
 
Judge/Executive, who shall serve as Personnel Officer. The County 
Judge/Executive may delegate the authority for personnel matters; provided that 3 
such delegation is accomplished by Executive Order, references to Personnel 
officer throughout this document shall mean either the County Judge/Executive, or 
the Administrative Assistant/Deputy Judge on behalf of the County 
Judge/Executive. Following the assignment of personnel responsibilities, the 
Administrative Assistant/Deputy Judge shall have the authority to carry out the 
duties and responsibilities required within this document, including the 
implementation and administration of these policies and procedures.  

1. These policies and procedures are intended to cover most personnel 
problems, actions and issues which may arise. Those not specifically 
covered shall be interpreted by the County Judge/Executive; such 
interpretation shall be in concert with the spirit and letter of these policies 
and procedures. In addition, the County Judge/Executive may write 
administrative memoranda to interpret or clarify existing policies; these 
memoranda shall have the force of policy, and shall be filed with the 
personnel policies. 
 
4.  In addition to the duties set forth in these policies and procedure, the 
Personnel officer shall:  
 a. Administer the provisions of these policies and 
  (1) It shall be the duty of the Personnel Officer to insure that 
the policies and procedures reflect all subsequent amendments or additions 
made by the Fiscal Court. Changes to these policies and procedures shall 
be made in the following manner: 
   (a) A list will be kept of all county personnel having a 
copy of these policies and procedures;  
   (b) Immediately upon official amendment or addition, 
the change or change(s) shall be written in a manner and format consistent 
with these personnel policies and procedures;  
   (c) The effective date of the change shall be noted after 
the word "changed" in the lower left corner of each replacement page or 
addition; and  
   (d) A memorandum explaining the change(s) with the 
change(s) or addition(s) attached shall be distributed to all personnel 
assigned custody of a copy of the personnel policies and procedures. 
 b. Maintain current personnel records for each employee: 
  (1) The official employee records shall be located and 
maintained in the office of the County Judge/Executive. All requests for 
information shall be forwarded to the County Judge/Executive, who shall 
authorize the release of information from personnel files.  
  (2) In the event that a department maintains a separate 
employee folder, the department shall not consider the departmental folder 

 


