




Trinity Valley Electric Cooperative, Inc. 

Kaufman, Texas 

PROPOSED BOARD POLICY 121 

BOARD OF DIRECTORS CODE OF ETHICS AND CONDUCT 
POLICY  

I. PURPOSE

The purpose of this policy is to convey the basic principles of conduct expected
in order to safeguard the reputation of the Cooperative.

The policy is general in nature and not intended to be all inclusive.  The fact
that a certain action is not mentioned as improper does not infer that it is either
permissible or proper.  For the most part these are common sense rules.

II. POLICY

A. Commitment to Ethical Behavior

It is the policy of the Cooperative to expect the highest level of ethical
behavior of its Board of Directors.

B. Objectives of the Cooperative’s Code of Ethics

The Cooperative’s standards of ethical behavior are defined and
communicated to deter wrong-doing and to promote:

1. Honest conduct, including the ethical handling of actual or apparent
conflicts of interest between personal and Cooperative business
relationships.

2. Full, fair, accurate, timely and understandable disclosure of the
Cooperative’s periodic external reports.

3. Compliance with applicable governmental rules and regulations.

4. Prompt internal reporting of policy violations.

5. Accountability for adherence to this policy.



 

 
C. Legal Duties 

 
Directors are subject to legal standards of fiduciary responsibility.  These 
include the duties of care and loyalty. 
 
Under the care of duty, Directors are required to: 

 
1. Exercise the degree of care that an ordinarily prudent person would 

exercise under similar circumstances. 
 
2. Obtain working knowledge and skills necessary to direct the affairs of 

the Cooperative. 
 

3. Prepare for and attend Board meetings. 
 

4. Adhere to obligations imposed by the Articles of Incorporation, Bylaws, 
contractual agreements and Board policies. 

  
 Under the care of loyalty, Directors are required to: 
 

1. Act only in the best interest of the Cooperative and its members. 
 

2. Avoid conflict of interest in fact and appearance. 
 

3. Publicly support decisions of the Board.  Abstain from revealing to 
persons other than Directors, the General Manager/CEO or the 
Cooperative’s attorney any differences of positions among Directors 
on matters considered and acted upon by the Board.   

 
D. Code of Ethics Implementation Conduct with Respect to fellow Directors 
 

Regardless of any personal differences, Directors should: 
 
1. Demonstrate mutual respect. 

 
2. Allow opportunity for every Director to be heard on any matter being 

considered by the Board. 
 

E. Conduct with Respect to Employees: 
 
Any Director is entitled to have access to Cooperative data or information, 
at reasonable times during the business hours for a proper purpose that 
is germane to his or her understanding as a member or Director.  This 
principle is subject to the following: 
 



 

1. All requests for information shall be made to and through the General 
Manager/CEO.  In no case shall such information be sought through 
other employees, agents, or independent contractors. 
 

2. In any instance in which a Director has sought access to information 
not generally made available or reported to the Board, the General 
Manager/CEO shall report such request at the next Board meeting. 
 

3. Director communication with employees other than the General 
Manager/CEO shall be conducted in a casual and courteous manner, 
but not for the purpose of influencing an employee’s position or attitude 
concerning his Cooperative-related activities. 

 
F. Conduct with Respect to Members 

Any Director is entitled to have access to Cooperative data or information,   
at reasonable times during the business hours for a proper purpose that is 
germane to his or her understanding as a member or Director.  This 
principle is subject to the following: 
 
1. All requests for information shall be made to and through the General 

Manger/CEO.  In no case shall such information be sought by any other 
means, including but not limited to information from employees, agents 
or independent contractors. 
 

2. In any instance in which a Director has sought access to information 
not generally made available or reported to the Board, The General 
Manager/CEO shall report such request, at the next Board Meeting. 

 
3. Director communications with members during public board functions 

will at all times be respectful, and refrain from disruptive or distracting 
behavior.  Personal or character attacks of a member are never 
acceptable and are serious acts of misbehavior.  A Director shall never 
intimidate, harass or bully a member through verbal or physical actions, 
either implied or expressed, due to any difference of opinion expressed 
by the member. 

 
4. Consequences for such behavior shall be documented in a letter of 

reprimand from the General Manager/CEO, and presented at the next 
called monthly meeting, and entered into the minutes of the meeting.  A 
second occurrence within a 12 month period will result in censure.  A 
third occurrence within the same 12 month period will result in removal 
from the board. 

 
III. Responsibility 
 



 

The administration of this policy shall be the responsibility of the Board 
Chairman. 

 
 
 
 
 
 ________________________________  XX-XX-XXXX  
 Howard Tillison, Board Chairman   Revised or Review Date 
 
 
 
 
 
 



Trinity Valley Electric Cooperative, Inc. 

Proposed BOARD POLICY 506-2 

ATTENDANCE 
I. OBJECTIVE

To set forth the policy of the Cooperative to promote regular attendance in
order to maintain a safe and productive work environment.

II. POLICY

This policy specifies the requirements of attendance and time reporting for all
employees.

A. Attendance

Regular attendance is required of all employees.

If an employee must be absent due to sickness or for other unscheduled
reasons, the employee must comply with the following notification
procedures:

(1) Call his or her immediate manager/supervisor as early as
possible, but in no event later than thirty (30) minutes before the
time the employee is scheduled to report to work.

(2) If the employee does not speak directly to their immediate
manager/supervisor, the notification should be left via voicemail
and the employee should then contact Dispatch, but in no event
later than thirty (30) minutes before the time the employee is
scheduled to report to work.

(3) If the employee is unable to call personally, he or she should
have a relative or friend make the call in accordance to the
procedures listed above, but in no event later than thirty (30)
minutes before the time the employee is scheduled to report to
work.  An employee’s failure to timely notify his or her supervisor
and/or Dispatch will result in disciplinary action, which may
ultimately lead to discharge.



B. Absences 
 
The Cooperative expects all employees to be reliable and punctual in 
reporting for scheduled work.  Absenteeism and tardiness place a burden 
on other employees and on the Cooperative.  Absences include partial 
or full day of scheduled work time.  Employees may be required to have 
proper documentation of any absences of which fall into one of the 
following categories: 
 

(1) Excused Absences:  Vacation Time, Sick Time, Witness Duty, 
Doctor Appointments, Jury Duty, Time Off to Vote, Military 
Leave, Bereavement, FMLA, TVEC Holidays 

(2) Unexcused Absences:  A total of three (3) unexcused 
absences per calendar year will result in disciplinary action, 
which may ultimately lead to discharge. 

 
If an employee is absent two consecutive work days without notifying 
their manager/supervisor, he or she will be considered to have 
abandoned their job and voluntarily terminated their employment at the 
end of the second day. 

 
 C. Tardiness 
 
 Employees are expected to be at work on time.  However, the 

Cooperative recognizes that occasionally an employee cannot avoid 
being late.  Incidents of tardiness must be kept to a minimum, and 
whenever possible, an employee who knows he or she will be late must 
notify his or her supervisor in advance. 

 
 Excessive tardiness is defined as being tardy two times within a rolling 

ten day period.  Excessive tardiness will result in disciplinary action, 
which may ultimately lead to discharge.  

 
D. Time Reporting 
 
Non-Exempt Employees 

 
 Non-exempt employees must accurately report the amount of time they 

work for the Cooperative.  Time is reported in increments of not less than 
15 minutes and may include reported time charged against paid leave 
accruals (e.g. sick or vacation leave).   Strict compliance with the 
guidelines for time reporting is a condition of employment with the 
Cooperative and an employee’s failure to accurately report time worked 
on their time and attendance record will result in disciplinary action, which 
may ultimately lead to discharge. 

 



 
 Non-exempt employees are prohibited from working for the Cooperative 

“off the clock”; that is, working for the Cooperative but not reporting the 
time worked to his or her supervisor.  Working “off the clock”, working 
unassigned overtime or any failure to report all time worked will be 
grounds for disciplinary action, which may ultimately lead to discharge.  
Without regard to whether the overtime was properly authorized, non-
exempt employees will be paid for all time worked. 
 

 Exempt Employees 
 
 Exempt employees must accurately report the amount of time they work 

for the Cooperative. Exempt employees who work anytime during the 
workweek will be paid their salary for the week.  However, such payment 
includes requiring the exempt employee to charge his or her absences to 
paid leave accruals (e.g. sick or vacation) on the employee’s time and 
attendance record.   

 
 Exempt employees may be docked under the following circumstances: 
 

(1) Military duty 
(2) Suspension due to disciplinary action 
(3) FMLA after earned/accrued time off is exhausted 
(4) Employee did not perform any work during the work week. 

 
 Exempt employees who are absent from the work place for less than a 

full day normally shall deduct the length of the absence from the 
appropriate paid leave accruals (e.g. sick or vacation leave).  It is 
recognized, however that the fulfillment of an employee’s responsibilities 
may require longer or more irregular hours.  In such instances, the 
Department Manager may allow an exempt employee the flexibility to be 
away from work during normal work hours without requiring the use of 
accrued leave.  Exercising this flexibility shall not amount to 
compensating the employee on an hour off for an hour worked basis.  
Such time away from the work place that is not being deducted from leave 
accruals shall not be reported on the employee’s time and attendance 
record. 

 
III. RESPONSIBILITY 
 

A. All Department Managers are responsible for enforcement of this policy 
and or the maintenance of the appropriate records to ensure compliance 
with the Fair Labor Standards Act. 

 
B. The CEO/General Manager shall have overall responsibility for the 
 enforcement of this policy. 



 
The General Manager/CEO shall be responsible for the administration of this 
policy. 
 
 

______________________________  _____________________ 
Howard Tillison, Board Chairman   Revised Date 
 
 



Trinity Valley Electric Cooperative, Inc. 

Proposed BOARD POLICY 518 

EMPLOYEE PURCHASES 

I. OBJECTIVE

To set forth terms and conditions under which employees may purchase approved
items through the Cooperative in order for them to enjoy discounts which may be
offered, and methods of payment for such purchases.  This policy is offered to the
employee only.

II. POLICY

A. No employee will be allowed to use this policy until he/she has completed six
(6) months of employment.

B. All purchases will be made by employee purchase form and approved by the
Department Manager.

C.  Employee purchases may be paid for with cash in advance or payroll deducted
over eight (8) pay periods with written authorization from the employee.

D. Employees are limited to one active payroll deduction purchase at a time.
Previous deductions must be paid in full before another payroll deduction
purchase will be approved. Up to three active deductions are allowed if the
purchase is for tools or equipment needed for the employees’ job.

E. Payroll deductions may be used to purchase items such as computers, computer
accessories and/or job related tools and accessories. Other items, such as
shirts, jackets or caps must be approved by management prior to purchase and
must include the current Cooperative logo.

F. The General Manager/CEO must approve all payroll deductions that relate to
this policy.

III. RESPONSIBILITY

A. The General Manager/CEO shall be responsible for seeing that this policy is
implemented fairly and uniformly.

B. The Board of Directors shall review and approve any changes recommended
by management in this policy statement.



 The General Manager/CEO shall be responsible for the administration of this policy. 
 
 
 
 
_____________________________     ______________ 
Howard Tillison, Board President     Revised Date 
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