/5th Rule (80%) -- 1.3966 0.8069 0.7396 0.7586
Fail 4/5ths? (See Note 1) -- No No Yes Yes
Note 1) If '4/5th rule(80%)' is less than 0.80, 4/5ths Rule fails.   

Step 3.  Preliminary Results based on 4/5th Rule: N/A N/A
Female - Pass 4/5ths Rule N/A
African-American - Pass 4/5ths Rule
Hispanic - Fail 4/5ths Rule N/A N/A

Step 4.  Flip Flop Rule 
Total in Job 

Category Female
African-

American Hispanic
Total 

Minorities
Adjusted  #  in Job Category -- -- -- 8 11
Adjusted Job category % -- -- -- 30.77 42.31
Adjusted 4/5th Rule (80%) -- -- -- 0.8453 0.8345
Fail/Pass Flip Flop Rule (>= 0.80)?  (See Note 2) -- -- -- Pass Pass
Note 2) If results reverse (pass), indication is that the sample size is too small.  Analysis is Inconclusive.

Step 5.  Preliminary Results based on Flip Flop Rule: N/A
Female N/A for Flip Flop Rule N/A
African-American N/A for Flip Flop Rule
Hispanic - Inconclusive; sample too small N/A
Table of Contents
End of Worksheet



Chapter 2 Conditions of Employment 

Section 2.02 Equal Employment Opportunity (EEO) 

Policy The TWDB promotes equal employment opportunity through programs and policies designed 
to achieve employment without regard to race, color, religion, sex, national origin, age, 
disability, genetic information or military status (herein referred to as protected class). 

TWDB EEO policy consists of the following objectives: 

1) provide equal employment and promotional opportunities to all qualified persons
regardless of protected class;

2) provide civil rights information to employees regarding personnel policies,
complaint procedures, and other conditions of employment affecting employees;

3) provide an internal complaint procedure for the processing of employment
discrimination complaints as well as provide assurance to employees that
retaliation for any complaint is strictly prohibited;

4) prohibit policies, practices, or procedures that adversely impact a particular
individual or group of people due to protected class status; and

5) provide training to employees and managers on civil rights and equal employment
laws, policies, and procedures.

To implement this policy, the TWDB will: 

1) recruit, screen, hire, train, promote, transfer, discipline, pay and terminate persons
without regard to protected class;

2) make employment decisions furthering the principle of equal employment
opportunity; and

3) ensure that personnel actions are administered without regard to protected class.

Training All TWDB employees will receive EEO Standards Training regarding employment 
discrimination, harassment and inappropriate behavior every two years. All new employees 
must receive EEO Standards Training no later than 15 calendar days after the date of hire. 
Employees who complete the training are required to sign the acknowledgement form, and 
the Human Resources Division will file the form in the employee’s personnel file. 

Responsibility • Human Resources Division

Authorization ✓ Title VII of the Civil Rights Act of 1964 (Title VII)
✓ Equal Pay Act of 1963 (EPA)
✓ Age Discrimination in Employment Act of 1967 (ADEA)
✓ Title I and Title V of the Americans with Disabilities Act of 1990 (ADA), as amended

by the Americans with Disabilities Act Amendments Act of 2008
✓ Sections 501 and 505 of the Rehabilitation Act of 1973
✓ Civil Rights Act of 1991
✓ Texas Labor Code § 21.010

Violations Failure to adhere to this policy may subject the employee to disciplinary action, up to and 
including termination of employment. 



Chapter 2 Conditions of Employment 

Section 2.09 Policy Prohibiting Discrimination, Harassment and Inappropriate Behavior 

Policy Discrimination 

Unlawful discrimination is prohibited and will not be tolerated. Violations of this policy will be 
subject to disciplinary action, up to and including termination of employment. 

Harassment 

Unlawful harassment, including sexual harassment, is prohibited and will not be tolerated. 
Violations of this policy will be subject to disciplinary action, up to and including termination 
of employment. 

Inappropriate Behavior 

Inappropriate behavior, even if it is not unlawful, is prohibited and will not be tolerated. 
Violations of this policy will be subject to disciplinary action, up to and including termination 
of employment. 

Retaliation 

The TWDB prohibits any form of retaliation against any person who in good faith reports a 
violation of policy or law, assists in the investigation of a suspected violation of policy or law, 
or opposes a suspected violation of policy or law. Violations of this policy will be subject to 
disciplinary action, up to and including termination of employment. 

Consensual Romantic Relations 

TWDB employees within the same chain of command are prohibited from having romantic or 
sexual relationships. If a romantic or sexual relationship between a supervisor/manager and 
an employee should develop, it shall be the responsibility and mandatory obligation of the 
supervisor/manager promptly to disclose the existence of the relationship to the Human 
Resources Division. The employee may make the disclosure as well, but the burden of doing 
so shall be upon the supervisor/manager. In particular, parties involved may be required to 
sign an acknowledgement reflecting the consensual nature of the relationship. Upon being 
informed of or learning of the existence of such a relationship, the TWDB may take all steps 
that it, in its discretion, shall deem appropriate. 

Rules 1)   Persons Covered by This Policy 

The policy applies to every person connected with the TWDB, including, but not limited to 
the following: 

a) each full-time, part-time, temporary and contract employee of the TWDB; 
b) each applicant for employment with the TWDB; 
c) each person volunteering or interning with the TWDB; 
d) each external customer of the TWDB; and  
e) each visitor to any TWDB work site. 

 
2)   Discrimination 



Unlawful discrimination has two basic forms: Intentional Discrimination and Unintentional 
Discrimination. 

a) Intentional discrimination prohibits employers from treating applicants or
employees differently because of their membership in a protected class. The
central issue is whether the employer’s actions were motivated by discriminatory
intent, which may be proved by either direct or circumstantial evidence.

b) Unintentional discrimination involves employment practices that are facially
neutral in their treatment of different groups but that in fact fall more harshly on
one group than another and cannot be justified by business necessity.

3) Sexual Harassment

a) Sexual harassment constitutes discrimination and is illegal under federal, state and
local laws. For the purposes of this policy, sexual harassment is defined, as in the
Equal Employment Opportunity Commission Guidelines, as unwelcome sexual
advances, requests for sexual favors and other verbal, visual or physical conduct of
a sexual nature when, for example:

i. submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment;

ii. submission to or rejection of such conduct by an individual is used as the
basis for employment decisions affecting such individual; or

iii. such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile or
offensive working environment.

b) Sexual harassment may include a range of subtle and not so subtle behaviors and
may involve individuals of the same or different gender. Depending on the
circumstances, these behaviors may include, but are not limited to: unwanted
sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal
abuse of a sexual nature; commentary about an individual's body, sexual prowess
or sexual deficiencies; leering, catcalls or touching; insulting or obscene comments
or gestures; display or circulation in the workplace of sexually suggestive objects or
pictures (including through e-mail); and other physical, verbal or visual conduct of a
sexual nature.

4) Harassment

a) Harassment based on any other protected characteristic is also strictly prohibited.
Under this policy, harassment is verbal, visual or physical conduct that denigrates
or shows hostility or aversion toward an individual because of his or her race, color,
religion, sex, age, national origin, disability or any other characteristic protected by
law or any other such characteristic of his or her relatives, friends or associates, and
that

i. has the purpose or effect of creating an intimidating, hostile or offensive
work environment;

ii. has the purpose or effect of unreasonably interfering with an individual's
work performance; or

iii. otherwise adversely affects an individual's employment opportunities.
b) Harassing conduct includes but is not limited to: epithets (inappropriate or

demeaning name-calling), slurs or negative stereotyping; threatening, intimidating
or hostile acts; denigrating jokes and display or circulation in the workplace of
written or graphic material that denigrates or shows hostility or aversion toward an
individual or group (including through e-mail).



5) Inappropriate Behavior 

a) Behavior that is unprofessional, rude, and/or offensive, but does not meet the 
definition of unlawful harassment. It can include such actions as the following: 

i. persistent attempts to humiliate in front of colleagues (put-downs and 
name-calling); 

ii. destructive innuendo and sarcasm (including rumors and gossip); and 
iii. intimidating behavior (including shouting, blocking someone’s exit, or 

banging a desk). 
6)   Retaliation 

a) Taking of an adverse personnel action against a person who has in good faith 
reported a suspected violation of TWDB policy or law, assisted in the investigation 
of a suspected violation of policy or law, or opposed a suspected violation of policy 
or law. This includes suspected violations that are not sustained after investigation. 

7)   Training 

a) All non-supervisory employees will receive training regarding discrimination, 
harassment and inappropriate behavior every two years after employment. This 
training will include discussion of TWDB policy and methods of recognizing, 
reporting, and preventing violations. 

b) All supervisors, up to and including the Executive Administrator, will receive 
training every two years after employment regarding discrimination, harassment 
and inappropriate behavior. This training will include discussion of TWDB policy; 
methods of recognizing, reporting, and preventing violations; and how to handle 
violations.  

8) Reporting Violations 

a) Who Must Report?  
i. The TWDB must rely on employees to report suspected violations of this 

policy as soon as possible, even if the employee is not the victim of the 
suspected violation. Reporting suspected discrimination, harassment or 
inappropriate behavior may take courage, but it is necessary. While the 
TWDB will take proactive steps to prevent discrimination, harassment and 
inappropriate behavior from occurring, it is not possible to monitor every 
employee for every minute of the day.  

ii. All reports are taken seriously by the agency. Every person reporting a 
suspected violation will be treated with dignity and respect. No employee 
will be punished for reporting suspected violations in good faith, even if 
the investigation reveals that no actual violation occurred. 

iii. In order to stop any violations and to protect the victim, employees who 
believe they have been discriminated against, harassed or subjected to 
inappropriate behavior must inform the agency as soon as possible, 
preferably within the first two (2) business days of the occurrence. 
Employees who know of another employee they believe has been 
discriminated against, harassed or subjected to inappropriate behavior 
must also inform the agency as soon as possible, preferably within the first 
two (2) business days of learning of the suspected violation. If the agency 
receives current information, investigations can be conducted more easily 
and swiftly, because witnesses will have fresher recollections of relevant 
facts. 

iv. Supervisors must always be alert for signs of discrimination, harassment 
and inappropriate behavior and must report suspected violations to the 



Director of Human Resources or the General Counsel in accordance with 
this policy. Supervisors who fail to report suspected violations will be 
subject to disciplinary action. 

v. By working together, management and all employees can ensure a 
professional environment, free of discrimination, harassment and 
inappropriate behavior. 

b) To Whom Is the Report Made? 
i. The employee may choose to make the report to a direct supervisor or a 

supervisor in his or her chain of command, up to and including the 
respective DEA for that program area. If the employee does not feel 
comfortable making the report to a supervisor or another supervisor in the 
chain of command, the report can instead be made to any one of the 
following people, who are hereinafter referred to as "complaint handlers:” 

• Human Resources Director; 

• General Counsel 

• DEA of Operations and Administration.  
ii. An employee does not need supervisor approval to contact a supervisor 

higher in his or her chain of command or any of the above-named people 
regarding a complaint made under this policy. 

iii. Supervisors or complaint handlers who receive a report pursuant to this 
policy or learn information informally that leads them to believe there is a 
potential violation of this policy, must provide this information to the 
Human Resources Director or the General Counsel. If the information 
involves the Human Resources Director, the complaint must additionally 
be made to the DEA of Operations and Administration. 

c) How Is the Report Made? 
i. The employee making the report can do so either orally or in writing, by 

telephone call or during an in-person meeting. The choice is up to the 
employee. If the report is made to a supervisor, the supervisor will meet 
with the Human Resources Director, who will prepare an investigation 
initiation memo based on information provided by the employee. This 
memo will include any dates and specific words or actions that relate to 
the violation. The employee who reported the potential violation will 
review the memo to verify that all information is accurate. If preferred, the 
person making the report may supply the information in writing, which will 
be used in place of the investigation initiation memo. 

ii. If the reported violation involves or includes the Human Resources 
Director, the supervisor or complaint handler receiving the report will 
instead confer with the General Counsel and the DEA of Operations and 
Administration, who will handle the duties of the Human Resources 
Director in this process. 

d) What Is Done with The Memo? 
i. Once the investigation initiation memo has been verified by the employee 

making the report, the Human Resources Director, in conjunction with the 
General Counsel, will make the determination as to whether the complaint 
should be investigated by in-house personnel or if an outside investigator 
should be obtained. The Human Resources Director, in conjunction with 
the General Counsel, will appoint an in-house investigator or obtain an 
outside investigator. 

ii. If the report is against any person in Human Resources or the Office of 
General Counsel, that person or persons will be excluded from all 



responsibilities and activities of this policy and the DEA of Operations and 
Administration will make the determination of employment. 

iii. If the report is against the Executive Administrator, all responsibilities in
this process will instead be handled by the Human Resources Director, in
conjunction with the General Counsel.

iv. Investigation initiation memos will not be put in any employee’s personnel
file. They will be kept in a separate file maintained in the Human
Resources Division.

9) Action to Be Taken Pending an Investigation

Depending on the nature of the complaint and the workplace proximity of the complainant 
to the alleged violator, the Human Resources Director, in conjunction with the General 
Counsel, may determine that it is appropriate for one of the parties to be temporarily 
transferred or placed on emergency (paid) leave until the investigation is concluded. 

10) Investigations

Once all evidence has been gathered and reviewed, the investigator will write an 
investigation report detailing the findings of the investigation. This report will be given to 
the Human Resources Director and the General Counsel. All investigations will be conducted 
as soon as possible. 

11) Participation in Investigations

a) All employees of the TWDB are required to participate in any investigation of
alleged violations of this policy if asked. If interviewed, the employee will answer all
questions truthfully and thoroughly. In order to stop any violations and prevent
future violations, the agency must have full knowledge of the situation.

b) Refusal to answer questions posed by the investigator during an investigation may
subject the employee to disciplinary action.

12) Confidentiality

a) All names, records, and information concerning an investigation will be kept
confidential to the extent it is possible, consistent with a fair and thorough
investigation. There is no guarantee of confidentiality, but information will
generally only be shared with those at the TWDB who have a need to know.
Generally, this will only include the Executive Administrator, the affected
management, the Human Resources Division, General Counsel, and the
investigator(s).

b) Employees are expected to keep information learned or shared during an
investigation confidential. This will protect the integrity of the investigation and the
privacy of the persons involved.

13) Outcome of the Investigation

a) Violations That Are Sustained
i. If the investigation reveals that violations of TWDB policy did occur, disciplinary

action will be instituted. The violator could be subject to one or more of the
following disciplinary actions:

• involuntary demotion;

• transfer;

• written reprimand;

• suspension without pay; and/or

• termination of employment.



b) Violations That Are Not Sustained
i. If investigation reveals that no violation of TWDB policy occurred and/or can be

substantiated, the alleged violator will be informed by the Human Resources
Director and/or the General Counsel, who will also meet separately with the
employee who made the report to discuss the findings. It is important to the
agency that everyone involved understand why the alleged violation was not
an actual violation and also that there is no shame or wrongdoing by reporting
a suspected violation that did not turn out to be a violation. It is also important
to the agency that the alleged violator understand why the report of a
suspected violation was made and that retaliation is prohibited.

14) Counseling

The TWDB has an Employee Assistance Program (EAP) that assists employees with personal 
and professional issues. Confidential counseling services are available as a benefit to all TWDB 
employees and their families. There is no charge for three visits per employee per problem 
or situation per year. Employees wanting to utilize this service should see the Human 
Resources Division for more details. In addition, insurance may cover counseling related to 
these issues. 

Responsibility • Human Resources Division

• Office of General Counsel

Authorization ✓ Texas Labor Code Section 21.010
✓ Texas Administrative Code Title 40, Section 819.24



Chapter 3 Recruitment, Selection and Hiring 

Section 3.01 Hiring Policy 

Policy All recruiting and hiring shall be based upon the strategic needs of the agency, the 
requirements of the job and the qualifications of the individuals applying for positions. 
Employment, including recruitment, selection and promotion, will be based solely on 
objective job-related criteria and comply with state and federal laws. 

TWDB is an equal employment opportunity (EEO) employer and does not discriminate on the 
basis of race, color, disability, religion, sex, sexual orientation, national origin, genetic 
information, military status or age. 

Rules 1) Job Postings 

Job postings are based on strategic needs and include the same qualifications, requirements, 
knowledge, skills and abilities as identified in the position descriptions. 

2) Application Process 

Internal and external applicants are eligible to apply for posted vacancies. Applications 
received for a posted position may be screened by either the hiring manager or Human 
Resources for minimum qualifications. If Human Resources screens the applications for 
minimum qualifications, those applications meeting the minimum qualifications will be 
forwarded to the hiring supervisor. The hiring supervisor then follows the Hiring Procedures 
on the intranet to further process the application. 

3) Promotion of Current Employees 

Current employees are encouraged to apply for promotions by submitting an application for 
posted vacancies, although there is no obligation for a hiring manger to promote from within 
the agency. 

4) Workforce Planning Promotions 

When management determines that promotion of a current employee would best meet the 
strategic needs of the Agency, the position does not have to be posted. In this instance, a 
memorandum that details a justification must be provided to the Human Resources Director.  

 *4.04 – Performance Appraisals and Job Descriptions policy for additional required 
documents.  

5) Candidate Selection 

All selected candidates whose jobs require driving must have a satisfactory driving record 
prior to operating a state vehicle and comply with all the Vehicle Management Policies and 
Procedures. All males ages 18-25 selected for hire must have registered with the Selective 
Service System. Human Resources will review for veteran’s or former foster child’s 
employment preference. When applicable, a candidate who is eligible for a veteran’s 
preference or former foster child preference will be given preference over other applicants 
for the same position who do not have greater qualifications. 

 



6) Job Offer

Only after the DEA or his or her designee approves the Personnel Action Form and Human 
Resources notifies the hiring manager can a conditional offer of employment be made. All job 
offers are contingent upon the candidate’s ability to provide proof of identity and eligibility to 
work in the United States and, if required, written confirmation of compliance with higher 
education requirements and licensure and/or certification. TWDB reserves the right to 
conduct criminal background checks for security sensitive positions.  

Responsibility • Human Resources Division

• Hiring Managers

Authorization ✓ Age Discrimination in Employment Act (ADEA) of 1967
✓ Americans with Disabilities Act (ADA) as amended by the Americans With
✓ Disabilities Act Amendments Act of 2008
✓ Child Labor Regulations, 29 CFR, Section 570
✓ Civil Rights Act of 1991
✓ Equal Pay Act of 1963
✓ Fair Labor Standards Act (FLSA) of 1938
✓ Pregnancy Discrimination Act
✓ Immigration Reform and Control Act (IRCA) of 1986
✓ Rehabilitation Act of 1973
✓ Uniform Guidelines on Employee Selection Procedures of 1978, 29 CFR §

16071, et. seq.
✓ General Appropriations Act, Title IX Texas Government Code Chapter 613
✓ Texas Government Code § 651.005
✓ Texas Government Code § 656.001
✓ Texas Government Code Chapter 657
✓ Texas Labor Code Chapter 21
✓ TWDB Policy: TWDB Vehicle Management Policy and Procedures

Eligibility Nothing contained in this policy creates a contract of employment between an employee 
and the TWDB. 

Exceptions A state agency is not required to comply with job vacancy notice requirements when it 
transfers or reassigns an employee as part of a reorganization or merger mandated by the 
legislature as long as the executive head of the agency certifies that the transfer or 
reassignment is necessary for the proper implementation of the reorganization or merger. 

Forms • HR-001 Job Posting Request (JPR)

• HR-002 Supervisory and Non-Supervisory Job Vacancy Notice (JVN)

• HR-003 Screening Criteria Tool

• HR-004 Interview Questions

• HR-007 Hiring Selection Summary

• HR-008 Reference Check Form

• HR-009 Personnel Action Form

• HR-010 Hiring & Selection Task Checklist

• HR-057 Hiring & Selection Packet – Supervisor’s Checklist

Return to Table of Contents 



Chapter 3 Recruitment, Selection and Hiring 

Section 3.02 Recruitment Plan 

Policy The purpose of this policy statement is to affirm that the TWDB is an equal opportunity 
employer. Each employee is responsible for adhering to the equal employment opportunity 
goals set forth in this Recruitment Plan. Every employee is expected to contribute to the 
Human Resources and Equal Employment Opportunity (EEO) efforts so that our endeavors 
reflect commitment and success. Human Resources envisions active participation, interest, 
leadership and commitment on the part of supervisory personnel at all levels. 

TWDB is committed to identifying and removing artificial barriers to employment and 
advancement in employment. In keeping with this policy, TWDB will recruit, hire, train, and 
promote into job levels without regard to protected class. 

Rules 1)   Training 

Human Resources will ensure that employees are offered equal opportunity to participate in 
training by taking the following steps: 

a) train new hires on employment discrimination and harassment; 
b) provide supplemental EEO training to tenured employees every two years, 

document and track attendance, and file an acknowledgement form in each 
employee’s master personnel file; 

c) notify the respective DEA when tenured employees have not completed the 
required supplemental EEO training every two years; 

d) utilize available and emerging technologies to provide computer- based training for 
ease and convenience to employees; and 

e) provide, document, and track management and supervisory staff training as 
required by the Texas Labor Code Chapter 21, Section 21.010. 
 

2)   Recruitment 

Human Resources will coordinate with senior management via development of individual 
recruitment plans to improve recruitment and increase the applicant flow of minorities, 
females and persons with disabilities when workforce analyses show underutilization. Human 
Resources currently: 

a) includes the phrase “An Equal Opportunity Employer” on job postings; 
b) utilizes educational institutions, newspapers, Work in Texas' recruiting sites and 

statewide organizations for minorities, females and people with disabilities to 
attract applicants in categories identified as underutilized; 

c) updates internal and external websites to facilitate access to EEO and recruitment 
information. 

Responsibility • Executive Administrator 

• Human Resources Division 

• Division DEAs 

• Hiring Managers 

Authorization ✓ Texas Labor Code § 21.010 
✓ Texas Labor Code § 21.502 
✓ Texas Labor Code § 21.504 
✓ Texas Administrative Code Title 40, Section 819.24 



Forms HR-034 Policy Prohibiting Discrimination, Harassment, and Inappropriate Behavior 

HR-025 Training and Evaluation Form 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.03 Interview and Selection  

Policy The purpose of this policy is to encourage the hiring of qualified employees to meet the 
business needs of TWDB and effectively carry out the strategic plan and mission of the agency 
without regard to race, color, disability, religion, sex, national origin, genetic information, 
military status or age. 

Rules 1)   Screening Process 

a) The purpose of the screening process is to: 
i. screen application materials using the same objective and job- specific 

criteria for each applicant; 
ii. identify those applicants whose qualifications and experience best match 

the specifications for the position as contained in the job posting; and 
iii. select applicants to be interviewed. 

2)   Screening Method 

a) The hiring authority may elect to use an optional secondary screening tool to 
further identify those applicants whose qualifications and experience best match 
the specifications for the position as contained in the job posting. The hiring 
authority may use either of two methods to screen the applications: 

i. a whole-application approach; or  
ii. a more detailed matrix approach. 

b) The whole-application approach is a holistic approach to identify the best-qualified 
applicants for the job based on the information provided in the application. The 
selecting authority: 

i. reviews each applicant’s experience, education, and training as they relate 
to the selection criteria; and 

ii. selects finalists for interview whose applications indicate the best overall 
match on the selection criteria. 

3) Interview Questions and Job Simulations 

a) The purpose of the interview is for the hiring authority to determine the 
candidates’ qualifications and ensure that the best-qualified applicant is selected 
for the position. The structured interview questions and job simulations must be: 

i. directly related to the essential job functions; 
ii. consistent with the knowledge, skills, and abilities needed to perform the 

tasks described in the position description; and 
iii. the same for each applicant interviewed. 

b) The hiring authority is responsible for preparing the interview questions and job 
simulation, if applicable. Interview questions are consistent with the selection 
criteria, the essential job functions, and knowledge, skills, and abilities to ensure 
that the best-qualified applicant is selected for the position. In addition, the 
selecting authority provides candidates with relevant information about the TWDB 
and how the position relates to the agency’s mission. 

c) The selecting authority considers the top candidates’ overall qualifications and 
makes a recommendation to the hiring authority based on the candidate whose 
qualifications most closely match the requirements of the position. All selections 
must be reviewed by Human Resources for EEO compliance before a final offer of 
employment is made. 
 



4)   Hiring Selection 

a) All screening and interviewing activities must be documented and must support the 
final selection decision for the candidate whose qualifications most closely match 
the requirements of the position. 

b) The interview and selections package must be reviewed by Human Resources for 
EEO compliance before a final offer of employment is made. 

Responsibility • Human Resources Division 

• Hiring Managers 

• Division DEAs 

Forms • HR-003 Screening Criteria Template 

• HR-004 Interview Questions Template 

• HR-007 Hiring Selection Summary Form 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.04 Veteran’s Preference and Former Foster Child Employment Preference 

Policy 1) Veterans

Veterans and some family members of deceased veterans will be given preference in 
hiring/employment actions when compared to other applicants for the same position who do 
not have greater qualifications. 

To qualify for a veteran’s preference, an individual must: 

a) have served in the Army, Navy, Air Force, Coast Guard or Marine Corps of the United
States, the United States Public Health Service under 42 U.S.C. Section 201 et seq.,
the Texas military forces, or an auxiliary service of one of those branches of the
armed forces and must have been honorably discharged;

b) be the surviving spouse of a veteran and not have remarried; or
c) be an orphan of a veteran who was killed while on active duty.

2) Former Foster Children

An individual may qualify for a former foster child preference, which gives the individual a 
preference in employment over other applicants for the same position who do not have 
greater qualifications, if the individual meets the following conditions:  

a) the individual was under permanent managing conservatorship of the Texas
Department of Family and Protective Services on the day preceding the individual’s
18th birthday, and

b) the individual is 25 or younger.

*Note: TWDB is an equal opportunity employer (EEO) and does not discriminate on the basis
of race, color, disability, religion, sex, national origin, genetic information, military service or
age.

Rules 1) Veteran’s Preference

a) Job Postings: To ensure that eligible individuals receive information about available
employment opportunities, information regarding open positions shall be provided
to the Texas Workforce Commission (TWC).  An open position may be designated as
a veteran’s position and only accept applications from individuals who are entitled
to a veteran’s employment preference.  An individual entitled to a veteran’s
employment preference may be hired for an open position without announcing or
advertising the position if the automated labor exchange system administered by the
TWC is used and it is determined the individual meets the qualifications required for
the position.

b) Interviews: For positions where individuals who are qualified for a veteran’s
preference meet the minimum qualifications for the job, at least one individual must
be interviewed if the total number interviewed for the position is six or fewer. If the
total number of individuals interviewing for a position is greater than six, the number
of individuals qualified for a Veteran’s Preference must equal to at least 20 percent
of the total candidate pool interviewed.

c) Reduction in Force: An employee who is entitled to a veteran’s employment hiring
preference is also entitled to a preference in retaining employment if the state
agency or institution of higher education that employs the individual reduces its
workforce.  This applies only to workforce reductions of employees of a similar type



or classification as the individual who qualifies for the veteran’s preference and does 
not apply to veterans less qualified than employees who are not veterans. 

d) Order of Priority: Veteran’s employment preferences will be considered in the 
following order of priority:  a veteran with a service-connected disability; a veteran; 
a veteran’s surviving spouse who has not remarried; and an orphan of a veteran if 
the veteran was killed while on active duty. 
 

2) Veteran’s Preference Appeal Process 

A decision relating to hiring, retaining or appointing an individual entitled to a veteran’s 
employment preference may be appealed by filing a written complaint to the TWDB’s 
Executive Administrator. The Executive Administrator is required to respond to a written 
complaint no later than 15 business days after it is received. The Executive Administrator may 
render a different hiring or appointment decision than the decision that is the subject of the 
complaint if it is determined the veteran’s preference was not properly applied. 

3) Former Foster Children’s Preference Appeal Process 

A former foster child who believes the former foster child preference was not properly applied 
may appeal a TWDB decision not to hire or retain the individual by filing a written complaint 
with the TWDB Board. The Board is required to respond to a written complaint no later than 
15 business days after it is received. The Board may render a different hiring decision if 
determined that the former foster child preference was not properly applied. 

Responsibility • Human Resources Division 

Authorization ✓ Texas Government Code Chapters 657 and 672 
✓ Texas Government Code Section 2308.25(2)   

Exceptions Nothing contained in this policy creates a contract of employment between employee and 
the TWDB.  

Forms • HR-006 Veteran’s Preference Form 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.05 Contract Workforce 

Policy Employees are entitled to receive certain benefits by virtue of their status as state employees. 
Describing an employee as an independent contractor or temporary worker does not 
eliminate that entitlement if the employer/employee relationship otherwise exists. 

Management should be sensitive to these issues by using appropriate language in contracts 
with staffing companies and independent contractors. Exceptions must be justified in writing 
to the TWDB Agency Contract Administrator. 

The following is a list of guidelines to be considered in order to reduce the appearance of an 
employer/employee relationship when contracting with staffing companies for temporary 
workers or with independent contractors who will be issued agency badges and work on-
site: 

1) make the length of the assignment less than six months; 
2) make distinctions between the types of work to be performed by state employees 

and contract workers; 
3) be specific when describing the skills and training needed for the position; 
4) ensure that TWDB is not the only client of the independent contractor or 

contracting company; 
5) avoid providing job titles, dedicated office space, equipment or support staff; 
6) provide separate ID cards for temporary workers; 
7) manage and evaluate temporary employees differently from TWDB employees so 

that they do not view the State as their employer; and require the temporary or 
contract company to make all employment decisions. 
 

All contract employees are required to attend an agency orientation session on agency 
policies. This orientation includes, but is not limited to, a discussion of TWDB harassment and 
discrimination policies, workplace violence, safety and ethics. 

The contract workforce is afforded all of the protections against discriminatory treatment that 
apply to regular agency staff. Management will conduct prompt investigations into allegations 
of discrimination against contract employees and will take appropriate remedial action 
according to agency policy. 

Rules 1) Cost-Benefit Analysis  

 Factors to be considered in the cost-benefit analysis are: 

a) the availability of vacant FTE’s; 
b) the length of time a vacancy has been posted; and 
c) prior experience in attempting to hire employees into a particular position. 

In considering costs, appropriate agency management should analyze both direct and 
indirect costs in determining cost effectiveness. For example, contract workers may need to 
be provided with: 

a) office space; 
b) furniture and equipment; 
c) telephones; and 
d) consumable supplies. 



Additional cost will also be incurred related to contract management compliance and 
performance measurement. While the main focus is usually on the comparison of wages and 
benefits, other types of overhead costs should be considered. The measure of productivity 
must also be a consideration, including the recovery of training costs. Productivity is defined 
as the output produced per hour by contract workers divided by the input. The input is the 
cost of employment per hour worked. 

Authorization ✓  Texas Government Code Chapter 2254 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Chapter 3 Recruitment, Selection and Hiring 

Section 3.06 Professional License 

Policy As a condition of employment, employees who are required to hold and maintain a 
professional license or certification must keep that license/certification current and must 
provide annual verification of it to their direct supervisor. The employee must report any 
change in status of the license or certification to the direct supervisor immediately. 

Rules It is the responsibility of each DEA or designee to ensure that all accountant, attorney, 
engineering and geoscientist licenses are current and to maintain related records. 

It is the responsibility of the DEA of Operations and Administration or designee to ensure 
that the Internal Auditor holds a current certified public accountant or a certified internal 
auditor certification and to maintain related records. 

Documentation confirming the status of these licenses/certifications is to be forwarded to 
the Human Resources Division for the employee’s personnel records. 

Authorization ✓ Texas Government Code Chapter 81 relating to the State Bar of Texas 
✓ Texas Occupations Code Chapter 901 relating to certified public accountancy 

Violations An employee whose professional license or certification is a condition of employment is in 
violation of this policy if the employee fails to maintain that license or certification in good 
standing. 

 

  



Chapter 3 Recruitment, Selection, and Hiring 

Section 3.07 Distribution 

Policy The Human Resources Division is responsible for posting job vacancy announcements on the 
TWDB website and on recruiting resources such as the Texas Workforce Commission’s Work 
in Texas website. The Human Resources Division is also responsible for advertising job 
vacancies in newspapers and other media resources when requested by the selecting 
authority or when the Human Resources Director determines it is necessary. 

The Human Resources Division ensures that job vacancy announcements comply with the 
State Classification Plan, contain appropriate minimum qualifications required, and have 
complete salary, title, and other related information. 

Responsibility Supervisors and managers are responsible for ensuring that the job vacancy is within their 
authorized staffing budget before submitting a request to post or advertise the job vacancy. 

The Human Resources Division assists with updating job descriptions including the essential 
job functions, establishing minimum and preferred job qualifications, and developing job-
related selection criteria and interview questions. 

Authorization ✓ Texas Government Code Chapter 656 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.08 Internal Job Vacancy Announcements 

Policy Only current TWDB employees may apply for positions described in internal job vacancy 
announcements. All inquiries concerning these vacancies should be referred to Human 
Resources. 

Rules TWDB employees must complete a State of Texas Application for Employment to apply for 
internal postings. Resumes will not be accepted in lieu of a State Application. 

Responsibility • Human Resources Division 

Authorization ✓ Texas Government Code § 656.026 

Eligibility TWDB employees should be meeting current performance standards prior to applying for an 
internal vacancy. 

Exception A state agency is not required to comply with job vacancy notice requirements when it 
transfers or reassigns an employee as part of a reorganization or merger mandated by the 
Legislature as long as the Executive Administrator certifies that the transfer or reassignment 
is necessary for the proper implementation of the reorganization or merger. 

Violations Failure to submit a State Application and other required paperwork will disqualify the 
applicant from applying for the position. 

Forms • HR-001 Job Posting Request (JPR) 

• HR-002 Job Vacancy Notice (JVN) 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.09 Announcing Jobs Using Multiple Classifications 

Policy When a job vacancy announcement is posted with more than one job classification, Human 
Resources and the hiring manager will determine which classification best matches the 
applicant’s qualifications. 

Responsibility • Human Resources Division 

Authorization ✓ Texas Government Code § 656.026 

Forms • HR-001 Job Posting Request (JPR) 

• HR-002 Job Vacancy Notice (JVN) 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.10 Job Posting Requirements 

Policy External postings are usually posted for a minimum of 10 workdays (Texas Government Code 
§656.024). The Human Resources Division will work with the hiring division to determine how 
long a position will be posted. 

1) Job postings will usually state “open until closed”. 
2) Once managers believe they have a sufficient pool to hire from, they will notify 

Human Resources via email. 
3) After receiving notice from a manager, Human Resources will revise the posting to 

state the specific date that it closed. 
4) Job vacancies should be filled as soon as possible. It is an agency goal to attempt to 

fill each posted position within 60 days from the date the job posting request form 
was signed by the hiring manager. 

a) This ensures that the hiring manager has an up-to-date applicant pool from 
which he or she can hire the best-qualified applicant. 

b) If the posting cannot be filled with applicants received within 60 days of the 
posting date, the hiring manager, in consultation with Human Resources, 
will review the posting and applicant pool to decide to repost, cancel, or 
revise the posting. 

c) A new job posting request form may be required if reposting the position. 

Responsibility • Hiring Manager 

• Human Resources Division 

Authorization ✓ Texas Government Code Chapter 656 
✓ Texas Government Code § 657.0045 

Exceptions A state agency is not required to comply with job vacancy notice requirements when it 
transfers or reassigns an employee as part of a reorganization or merger mandated by the 
Legislature as long as the Executive Administrator certifies that the transfer or reassignment 
is necessary for the proper implementation of the reorganization or merger. 

A position may be upgraded or downgraded as the result of a job audit without the position 
being re-posted. 

A job may be designated and used for the settlement of a complaint, grievance, and EEO or 
civil rights charge without being posted. 

A job may be filled from within when approved by the Division Director, Human Resources 
Director, and DEA. 

Under certain conditions, a job may be filled with a qualified individual entitled to a 
veteran’s employment preference without being posted. 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.11 Application for Employment 

Policy Applicants for job vacancies must complete and submit the State of Texas Application for 
Employment. Applications are accepted only for posted job vacancies. 

Current TWDB employees must also complete a State of Texas Application to be considered 
for job vacancies. 

Resumes will not be accepted in lieu of an application. The applicant must sign and date the 
State of Texas Application. The applicant certifies by signing the application that all 
information and statements on the application are true. False information provided by the 
applicant may be grounds for disqualification from any consideration for TWDB job 
opportunities (refer to Section 3.12, Disqualification). 

Responsibility The Human Resources Division is responsible for maintaining and reporting the EEO 
monitoring data attached to the State of Texas Application for Employment form. The 
monitoring data may also be used to evaluate the effectiveness of the TWDB’s recruiting 
program. Only the candidates interviewed will be notified of their selection or non-selection. 

Forms • State of Texas Application 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.12 Disqualification  

Policy The TWDB verifies applicants’ training, education, and experience against statements made 
on their applications.  The TWDB may disqualify an applicant if information on the application 
is determined to be false.  

The Human Resources Division advises applicants of their status during the selection process. 
When an applicant is disqualified, the Human Resources Division will specify the reason for 
the disqualification. 

Responsibility • Human Resources Division  

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.13 Re-hire Eligibility 

Policy The Human Resources Division will review the personnel file when an applicant is a former 
employee. If the former employee was terminated and not recommended for rehire, the 
former employee is not generally eligible for rehire. 

Responsibility • Human Resources Division  

• Hiring Manager 

• Division DEAs 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.14 Review of Minimum Qualifications 

Policy The Human Resources Division and/or the hiring manager will review all applications and 
determine if applicants meet the minimum qualifications. Minimum qualifications (MQs) are 
those needed to perform the essential functions of the job with or without reasonable 
accommodation and are considered basic requirements an applicant must meet to perform 
the job effectively. 

Responsibility • Human Resources Division  

• Hiring Manager 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.15 References 

Policy Employment verifications for potential TWDB employees are made by the Human 
Resources Division or the hiring manager. Information obtained through the verification 
process will be retained in the selection file in the Human Resources Division. A 
prospective employee’s background review may include: 

1) verification of employment dates and work references; 
2) eligibility for rehire; 
3) overall performance assessment; 
4) professional licenses, certifications, registrations, and other education 

requirements; 
5) any felony convictions or deferred adjudication on a felony charge noted on the 

State of Texas Application for Employment;  
6) verification of driving record when driving is an essential function of the job; 

and 
7) criminal background checks for positions that have access to confidential and 

sensitive information. 
It is recommended that a minimum of three (3) references be contacted. If this is not 
possible, the hiring manager or Human Resources Division will provide a written 
memorandum to file stating the reasons why the minimum requirements could not be 
satisfied. 

Responsibility • Human Resources Division  

• Hiring Manager 

Exceptions If an internal applicant is selected for hire, the hiring manager may rely upon personal 
knowledge of the applicant’s performance or request to review past performance appraisals 
to make the determination for hire. A written memorandum to the file should be submitted 
to Human Resources.  

Forms HR-008 Reference Check Form 

 

  



Chapter 3 Recruitment, Selection and Hiring 

Section 3.16 Nepotism 

Policy An employee may not work within the line of supervision of his or her relative, or in a 
position that has access to confidential information that might affect the relative’s 
employment position. Also, a supervisor may not supervise two related employees. 

If two employees become relatives after they are employed by TWDB and are in the line 
of supervision of each other or are in a position to have access to confidential information 
that might affect the other’s employment position, one of the two employees should 
transfer to an available TWDB position within 60 days of the date they become relatives. 

Which of the two employees will transfer will be determined by the DEA based on the 
circumstances, the best interests of TWDB, and the employees involved. If a position does 
not become available or neither employee meets the qualifications, the DEA will 
determine what action will be taken. 

Employees are expected to have truthfully and completely answered all questions on the 
employment application regarding interpersonal relationships with other TWDB 
employees. An employee whose relative is being hired at TWDB has an affirmative duty 
to notify the Human Resources Division of this fact as soon as possible in the employment 
process, but in all cases before a hiring decision is made. 

Other interpersonal relationships not specifically addressed by this policy will be reviewed 
and addressed, as necessary, to avoid the possibility of conflicts resulting from personal 
relationships of the employees and the duties and responsibilities to TWDB. 

Responsibility • Human Resources Division  

• Hiring Manager 

Authorization ✓ Texas Government Code Chapter 573 

Definitions For the purpose of this policy, "relative" is defined as: 

1) an employee's parent or child; 
2) an employee's grandparent, grandchild, brother or sister; 
3) an employee's great-grandparent, great-grandchild, uncle who is a brother of a 

parent, aunt who is a sister of a parent, or a nephew or niece who is a child of a sister 
or brother within the third degree of consanguinity (blood) kinship]; or 

4) an employee's spouse, or the spouse's parent, child, grandparent, grandchild, 
brother, or sister; 

5) the spouse of anyone related to the employee as specified in (1) and (2) above 
persons within the second degree by affinity (marriage) and 

6) any member of the employee’s household. 
7) Adopted and stepchildren are to be treated as the natural children of the adoptive 

parents for the purpose of determining relationships. 

Exceptions The Executive Administrator is prohibited from employing a relative under any circumstances. 

Violations Failure to notify the TWDB of a relationship defined by policy may subject the employee to 
disciplinary action, up to and including termination of employment. 

 



Chapter 3 Recruitment, Selection and Hiring 

Section 3.17 Employment Requiring Motor Vehicle Operation 

Policy All employees who operate a state-owned vehicle must have an acceptable driving record 
on file. The TWDB will review the driving record of new employees who are required to 
operate a state-owned vehicle as part of their TWDB job duties.  Employees who receive 
DWI’s or other convictions affecting their driving record are required to disclose such 
information to the Human Resources Division immediately. 

Responsibility • Human Resources Division  

• Support Services Division 

Authorization ✓ Texas Government Code Chapter 573 

Definitions A state-owned vehicle is any motorized vehicle that requires its operator to be licensed. This 
includes but is not limited to: 

1) automobiles; 
2) trucks; 
3) motorcycles; and 
4) motorboats. 

Violations Employees who fail to provide proper documentation of their driving record or who have a 
record reflecting prior adverse incidents may be disqualified from operating a state-owned 
motor vehicle. New or prospective employees who fail to provide proper documentation of 
their driving record or who have a record reflecting prior adverse incidents may be disqualified 
from employment with the TWDB. 

Forms • Authorization to Investigate Driving Record 

 

 

 

 

 

 

 

 

 

 

 

 

 



Chapter 4 Employee Action 

Section 4.04 Performance Appraisals and Job Descriptions 

Policy All TWDB new hires and classified employees, excluding Board staff, Executive staff, and 
DEAs, must be evaluated six months after their hire date and annually from the six-month 
evaluation date unless an introductory period extension has been granted by the Human 
Resources Director. Performance appraisals are normally conducted by the employee’s 
immediate supervisor. A detailed job description is the first step in establishing job 
responsibilities and setting expectations for employee performance. 

Rules 1) The purpose of a job description is to: 

a) identify essential job functions and the necessary knowledge, skills, and abilities 
required of the position; 

b) communicate performance expectations to each employee and allow an 
opportunity for employees to communicate his or her needs for ensuring 
satisfactory performance; and 

c) address the importance of each job function in terms of accomplishing the goals 
and mission of the agency, office, division, department, or team. 

 

2) TWDB supervisors are responsible for: 

a) Developing and sharing job descriptions with employees within the specified 
time period. 

b) Providing continuous feedback to employees on their performance during the 
review period. Employees must be given sufficient knowledge of achieving their 
performance standards to allow them to monitor their own progress. 
Information discussed during performance reviews should not come as a 
surprise to the employee. Further, a supervisor should not wait for a formal 
performance appraisal to address and document performance and/or address 
concerns, but rather address them as they arise. Human Resources and/or 
General Counsel can assist with this process. 

c) Ensuring that job descriptions and performance appraisals/reviews are 
conducted, signed by all relevant parties and timely submitted to Human 
Resources. 

*Note: Failure to comply with these responsibilities should be noted on a supervisor’s 
performance appraisal.  

3) Persons Covered by this Policy 

This policy applies to all full-time and part-time employees of the TWDB excluding Board 
staff, Executive staff, and DEAs. 

4) Job Description Due Dates 

a) New Hires – Supervisors are required to review the employee’s job description 
with the employee within 30 days after a new employee is hired. 

b) Re-Classifications/Promotions/Demotions – TWDB supervisors should submit an 
updated job description draft with the proposed Personnel Action Form when 
requesting a job change. 
 

*Note: Human Resources will complete job descriptions for any job changes related to a 
job vacancy notice. 



5) Performance Appraisals and Due Dates 

a) New Hires – Each new TWDB employee must serve a six-month introductory 
period. The purpose of the six-month introductory period is to determine if an 
employee’s job performance is acceptable and merits continued employment 
with the TWDB. During this time, TWDB supervisors must complete an 
Introductory Performance Appraisal utilizing the HR-021 Performance Appraisal 
Form and an Introductory Period Evaluation utilizing the HR-022 Introductory 
Period Evaluation Form for new hires. While the evaluation and appraisal are 
mandatory after six months of employment, a supervisor may provide additional 
feedback and conduct an introductory period evaluation at six weeks and/or 
three months utilizing the HR- 022 Introductory Period Evaluation Form. A new 
employee’s introductory period may be extended up to an additional 90 days at 
the supervisor’s discretion if the new employee requires minimal improvement 
in performance and/or conduct. The employee can be dismissed if performance 
and/or conduct do not meet acceptable standards. In such event, the supervisor 
should submit the recommendation for dismissal through the appropriate 
management channels no later than 10 days before the end of the introductory 
period. If an extension has been granted, the employee must be evaluated by 
the end date of the extension period.  

b) Current Employees – TWDB supervisors must complete an Annual Performance 
Appraisal utilizing the HR-021, Performance Appraisal Form for current 
employees. The form must be completed no later than 30 days after the 
expiration of the employee’s current performance period.  

c) Re-Classifications/Promotions/Demotions/ with a department transfer – When 
an employee is transferring to another supervisor, the previous supervisor 
should complete an appraisal for the employee within 30 days from the effective 
date of the transfer.  

d) Re-Classifications/Promotions/Demotions without a department transfer – 
When an employee continues to report to his or her current supervisor, the 
supervisor should submit a drafted performance appraisal with the proposed 
Personnel Action Form and job description. The drafted appraisal will be utilized 
to support the requested action. The supervisor should not meet with the 
employee to review the appraisal until the requested action has been approved.  

e) Pay Increase Eligibility – An employee must have received an overall 
performance rating of “exceeds” or “meets” on the most recent performance 
appraisal to be eligible for a pay increase.  
 

*Note: Consult with the Human Resources Director regarding required documentation 
for demotions and any exceptions to the Performance Appraisal due dates.  

6) Performance Appraisals and Job Descriptions for Transferring/New Supervisors 

a) When a TWDB supervisor transfers or is hired into a new position in another 
office, division, department, or team, he or she must meet with each new direct 
report within 30 days to discuss the employee’s current job description on file. 

b) Each employee’s annual appraisal due date will not change if there is sufficient 
time remaining in the current performance period to present the employee with 
a fair appraisal. 

c) Collaboration between the former and new supervisor is highly encouraged if 
possible. 

d)  
*Note: Consult with the Human Resources Director regarding any exceptions to the 
Performance Appraisal due dates. 



 

7) Response to Performance Appraisals  
a) TWDB employees may contribute written comments to their Performance 

Appraisals. Comments may cover reasons why the employee disagrees with the 
supervisor’s appraisal of his or her performance. An employee’s written comments 
to his or her Performance Appraisal are not considered an employee complaint, even 
if the employee expresses disagreement with the content of the appraisal. The 
supervisor and employee are encouraged to resolve their issues at the first-line 
supervisory level.  

b) When the supervisor and employee are unable to resolve their differences, they 
should follow their chain of command. The Human Resources Director and the 
General Counsel should be consulted for guidance if not resolved at the DEA level.  

 

8) Performance Plans and Performance Improvement Plans (PIP)  
a) A supervisor may provide additional planning documents to their employees to 

further clarify specific projects and/or responsibilities. Performance Plans are not 
required but may be utilized. A supervisor who elects to provide performance 
plans must prepare them for all their direct reports unless an individual employee 
submits a written request for a plan to their supervisor. 

b) TWDB supervisors may use a PIP when an employee’s performance does not meet the 
supervisor’s expectations or performance standards. All plans must be submitted to and 
approved by the DEA, Human Resources Director, and  
General Counsel prior to an employee being placed on a PIP.  

c) A PIP should include the following:  
i. employee’s strengths, areas in which performance is expected to improve, and 

specific accomplishments during the previous evaluation period;  
ii. goals to improve job performance and potential for advancement;  

iii. detailed listing of current performance problems and areas where performance 
improvement is required to continue employment;  

iv. specific actions and assistance to be provided such as training, special  
assignments, and other guidance that will enable the employee to improve job 
performance; and  

v. key responsibilities for implementing developmental action plans.  
d) At any time during employment with the TWDB and at the supervisor’s discretion:  

i. an employee can be placed on a PIP to improve his or her performance and/or 
conduct; or  

ii.  an employee can be dismissed if performance and/or conduct do not meet 
acceptable standards. In such event, the supervisor should submit the 
recommendation for dismissal through the appropriate management channels. 

 
*See Performance Appraisals and Job Descriptions chart on next page. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chart 1.1 Performance Appraisals and Job Descriptions  

Document Type Document Due 

NEW EMPLOYEE 

Job Description Submit within 30 days from hire date 

6 Month Appraisal Submit within 6 months from hire date 

Introductory Period Evaluation Form Submit within 6 months from hire date 

CURRENT EMPLOYEE 

Annual Appraisal 
Submit within 12 months from the date of 
the employee’s last appraisal 

EMPLOYEE RECLASS/ PROMOTION/ DEMOTION/ CHANGE IN UNIT, SECTION, or 
DIVISION (with a department transfer) 

Job Description  

Submit with the personnel action form 
recommending a change *Note: Human 
Resources will complete job descriptions 
related to a job vacancy notice 

Annual Appraisal 

Submit within 12 months from the effective 
date of the approved personnel action form 
*Note: previous supervisors will have 30 
days from the effective date of the action to 
close out the employee’s current appraisal 

EMPLOYEE RECLASS/ PROMOTION/ DEMOTION (without a department transfer) 

Job Description & Drafted Appraisal 

Submit with the personnel action form 
recommending a change *Note: Human 
Resources will complete job descriptions 
related to a job vacancy notice 

Annual Appraisal 
Submit within 12 months from the effective 
date of the approved personnel action form 

NEW SUPERVISOR DESIGNATION  

Annual Appraisal                                                     

Submit at the end of current performance 
period remaining  
*If minimal time remains, consult with the 
Human Resources Director 

 

Responsibility • Human Resources Division 

• Supervisors 

Forms • HR-021 Performance Appraisal Form 

• HR-022 Introductory Period Evaluation Form 

• HR-083 Job Description (Supervisory and Non-Supervisory) 

 

  



Chapter 5 Salary Actions 

Section 5.01 State Compensation Plan 

Policy The TWDB’s policy is to comply with the salary administration requirements and pay rates 
of the Texas Classification Salary Schedule (Classification Plan). The current State of Texas 
Classification Plan and a detailed listing of all classified positions are available on the IWEB 
through a link with the Office of the State Auditor. 

Rules 1) The Classification Plan establishes classes of work for "all regular full- time, 
salaried employees." 

2) Each job class is assigned to a salary group within the classified salary schedule. 
3) Each agency is responsible for ensuring that all its positions are properly 

classified. 
4) The objectives of the Texas Classification Salary Schedule are to: 

a) ensure equal pay for equal work; 
b) provide internally equitable pay rates that are externally competitive; 
c) comply with all related state and federal rules and guidelines; and  
d) provide career enrichment. 

5) Human Resources ensures that TWDB complies with the provisions of the 
Classification Plan. 

6) All appropriate records, documents, personnel actions, and related materials 
must be maintained in the Human Resources personnel files. 

7) All state agencies that are subject to the Classification Act will review job 
assignments on September 1 of each fiscal year and on a regular basis thereafter 
to ensure that positions are appropriately classified. 

8) Human Resources will conduct periodic reviews of the TWDB’s positions and 
comply with the provisions of the Classification Plan in Article V of the 
Appropriations Act. 

Responsibility • Human Resources Division 

• Accounting Division 

Authorization ✓ Texas Government Code Chapter 654 
✓ Texas Government Code § 659.011 

 

  



Chapter 5 Salary Actions 

Section 5.02 Salary Payment 

Policy All TWDB employees are paid monthly through direct deposit or by a salary warrant issued 
by the State Comptroller of Public Accounts (Comptroller). 

Rules a) If employees discover an inaccuracy in their salary amount, they should contact the 
Payroll Officer in Accounting immediately. The payroll action will be reviewed, and 
the appropriate adjustments will be made, if required. 

b) Supplemental warrants may be issued in unusual circumstances when approved by 
the Chief Financial Officer. 

c) Hard copies of pay and leave statements are no longer distributed. Pay and leave 
statements are available on the internet at 
https://mycpa.cpa.state.tx.us/securityivportal/dispatcher.do?apptype=EMPINFO 
Employees should contact the TWDB Helpdesk to reset their passwords if needed. 

d) Supervisors should contact Human Resources prior to payday when an employee is 
not entitled to the salary amount issued. If payment has been issued, the supervisor 
should notify Human Resources or the Payroll Officer immediately. 

e) The Appropriations Act requires state employees to participate in direct deposit 
unless they are eligible for an exemption. 

f) Inquiries related to direct deposit and leave should be referred to the Payroll 
Officer. 

g) New employees are required to sign up for direct deposit on their first day of 
employment unless they are eligible for an exemption. 

a) Human Resources provides information during the New Employee 
Orientation.  

b) All inquiries concerning the direct deposit program should be directed to 
the Payroll Officer. 

Responsibility  • Human Resources Division 

• Accounting Division 

Authorization ✓ Texas Government Code § 659.081 
✓ Texas Government Code § 659.083 
✓ Texas Government Code § 659.084 

Forms • HR-009 Personnel Action Form 

• CPA-74-158 Direct Deposit Form 

 

  



Chapter 5 Salary Actions 

Section 5.03 Types of Salary Actions 

Policy The TWDB administers salary actions and provides salary benefits according to rules set 
by the Texas Legislature. 

Rules 1) New Hires 

a) Individuals selected for employment with the TWDB will be placed in a classified 
position according to the Classification Salary Schedule.  

b) The pay group in which a new hire begins will be determined by the TWDB. 
2) Interagency Transfers 

a) An interagency transfer is a direct transfer of a state employee from one Texas 
state agency to another without a break in service. 

b) The salary for state agency employees who transfer to the TWDB will be 
determined by the Division management staff, Budget and Human Resources. 

3) Legislative Salary Increases 

When Legislative salary adjustments are granted to state employees, all TWDB affected 
employees will receive the authorized increase.  

4) Merit Salary and One-Time Merit Payment Criteria 

a) Employees classified in Schedule A or Schedule B of the Classification Salary 
Schedule are eligible to be rewarded with merit salary increases or one-time merit 
payments if their job performance and productivity are consistently above that 
normally expected or required. 

b) A merit increase consists of an increase within the range of the same salary group. 
c) To be eligible for a merit increase or a one-time merit payment, the following 

criteria must be met: 
i. The employee must have been employed by the TWDB for at least 6 

continuous months. 
ii. A minimum of 6 months must have elapsed since the last merit increase, 

one-time merit payment, promotion, enhanced compensation award, or 
demotion. 

iii. The employee must have a current job performance evaluation on file in 
Human Resources. Exceptions may be made by the Executive 
Administrator. 

iv. The employee’s overall job performance must have been documented as 
exceeds or meets requirements in the employee’s current job performance 
evaluation. 

v. Specific, valid performance documentation must be available to justify this 
type of merit increase. 

d) Merits are effective on the 1st of the month. A written justification is required with 
the Executive Administrator approval for any exception to this rule. 

5) Promotions 

a) A promotion is when a TWDB employee changes duty assignments from a position in 
one classification to a position in another classification in a higher salary group 
requiring higher qualifications, such as greater skill or longer experience, and 
involving a higher level of responsibility.  

b) When a TWDB employee is promoted to a classification in a higher salary group, the 
employee will receive a salary increase equal to at least the minimum salary in the 
higher salary group. 



c) A promoted full-time TWDB employee in Schedule A shall have his or her salary 
increased by at least $30 a month from the base salary or to the minimum salary rate 
of the new salary group, whichever is higher. A promoted full-time TWDB employee 
in Schedule B shall have his or her salary increased by at least 3.4% or to the minimum 
salary rate of the new salary group, whichever is higher. 

d) Promotions are effective on the 1st of the month. A written justification is required 
with the Executive Administrator approval for any exception to this rule. 

e) Temporary Assignments 
i. A TWDB employee may be promoted to a job in a higher classification for a 

temporary assignment. For example, an employee may be assigned to fill a 
job during another employee’s temporary absence. 

ii. Temporary assignments will not exceed six months in a 12-month period. 
iii. To authorize a temporary promotion, supervisors complete a PA and submit 

it through the supervisory channels for approval. The PA must include the 
anticipated amount of time required for the temporary assignment. Contact 
the Human Resources Director for information on temporary promotions. 

f) Responsibility for Promotions 
i. Because a promotion affects classified positions in the State Classification 

Plan, the TWDB ensures that all promotions comply with the provisions of 
the plan. Because a job audit or classification analysis may be necessary, 
consult the Human Resources Director before notifying an employee of a 
promotion. 

ii. All inquiries concerning the TWDB promotion policies and procedures 
should be directed to Human Resources. 

g) A TWDB employee may be considered for promotional opportunity if the employee 
meets the minimum qualifications for the classification. 

h) Promotions are effective on the 1st of the month. A written justification is required 
with Executive Administrator approval for any exception to this rule. 
 

6) Demotion 

a) A demotion occurs when a TWDB employee changes duty assignments from a 
position in one classification to a position in another classification in a lower salary 
group. A demoted full-time TWDB employee in Schedule A shall have his or her salary 
reduced at least $30 a month from the base salary, and a demoted full-time TWDB 
employee in Schedule B shall have his or her salary reduced by at least 3.4%. 

b) Types of Demotions 
i. Non-disciplinary Demotion - a demotion resulting from a change in job 

duties when the job is reclassified to a position that requires fewer skills, 
qualifications, and responsibilities. 

ii. Disciplinary Demotion/Involuntary - when a TWDB employee is not meeting 
job performance expectations or is violating TWDB work rules, a supervisor 
may recommend an involuntary demotion. 

c) Supervisors should consult with the Human Resources Director concerning issues 
related to demotion policies and procedures. 
 

7) Reclassification  

a) Reclassification means movement to reflect the proper definition of duties and 
classification of the position based on the actual duties performed by the employee. 

b) A position shall be reclassified for the sole purpose of complying with the provisions 
of the Classification Act. 

c) Reclassifications are effective on the 1st of the month. A written justification is 
required with Executive Administrator approval for any exception to this rule. 

 
 



8) Equity Adjustments 

a) An equity pay adjustment is a change in the salary rate of an employee whose 
position is classified under the position classification plan to any rate within the 
employee’s salary group range that is necessary to maintain desirable salary 
relationships between and among employees of the agency, or between employees 
of the agency and employees who hold similar positions in comparable state 
agencies. In determining desirable salary relationships, the agency will consider the 
education, skills, related work experience, length of service, and job performance of 
employees. 

b) Equity pay adjustments are not merit salary increases, promotions or 
reclassifications.  Their sole purpose is to establish or maintain salary equity. The 
award of equity pay adjustments is subject to the availability of funds. 

c) To be eligible for an equity adjustment, the following criteria must be met: 
i. The employee has been in the employee's current position for six 

continuous months before the date of the adjustment. 
ii. The adjustment does not take effect during the same fiscal year as another 

equity adjustment made to the employee’s salary. 
iii. The employee must have a current job performance evaluation on file in 

Human Resources. Exceptions may be made by the Executive 
Administrator. 

iv. The employee’s overall job performance must have been documented as 
exceeds or meets requirements in the employee’s current job performance 
evaluation. 

v. a review and analysis are completed that establishes the need for an equity 
adjustment. 

d) Responsibility for Equity Adjustments 
i. Equity adjustment requests may be initiated by an employee’s manager or 

by Human Resources staff. 
ii. Human Resources, in coordination with the employee’s manager, may 

conduct internal or external parity studies to determine the need for an 
equity adjustment.   

iii. If initiated by a business area, managers are responsible for supplying 
Human Resources with internal business area data, reviewing comparable 
positions external to the agency (if applicable) and providing justification 
supporting the request. Justifications must consider the education, skills, 
related work experience, length of service, and job performance of 
employee. Human Resources staff is responsible for analyzing comparable 
positions agency-wide and for performing an overall analysis of all data to 
determine if the data supports the business area justification. 

iv. If initiated by Human Resources, Human Resources staff will analyze 
comparable positions agency-wide, review comparable positions external to 
the agency (if applicable) and provide the analysis and justification for the 
request. The analysis and justification must consider the education, skills, 
related work experience, length of service, and job performance of the 
employee. 

v. If the review and analysis indicate existing inequities, a Personnel Action 
Form requesting an equity adjustment may be initiated by either the 
employee’s manager or Human Resources. 

e) Equity Adjustments are effective on the 1st of the month. A written justification is 
required with Executive Administrator approval for any exception to this rule. 

Responsibility  • Human Resources Division  
• Budget Division 
• Accounting Division 
• Supervisors 
• Executive Administrator 



Authorization ✓ Texas Government Code Chapter 654 
✓ Texas Government Code Chapter 659 

Forms • HR-009 Personnel Action Form 

  



Chapter 5 Salary Actions 

Section 5.04 Part-Time and Hourly Employment 

Policy The TWDB may fill regular, full-time positions with part-time employees. The TWDB will 
comply with the prevailing minimum hourly wage provisions of the Fair Labor Standards 
Act (FLSA). 

Rules 1) Part-Time Employment 

a) The rates of pay shall be proportionate to the rates authorized for full-time, classified 
employment. 

b) If a part-time employee consistently works fewer or more hours than normally 
required, the supervisor should request approval through management channels to 
formally change the work schedule to more accurately reflect the hours worked. 

c) When a TWDB part-time employee works beyond his or her scheduled work hours 
so that hours worked combined with paid leave used and official state holiday hours 
total 40 hours or more in a workweek, additional pay may result beyond the 
employee’s part-time salary. If the part-time employee is exempt, then the employee 
will receive compensatory time. 

2) Hourly Employment 

A contract temporary employee hired on an hourly basis is the employee of the contracting 
agency and will be paid wages by the contracting agency, with the TWDB paying the 
contracting agency according to the terms of the contractual agreement with the TWDB. 

Authorization ✓ Texas Government Code Chapter 658 
✓ Fair Labor Standards Act of 1938 

Forms • HR-009 Personnel Action Form 

 

  



Chapter 5 Salary Actions 

Section 5.05 Recruitment and Retention Bonuses 

Policy The TWDB is authorized by state law to provide one-time recruitment bonuses in order to 
attract candidates for certain targeted classified positions with unique or specialized 
qualifications. 

Rules 1) Recruitment Bonuses 

a) To enhance the recruitment of competent personnel for certain classified employee 
positions, TWDB may provide to an employee, at the time of the employee's hiring 
for a classified position, additional compensation in the form of a one-time payment 
not to exceed $5,000. 

b) If the employee discontinues employment with the TWDB for any reason less than 
three months after receiving the recruitment bonus, the employee shall refund to 
the TWDB the full amount of the recruitment payment. If the employee discontinues 
employment with the TWDB for any reason 3 months or longer but less than 12 
months after the date of receiving the recruitment payment, prior to leaving 
employment the employee shall refund to the TWDB an amount computed by: 

i. subtracting from 12 months the number of complete calendar months the 
employee worked after the date of receiving the recruitment payment; 

ii. dividing the number of months determined in accordance with 
subparagraph i above by 12 months; and 

iii. multiplying the fraction computed by the amount of the recruitment 
payment. 

c) Before the TWDB provides additional compensation to an employee under this 
section, the Executive Administrator must certify to the Comptroller in writing the 
reasons the additional compensation is necessary. Supervisory staff interested in 
using this compensation tool should contact Human Resources for direction and 
guidance. 
 

2) Retention Bonuses 

a) To enhance the retention of employees who are employed in classified positions that 
are considered essential, the Executive Administrator may enter into a deferred 
compensation contract to provide a one-time payment not to exceed $5,000, to the 
employee after the conclusion of the 12-month period of service under the deferred 
compensation contract. 

b) To be eligible to enter into a contract for a retention bonus, the employee must have 
already completed at least 12 months of service in a classified position with the 
agency prior to the contract. The Executive Administrator shall determine whether 
additional compensation is necessary on a case- by-case basis and shall consider the 
following: 

i. the criticality of the employee position in the operation of the agency; 
ii. evidence of high turnover rates for an extended period among employees 

filling the position; 
iii. evidence of a shortage of employees qualified to fill the position or a 

shortage of qualified applicants; and 
iv. other relevant factors. 

c) Before the TWDB provides or enters into a contract to provide additional 
compensation to an employee under this section, the Executive Administrator must 
certify to the Comptroller in writing the reasons the additional compensation is 
necessary. Retention bonuses do not constitute compensation or salary and wages 
for purposes of determining the amount of the State's contribution for retirement. 
Supervisory staff interested in using this compensation tool should contact the 
Human Resources Director for direction and guidance prior to offering the bonus. 



d) “Deferred Compensation Contract” should not be construed as altering at-will status, 
and separation from employment shall rescind any obligation to make a retention 
bonus payment.  

Responsibility  • Human Resources Division  
• Budget Division 
• Accounting Division 
• Executive Administrator 

Authorization ✓ Texas Government Code § 659.262 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Chapter 5 Salary Actions 

Section 5.06 Salary Levy Assessments 

Policy TWDB employees’ salaries may be subject to garnishment, a procedure through which 
some portion of a person's earnings is required to be withheld by an employer for the 
payment of a debt. Most garnishments are made by court order. 

Rules 1) IRS Tax Levy 
When the Internal Revenue Service considers a taxpayer delinquent, a notice of levy 
may be served. The TWDB is required by law to send the IRS the specified portion of 
the employee’s salary. 

2) Additional Levy Assessments 
Other levies may be assessed against wages of employees of the TWDB, such as child 
support payments or repayments enforced by the Office of the Attorney General.  

3) Practices 
All levies are handled confidentially between the employee and the Payroll Officer. 
Employees should consult with the Payroll Officer concerning all levies. 

Responsibility  • Accounting Division 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Chapter 7 Employee Injury/Illness 

Section 7.01 Compliance with the Americans with Disabilities Act (ADA and ADAAA) 

Policy The TWDB complies with the provisions of the Americans with Disabilities Act (ADA) 
signed into law on July 26, 1990 and amended effective January 1, 2009. On January 26, 
1992, all public sector employers came under the ADA coverage. The Americans with 
Disabilities Act Amendments Act of 2008 (ADAAA) clarifies and broadens the definition of 
disability and expands the population eligible for protections under the ADA. 

Rules 1) The ADA generally prohibits discrimination against individuals with disabilities 
who are otherwise qualified to perform the essential functions of a job.  The ADA 
also protects individuals who have a relationship or association with someone 
who has a known disability. 

2) The TWDB will make reasonable accommodation for a known disability of a 
qualified applicant or employee.  Job postings will provide applicants the contact 
information for Human Resources to request necessary accommodations for the 
application process.  

3) Reasonable accommodations may include modified workstations, job 
restructuring (reclassification), modified work schedules, reassignment to vacant 
positions, adjusting or modifying training materials, and providing qualified 
readers or interpreters.  Undue hardship is a factor when considering reasonable 
accommodations. 

4) In applicable circumstances, employees and job applicants should not assume 
that anyone is aware of a disability for which an accommodation may or may not 
be reasonable and appropriate. An employee or applicant may have a duty to 
engage in a reasonable dialogue with a representative of Human Resources.   

5) Any employee desiring an accommodation shall submit a written request to the 
Human Resources Director or other designee as soon as practical, providing 
information about the nature of any impairment that affects the employee’s 
ability to perform his or her job duties and any requested accommodation by 
filling out an Employee Request for ADA Accommodation, HR-055. Employees 
should not request accommodation from managers or supervisors but should 
contact Human Resources directly instead. 

6) If any supervisor becomes aware of an employee’s need for accommodation, the 
supervisor shall immediately report to the Human Resources Director or 
designee. 

7) An employee requesting an accommodation shall provide medical certification to 
the Human Resources Director or designee in support of the request. The medical 
documentation must describe the impairment and its anticipated duration, the 
effect the impairment has on the employee’s ability to perform the essential job 
functions associated with the employee’s position, the major life activity that is 
substantially limited because of the disability, and any recommended 
accommodations. If additional information is needed, the employee will provide 
any necessary medical authorization and release forms. 

8) Human Resources will analyze the request and confer with the employee 
regarding a reasonable accommodation. Any accommodations will be made on 
an individual basis, because the nature and extent of a disabling condition and 
the requirements of a job will vary in each case. The employee will be notified in 
writing of the decision regarding the requested accommodation or any 
alternative accommodation.  

Responsibility • Human Resources Division 



Authorization ✓ Americans with Disabilities Act, 42 U.S.C. §. 12101 et seq., as amended by the 
Americans with Disabilities Act Amendments Act of 2008 

✓ Texas Labor Code § 21.002 (11-a) 

Exceptions If Human Resources conducts an Ergonomic Assessment of an employee’s workstation and 
determines additional accommodations should be made, the employee will not be required 
to submit an Employee Request for ADA Accommodation, HR-055 form or supporting medical 
certification. Employees must request Human Resources to complete an Ergonomic 
Assessment. 

Definitions Disability: is a physical or mental impairment that substantially limits one or more major life 
activities, such as caring for oneself, performing manual tasks, seeing, hearing, eating, 
sleeping, standing, lifting, bending, speaking, learning, walking, hearing, breathing, learning, 
reading, concentrating, thinking, communicating, and working; as well as the operation of a 
major bodily function, including but not limited to, functions of the immune system, normal 
cell growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, 
and reproductive functions. 

Persons who have a disability: have a record of a disability or are regarded as having a disability 
are protected from discrimination or harassment. Persons who have a known association or 
relationship with an individual with a disability are also protected. 

A Qualified individual with a disability is an individual with a disability who, with or without 
reasonable accommodation, has the qualifications and ability to perform the essential 
functions of the job. Job audit requests for reclassification should always include the essential 
functions of the job. 

Reasonable Accommodation: is any modification or adjustment to a job or the work 
environment that will enable a qualified applicant or employee with a disability to participate 
in the application process or to perform essential job functions and depends on the facts of 
each case. Reasonable accommodation also includes adjustments to assure that a qualified 
individual with a disability has rights and privileges in employment equal to those of 
employees without disabilities. Some examples of reasonable accommodations include: 

a) making existing facilities used by employees readily assessable to, and usable by, an 
individual with a disability; 

b) restructuring a job; 
c) acquiring or modifying equipment or devices; and 
d) modifying work schedules. 

 

Undue hardship: Undue hardship is determined on a case-by-case basis. A requested 
accommodation would cause undue hardship if it requires significant difficulty or expense 
when considering a number of factors including, but not limited to, the nature and cost of the 
proposed accommodation, the financial resources of the agency and the effect of the 
accommodation upon expenses and resources, and the impact of the proposed 
accommodation on the agency’s operations. 

 

 

 

 

 



Chapter 10 Disciplinary Actions, Conflict Resolution and Employee Grievances  

Section 10.01 Disciplinary Actions 

Policy TWDB employees are responsible for performing reasonable assignments and directives, 
verbal or written, in the most efficient manner possible. All employees are expected to 
contribute to an effective and cooperative working environment. Each TWDB employee is 
expected to follow the rules, policies, regulations, and laws governing their work activities. 
All rules, regulations, policies, and laws may not be included in the TWDB Employee 
Handbook. Please refer to the list of TWDB Rules of Conduct and Behavior included in 
Chapter 2. 

Rules 1) The TWDB will use progressive discipline to correct identified performance problems 
and violations of the Rules of Conduct and Behavior whenever possible and practical 
but is not obligated to do so. 

2) Some performance problems and violations of the Rules of Conduct and Behavior 
may be serious enough to warrant bypassing the progressive discipline process. 
TWDB supervisory staff should consider the effect of the employee’s performance 
problem or violation of Rules of Conduct and Behavior on the workplace and consult 
with the Human Resources Division, the General Counsel and/or the DEA for 
Operations and Administration before proceeding with a disciplinary personnel 
action. Each case or situation will be considered on its own merits. 

3) Temporary employees are hired for specific time limits and work assignments. 
a) They are subject to the progressive disciplinary process discussed in this 

section. 
b) These employees are expected to adhere to all Rules of Conduct and 

Behavior and meet the performance standards of their assignments. 
4) Criminal misconduct may result in disciplinary personnel action. The DEA for 

Operations and Administration, Human Resources Division, and the General Counsel 
will determine when to proceed with the disciplinary personnel action in these 
circumstances. 

5) TWDB supervisory staff should use this information as general guidance when 
pursuing disciplinary personnel actions. Supervisory staff must contact the Human 
Resources Division and/or the General Counsel and the DEA for Operations and 
Administration for guidance when contemplating disciplinary personnel actions and 
formulating corrective action plans. 

6) All steps in the disciplinary process must be documented.  
a) The documentation ensures that communication between the supervisor 

and employee is maintained and constitutes the basis for taking corrective 
when expected standards of performance or conduct are not met. 

b) The documentation also provides the supervisor with an opportunity to 
explain to the employee that failure to meet the required standards of 
performance and violations of the Rules of Conduct and Behavior will lead 
to disciplinary action, up to and including termination of employment. 

7) The following list provides examples of disciplinary personnel actions that may be 
taken against a TWDB employee: 

a) Reprimand   
b) Suspension Without Pay 
c) Demotion 
d) Investigative Leave with Pay 
e) Reassignment  
f) Termination of Employment 

8) Conference notes are not placed in the employee’s personnel file in the Human 
Resources Division unless attached to support a disciplinary action. 

Responsibility • Human Resources Division 
• Office of General Counsel 



• Division DEAs 

Definition Progressive discipline: use of progressively severe sanctions for performance or conduct and 
behavior-related problems with employees 
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