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TO: Commissioner’s Court = i
Cynthia Jacobson, Human Resource Director £ d

FROM: John R. R

RE: Payroll Codes

I am writing to request payroll codes to account for employee time when our “High 5”
program awards time off as a reward for exemplary or oustanding job performance in specific or
unusual circumstances; and for those occasions when personnel are excused from work for

security reasons.

First: security. On August 17, 2010 there was a shooting, a very extensive shooting
involving the firing of 100 rounds of high powered ammunition at McKinney Police Headquarters,
which is near enough to our office at the main courthouse for our office security system to be
activated until the nature and extent of a threat, if any, can be ascertained. In this instance our
office was locked down and all employees at work accounted for. Those employees involved in
trials received extra protection. When the degree of the threat was determined to have passed,

the lockdown was lifted.

It should be pointed out that the DA’s office is the only office in county government that
has a security plan to protect its equipment, records, and employees in the event of any emergency
or threat. This is important to know in order to understand the later events of August 17, 2010,
which resulted in the evacuation of DA employees from the main courthouse.

Later on August 17, 2010, investigators learned of a bomb threat to the Sheriff’s Office
and the County Administration Building. Our office was then locked down pursuant to our
emergency plan. The response of others to the possibilities that might arise from this threat was



feeble at least. As a result, we had very little real information. No “all clear” was ever given. By
4 pm, it was decided to evacuate our offices and excuse our employees, as it appeared as if no
action was being taken, other than by our office lockdown. Apparently, a cursory search of the
courthouse for anything suspicious was being conducted by three detention officers, and I believe
McKinney PD was in the courthouse as well. Unfortunately, no responders had any plan, lacked
vital information, and had no idea what to do.

Given the confusion and lack for plan of action by others and a lack of clear information
for us, evacuation (removal of potential victims or targets) was decided upon. Employees were
then excused. They had no choice but leave their stations.

Please see the memorandum of Chief Criminal Investigator Vamer attached to this
memorandum.

Second: The High 5 program. From time to time supervisors and managers recommend
“High 5” recognition of exceptional job performance by an employee in specific or unusual
circumstances. The supervisor/manager initiates and documents the exceptional performance, it is
reviewed by me, and if deemed exceptional and meritorious, I award 1 to 2 hours of time off,
although under even more exceptional circumstances, I have once or twice authorized up to 8
hours. Four hours would be also exceptional.

Each and every “High 5” award is evidenced by the documentation provided by the
employee’s supervisor/manager and a nice certificate and that documentation is placed in the
employee’s personnel file. The time off award is required to be taken within 30 days of the
award. The precise timing within that period must be approved by the employee’s
supervisor/manager.

The “High 5” program is used sparingly, thus increasing its value and impact. The “High
5” program has been in effect since 2003.

In the past, the payroll system allowed a designation of administrative leave. When that
was changed, an explanation was given. Now, it’s cumbersome to use the system to designate
time off as being granted for meritorious service, personnel security reasons, and the like.

Therefore, 1 request assistance by the creation of codes that would allow easy designations
for work time awards as in the case of our “High 5” program, and for emergency or security
reasons as in the events of August 17, 2010, when payroll is prepared. These codes would allow
easy tracking of what once was referred to as administrative leave.



