Phone (901) 465-5202

TO: FAYETTE COUNTY COMMISSIONERS

FROM:  ANN WILLIAMS
DATE: MARCH 16, 1999

RE: COUNTY COMMISSION MEETING AGENDA
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Also attached are corrected minutes of the December 23, 1997 meeting. Somehow
portions of personnel policies were deleted and in one instance, a portion of the Sheriffs
personnel policy was substituted for the Mayor’s personnel policy.
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COUNTY COMMISSION MINUTES OF DECEMBER 23, 1997 /‘
ADDITIONS/DELETIONS 4“
Page 700  Third paragraph — Taken from tape of actual meeting. %
Page 702 “Page 5” removed at top of page. \
Page 703 Section d. — Added rest of section d.
Page 705 “a. Continued” removed between first and second paragraph.
Page 706 “Page 10" removed at top of page.
Page 711 “Page 16 removed at top of page.

Page 713 Personnel Policy for Sheriff’s Department in minutes twice—this should
thru Page 724 have been Mayor’s policy.

Second :
Page 713 Second copy of Sheriff’s Personnel Policy.
Thru Page 724

Page 728 7.1.5—part of pargraph left off, added missing part.

Page 729 Under 7.3 Personnel Records, second paragraph; four lines left off, added
missing part.

Page 732 Under 7.5.6.1 — Definitions
3. Fivelines left off, missing part added
4. This section left off, missing part added.

Page 741 7.6.1.2 Military Leave
First paragraph, three lines added
Second paragraph added
Page 756 “Page 7” removed at top of page.
Page 768 Section VIII and Section X reversed in order.

Pages 770  Copy of Sheriff’s Personnel Policy—deleted
Thru Page 781
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FRewrsed¥ &’0
COUNTY LEGISLATIVE BODY /
Necember 23, 1997 |

BE 1T RFMFMBERED That the Fayette County lLegislative Body met in
regular session at the Courthouse in Somerville, Tennessee, on the 23rd day

of December, 1997.

Present and presiding the Honorable Jim Voss, also present, Dell T.
Graham, County Clerk and the following County Commissioners: .John W. Arnett,
Charles D. Brewer, Sr., Odis Cox, Robert L. Crawford, Thomas H. Fowler, Willie
L. German, Jr., Ronald R. Harris, William WNayslett, David Kelley, Alonzo
Morman, Sr., David Morris, Claude D. Oglesby, Jr., Hollis 0. Robison, J. M.
Sullivan, Jr., Rhea "Skip" Taylor, Wayne Thomas, Gordon Tomlin, Myles Wilson

and Allen Yancey, Jr.

Will all members being present, the following proceedings were had

and entered of record, to-wit:

Motion was made by Commissioner Kelley, seconded by Commissioner
Sullivan, and unanimously carried by the Board approving the minutes of the

November 1997 meeting.

The matter now before the Board was an Amendment to the Zoning Ordinance
presented by Tod Williams as recommended by the Planning Commission and County
Development Committee. The floor was opened to the public for comments in favor

of or in opposition to the amendment. With no comments being offered, the floor
was declared closed.
Motion was then made by Commissioner Sullivan, seconded by Commissioner

Robison and unanimously carried by the Board adopting the following Resolution:

NESOLUTION OF AMENDMENTY
OF THE
FAYETTE COUNTY ZONING RESOLUTION

WHEREAS, Yennessen Code Amolated Sectlon 13-7-105 empowers a counly leglsialive body
to amend any provision of a zoning ordinance lollowing the amendiment’'s submission for
approval, disapproval or sugygestions 1o the regional planning commission of the region in which
the tenilory covered by the ordinanen is located and following a public hearing the time and
place of which is published in a newspaper ol general ciiculation in the county; and

WHEREAS, Atlicla IV, Section 3, of the Fayelle Counly Zoning Resolution addilionally
tequites a public hearing by the egional planning cormmlssion the thine and place of which
fogelher with the amendment’'s content shall be advertised by al least one (1) publication in a
newspaper of general citculation in Fayelle Counly al least five (5) days In advance of the
heating by the planning commission ad al least lilteen (15) days In advance ol the hearing by
the county cobunission; and

WHEREAS, notice ol such heaings and the amendiment's content was published in the Fayelle
Countly Neview on Noventber 26, 1997 and
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WIHIEREAS, the Payelle Counly Regional Planning Commission al its regular monthly meeling
held at the Fayelle Counly Comntthousn In Sommvlille, Tennessee, on Decembear 2, 1997,
following a public heating; reviewed and recotnmended approved ol said amendment by the
Fayette County Commission; and

WHEREAS, the County Legislalive Body and/or the Board ol Commissloners of Fayetle
Counly, Tennessee, In tegulnr sesslon assernbled al (he Fayelle Counly Courthouse on this 23rd
day ol December, 1997, have held a public heating on the proposed amendmaent.

NOW, THEREFORE, BE 1T NESOLVED, by the County Legistalive Body and/or the Board of
Commissioners ol Fayelle Counly, Tennessee, In regular session assembled al the Fayelte County
Cowthouse on this 23rd day of December, 1997,

THAT AITICEE VIFOP THIF ZONING NMESOLUTION OF TAYETTE COUNTY, TENNESSEE, BE
AMUNDED ASFOLLOWS:

A Under Arlicle VI - "Provisions Tor Land Use Districls,” Seclions 1.1 and 1.2.2 be
amended as lollows:
(1) Section 1.1 bo deleted and replaced with "Permitled Uses: Forestiy and
agricufture; Chinches; Private nonprolit schools; Public and semipublic uses.”
{?) Section 1.2.2 he deleted and replaced with "For churches - One (1) acie.”

3. Under Section 5.1.1 "Penmillad Uses” ot Arlicle VII - "Provisions for Land Use
Dislricts,” add to the pesent lisling the permitted use “"Cemeterles.”

C. Under Seclion 5.1.2 "Sile Suilability Standards,” ol Atdtlclte VIl - "Provisions for Land
Distiicls,” add the followiig 2 new seclions:
(1)  Seclion 5.1.2.2.5 that would read "For Cemeletles - one acre; lor expansion of
an existing comelety properly - None.
(2) Section 5.1.2.3.5 thal would read "For Cemeleries - 50 leel; lor a cemetery
abhutting an afliliated church or cemetery propeity thal has 50 leel of public road
frontage - None.

This amendment shall become elleclive the day following lts adoplion, the public wellare
requlting H. o

Tod Williams then presented the rezoning request of Bruce Upchurch
for Bruce Upchurch Homes, Inc. for property located in Civil District 7 be
rezoned from R = 1 to R - 3 to be subdivided. Chairman Voss then opened the
floor to the public for comments in favor of or in opposition to the rezoning.
With no comments being offered, floor was closed.

Motion was then made by Commissioner Kelley, seconded by Commissioner

Morris, and unanimously carried by the Board adopting the following Resolution:



The part of the property conveyed to Michael L. Reynolds

and wife, Judith Reynolds by Warranty Deed in Deed Book 342,
Page 530 in the REgisters Office of Fayette County, Tennessee,
being the same property conveyed to L. E. Dickey and wife
Katherine E. Dickey by Deed of Record in Book 106, Page 154

in said Register'f Office and being more particularly described
as follows:

Beginnifg at the centerline of Donelson Road, said point being
the southwesterly corner of the Hoertel 12.54 acre tract (Bk 315
Pa 916); thence westwardly along said centerline of Donelson Road
N 86° 47' 18" W a distance of 582.21 feet; thence S 72° 50' 32"
W a distance of 95.97 feet; thence S 60° 31' 30" W a distance of
91.03 feet; thence S 54° 10' 08" W a distance of 41.62 feet;
thence N 05° 08' 35" E a distance of 1781.15 feet to a point in
the southerly line of A. Hodge 162.8 acre tract (Bk. 110, Pg.22);
thence N 89° 40' 32" E along said line a distance of 561.82 feet
to a point being an external corner of the Luck 133 acre tract
(Bk. 411, Pg. 425) tehcne S 85° 41' 17" E, along saild line a
distance of 173.74 feet to a point being an internal corner of
said Luck's 133 acre tract; thence S 00° 24' 25" W along Luck's
westerly line a distance of 1176.24 feet to a point being the
northwesterly corner of said Hoertel's 12.54 acre tract; thence

S 10° 46" 29" W along sald line a distance of 525.82 feet to the
point of beginning. Containing 30.67 acres.

Motion was then made by Commissioner Morris, seconded by Commissioner
Arnett, and unanimously carried by the Board appointing the following as Notaries
Public: District I: 1. G. Barker, Sr., Annie Woods; District 8: Gloria A.
Kelley, Veronica Presley, T. W. Tomlin,.

Reports were called for from the Board of Public Works and Board of

Fducation, but none available.

Commissioner Sullivan presented the recommendation of the County
Development Committee and moved for the acceptance of Woodsedge Subdivision
Phase 111, Willow Glyn Cove, Grand Branches Drive and Woodsedge Drive as
County Public Roads. Motion was seconded by Commissioner Hayslett and unani-

mously carried by the Board making sald acceptance.

Having been reviewed by the County Development Committee and
presented with their recommendation, motion was made by Commissioner Sullivan
seconded by Commissioner Brewer and unanimously carried by the Board to allow
Ed Reddick with Fayette Ware High School to use the Spec Building north of

Somerville for inside track on a temporary basis.

Report from the Education Committee was called for, but none available.
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Commissioner Tomlin reported for the llealth & Welfare Committee
and presented their recommendation and moved that the name of Dr. John Morris
be shown on the sign for the new Fayette County Health Department. Motlon was

seconded by Commissioner Fowler and unanimously carried by the Board.

Reports were called for from the Criminal Justice & Public Safety

Committee, but none presented.

Commissioner Brewer said the Personnel Committee reviewed the policies and
we found out that they were in order, and our County Attorney had reviewed them and
we recommend passage of them, and I so move. All the offices in the County have
submitted personnel policies and they have been reviewed by Mr. Tomlin. They are
basically the same. There is one that is Mr. Kee’s that Mr. Tomlin has some questions
about. I was instructed to go ahead and it is not necessary to approve Mr. Kee’s, just
simply to acknowledge that it has been submitted and that it has been reviewed by the
County Attomey and Mr. Tomlin has some questions about it and Mr. Tomlin will
resolve those questions as a later date. We do have a motion that these be approved.

Seconded by Commissioner Morris and unanimously carried by the Board.

Employment At_Will

No policy, benelit, or procedure confained herein crenles an employment
conteact for any period of time. Al employees will be considered employment-at-
will. Employees may be terminated for failure to satisfactorily perform their duties

or simply at the will of the employer, but they shall not be terminated for a
discriminntory or illegal purpose.

‘There will be a six (6) month probation peviod for all new employees. During this
time everyonc will be closcly supervised in order to become familinr with duties and
responsibilities.

‘There will be a performance evaluation each year for every employee. Employees
will be evaluated on attitudes toward work and co-workers, the quality of work, and
the willingness (o assume responsibility. ‘This evaluation will be personally discussed
with each employee at infervals and placed in the employee file.

Personnel Files

An individualized personnel file will be maintained on ench employee. It is the
responsibility of each employee to provide accurate information to the employer.
Employces ave also responsible for vreporting to the employer any changes in the
information, which they bave previously provided.

Jnmigration Papers

Upon initial employment, all employees are requived to attest that they are
Inwfully cligible to work in the United States. Employees ave further required to
provide {0 the employer copics of documents proving this cligibility.
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Fair_Labor Standards Act

Workweek. An employcee will be paid a regular monthly salary which covers nll
hours worked up to thirty-five (35) during ench workweek. 'The workweek will

begin at 12:01 a.m. on Monday and end at 11:59 p.m. on Sunday.

Qvertime/Compensatory ‘Time, All eligible employces shall he paid overtime or
given compensafory time (subject (o allowable limits) for all hours worked over forty
(40) during the workweelk. No overtime or compensatory time will be enrned until
the employee has worked on the job over forty (40) hours for his/her work period.
Overtime/compensatory time is scheduled at the discretion of the office holder,

Over-time Bate. An employee who works overtime will receive overtime pay nf a
rate of time and one-hall. An employee's annual salavy divided by fifty-two (52)
weeks determines his/her weekly salary. ‘The weekly salary is then divided by the
number of howrs in a normal workweek (o determine the regular hourly rate of pay.
That rate will then be maltiplicd by one and one-half (o defermine the overtime rate
of pay which will be paid for all howrs worked over forty (40) during a week, unless
compensatory time is given. No additional compensation will he paid for hours
worked under forty (40). '

Seleciion of Compensatory ‘Time. Employees who are required to work in excess
of forty (40) hours per weelo may veceive compensatory time off in liew of overtime at
the discretion of each office holder. Such compensatory {ime shall be enrned nt a
rate of one and one-hall hours for each hour of employment worked over forty (40)
hours per weell. An employee cannot acerue more than forty (40) hours of
compensatory fime. ’

‘The use of compensatory time is subject (o approval by the employer. Such
approval will not be denied wnless nndue disruption to the office or department ywill
oceur. '

Attendance. In order for Fayette County to maintain and provide the highest
level of service to the community, your attendance is nbsolutely necessary. In case of
an illness or injury that would preveat you from reporting (o work at your
scheduled time, you are required to notify your employer prior to the start of each
worl day no Inter than 9:00 s.m. The time you enll is imporvtant in prepaving your
workload.

Records. Office hours are Monday through Friday from 9:00 a.m. untit 5:00
pm. There is one howr where the employee is totally relieved of all duties for lunch,
Ench employee shall sign a schedule showing the parcticular employee's work
schedule, Every month the employee has the duty (o file a signed schedule form,
which shall show sick leave, and vacation (aken,
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Holidays

Generally, the following holidays will be declared official holidays, and employees
will he excused from work without charge to leave.

NEW Year's Dy i danuary |
Martin Luther King, Jr. Day......ininiinnisancncnsecnn 3vd Monday in January
President's Day..ciiiinnnnsinsneeneenns 30t Monday in February
Good Friday. e Briday before Easter
Memorial Day... o, Last Monday in May
Inddependence Day....iiieississcsseenssseseses JUly 4
Labor Day..nnneessniseseeses 18 Monday in September
Velerin's Day. . iiicinrccniiniecnneessissesiesnnsesseessscnnesenees INOVEember 11
Thanksgiving Day......vnnnnneo. 4th 'Thursday in November
Friday After Thanksgiving.........cccnvvniinnnnnniciinecciscenneeeees 4th Fridlay in November
Christmas .ooneniiciinnecniiiecenn2 12 days)accnececevecriennierseeeeee.. December 25

Christmas Holidays will be decided on a yearly basis depending on the day
of the week that December 25 falls upon.

When a holiday falls on Saturday or Sunday, the Monday following the holiday
is substituted. ‘These holidays are subject {o review and change by the Fayette
County clected or appointed official,

Special Pay Provisions. Every effort will be made to nllow all full-time employees
off on each designated holiday. M it is necessarvy for nn employee to work on a
holiday, he shall be compensated at a vate that is one and one-halfl times the
employee's regular rate of pay for the hour actually worked. 'The full-time employee
may elect (o veceive compensatory time that shall be earned at the rate of one and
one-half hour for cach hour actually worked during the holiday at the discretion of
the employer.

Sick Leave

Farning and Accumulating Sick Days. Sick leave shall be considered a benefit
and privilege and not a vight. Full time employces will receive full pay during
incapacity causcd by illuess il sick leave is taken. Sick leave is enrned at (he rate of
one day per month (12 days per year).

There is no maximum accumnlation of sick leave ervedits. Sick leave has no cash
vialue. In the event of vefivement, all unused sick leave will be credited toward time
of service and used (0 ealeulate retirement benefits,

"

1. For the purpose of ealeulation, twenty (20) days of unused sick leave shall
count as one (1) month toward retivement hencfits.

IF an employee is in a paid status for one-half of the month or more, he/she will
he credited with one day of siclc leave for the month, Other wise, he/she will not
acerpe any time for the month,

Genernl Sick Leave Rules and Procedmes.

1. Use of Siclk Leave. An employee may utilize sick leave allowance for absences
due (o his/her own illuess or injury, Sich feave may be used durving an iliness of
mother, Mther, wife, hushand or children. Sick leave may also he used for
appointments with a licensed doctor, dentist, or recognized practitioners, When
appropriate, a partinl sick day may be used vather than a full day. Employces who
become ill during the period of theiv vacation may vequest that their vacation be
temporavily tevminated and the time changed (o sick leave. However, such request
must be justified by means of a doctor's statement upon veturn to work, No
cmployee may give or loan sick leave (o another employee.



2. Decumentation of Sick J.cave, Employcees sve requived to notify the employer
as early as possible on (he ficst day of their sick leave nhsence. An employce must
(nlie part of & day as sick leave when doctory dental ov optical appointments are
requived for the employee or his/her children, Siclc lenve may be (aken in multiples
of not less than one-half (172) days. An employce who clnims sick leave will, nfter
the third conscentive day of illness, be vequired to furnish a certifiente from n
physician stating the nature of the sickness ovinjury. ‘The doctor's stntement should
also provide that said emiployce has been ineapacitated for work for the peviod of
his/her absence, and that he/she is again physieally able to perform his/her duties.

J. Eahanstion of Sich Leave. Employees who have used all of their accumulated
sick leave will not receive financial compensation for additional days needed due (o
illness or injury. For any additional (ime needed, the employee will be considered
ns on a leave-without-pay-status uniess the employee has nny nccmmulnted vacation
time or compensatory time renviining. ‘The employee may vequest that additional
siclk leave be eredited against (he remaining vacation or compensatory time.
Accumulated sick leave shall not be used lfor worker's compensation benefits,

Any non-cmergency surgery will be discussed with the employer before the
swrgery is scheduled. Evidence of abuse of this henefit will be grounds for dismissal
or disciplinary action.

4. Family Mcdical Leave Act. Family Medical Leave time will he taken due to
cmployee or cligible family member's illness or eligible condition. Sick leave will be used
simultancously until exhausted when Family Medical Leave time is authorized. Family
Medical Leave policy shall be as follows:

1. Definitions:

a. Eligible employce: Eligible employees are those who have heen
cmployed for at least twelve (12) months, who have provided nt least
1,250 howrs of service during the twelve (12) months hefore leave is
requested and who workoat a work site where at lenst fifty (50)
cmployees ave on the payroll (cither at that site or within a seventy-five
(75) mile radius).

b, Parent: Mother or father of an employee, or an adult who had day-to-
day responsibility for carving for the employee during his or her
childhood years in place of the natural parents.

¢. Son ov daughter/child: Biological, adopted, or foster child, n stepchild,
legnl ward, or child of a person standing in the position of parents,
who are under the age of eighteen (18) years. Children who are
cighteen (18) years or older qualify, if they are incapable of self-care
because of mendnl or physical disability.

. Serious health condition:  An illness, injury, impairment, or physical
or mental condition involving either inpatient care or continuing
treatment by a health eare provider, Examples of serious health
conditions inchule but are not limited (o heart attacks, heart
conditions requiving heart by-pass or valve operations, most cancers,
hack operations requiring extensive therapy or surgical procedures,
strokes, severe vespirntory conditions, spinal injurics, severe arthritis, ctc.

3.
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An cligible employce mny take up to twelve (12) weeks of unpaid leave in
n twelve (12) month peviod for the birth of a child or the placement of a
child for adoption or foster care. Under the Tennessee Malernity Leave
Act, a female may tale additional four (4) weeks of unpaid feave if (he
theee (3) month advance notice is in complinnce. Lenve may also be
taken to care for a child, spouse, or parent who have a serious health
condlition,

The right to take leave applies equally {0 male and female employces
who are cligible,

¢. Unpaid leave for the purposes of care for a newborn child or n newly

d.

C.

.

adopted or foster cave child must be taken hefore the end of the first
twelve (12) months following the date of birth or piacement.

An expectant mother may take wnpaid medical leave upon the bivth of
the child, or prior (o the birth of her child for necessary medical care and
il her condition venders her unable to work. Similarly, for adoption or
foster cave, leave may be taken upon the placement of absence from work
is requived for the placement to proceed.

An employee may take unpaid leave to care for a parent or spouse of any
age who, beeause of serious mendal or physical condition, is in the hospital
or other health eare facility. An employee may also take leave to care for
a spouse or a parent of any nge who is unable to care for his or her own
basic hygicne, nutritional nceds or safety. Examples include a parent or
spousc whaose daily living activities ave impaired by such conditions ns
Alzheimer’s disease; stroke or who is recovering from major surgery or
who is in final stages of {erminal illness.

Eligible employces, who are unable to perform the fnctions of the position
held because of a sevious health condition, may request up to twelve (12)
weeks unpaid leave. 'The term serious health condition is intended to cover
conditions ov illnesses that affect an employee’s health (o the extent that he
or she may be absent from work on veoccurring bases or for more than a
few days with (reatment or recovery.

Imployces requesting medical leave due to their own illness or injury must
simultancously exhaust any sick leave, annual leave, personal days or
vacilion days. ‘The combination of sick leave, annual leave, floating
holidays and unpaid leave may not exceed twelve (12) weeks. An
employce who fails to return at the end of an approved leave of nbsence
shall be considered fo have resigned at the end of the lenve of absence, but
may be eligible for rchire in the full and complete discretion of the Faye(te
County official.

During periods of unpaid leave, an employce will not accrue any additional
seniorify or similar employment benefits during the leave,

If spouses are employed by the same employer and wish (o take leave for
the care of a new child or a sick parent; their nggregnte leave is limited to
twelve (12) weeks, For exnmple, if the person (nkes eight (8) weeks of
teave to care for a child, the mother will he entitled to four (4) weeks leave,
for a total of twelve (12) weeks of leave.



2. Notifieation and Scheduling:

a. An eligible employee must provide the employer at lenst thivty (30) days
advance notice of the need for leave for hivth, adoption or plinmned medical
trentment, when the need for leave is forescenble. ‘This thivty (30) dny
advance notice is not vequived in cnses of medical emergency or other

unforesecable events, such as premnture birth, or sudden changes in n
patient’s condition (hat requirve a change in scheduled medical
treatment, ‘

h. Parents who ave awaiting the adoption of n child nnd are given little
nofice of the availability of a child may nlso be exempt from this (hirty
(30) day notice, '

4. Certification:

n. The employer reserves the right {o verify an employee's request for
family medical/leave.

h. I an employee requests leave beeause of a serious health condition
ov (o cave for a family with a serious health condition, the employer
requives that the vequest be supported by cevtifiention issued by the
health eare provider of the cligible employee or the family member
as approprinte.  If the employer has reason (o question the oviginal
certifieation, the employer mnay, at the employer's expense, require
a sccond opinion from a different health cave provider chosen by the
employer. The employer on a regalar basis smny not employ that henlth
care provider, 11 a resolution of the conflict can not be obtained by a
sccond opinion, a thivd opinion may he obtained from another provider
and that opinion will be final and binding.

c. 'This certification must contain the date on which the serious health
condition hegan, its probable divection, and approprinte suedicnl facts
with which the knowledge of the health care provider regavding the
condition, ‘The certitication must also state the employee's necd to carve
for the son, daughter, spouse or pavent and must include an estimate
of the amount of time the employee is nceded (o eare for the family
member.,

d. Medical cevtificntion shall e treated as confidentinl and privileged
information.

c. An employee will be requived to report peviodically to the employer of
the status and the intention of the employeé to return to work.

. Employces who have talien unpaid leave under this policy must
furnish the cmployer with n medicnl certification from the employee's
health carve provider that the employce is able to resume work hefore
veturn s granted.

s



5. Maintenance of Health and COBRA Benelits Durving Unpaid Lenve:

. The cimployer shall maintain health insurance benefits, paid by the
cmployer for the employee, during peviods of unpaid leave without
inferrnption. ‘The employee must pay any payment for family
covernge premiums, or other payroll deductibles for insurance policies,
or the henelits may not be continued,

b. ‘The employer has a vight (0 recover from the employee all health
insurance preminms paid during the unpaid leave if the employee fails
to return to work after leave. Employces who il (o retura to work
because they are unable to perform the functions of their joh hecause
ol theiv own serious health condition or beeause of the continued
necessity of carving for n seriously ill fnmily member mny be exempt
from (he recapture provision.

¢. Leave taken under this policy does not constifute a qualifying event
that entitles an cmployce to COBRA insurance covernge. However,
the qualitying event triggering COBRA covernge may occur when it
becomes clearly known that an employce will not be retuwrning to work,
and therefore censes (o be entitled (o leave under this policy.

6. Reduced and Intevmitient Leave:

-

n. Leave talien under the policy can be taken intermitiently or on a
reduced leave schedule when medically necessary as certified by the
health care provider, Infermittent leave ov veduced leave schedules for
routine care of & new child may be taken only with the approval of the
enmployer. ‘The employee and the employer must mutually agree upon
the schedule,

h. The employer may tenporarily transfer employees on intermittent or
reduced leave schedules (o an equivalent alternative position that may
better nccommaodate the intermittent or reduced leave schedule.

¢. lntermittent or veduced leave may he spread over n period of time
longer than (12) weeks (otal leave in a one twelve (12) month period.

7. Restoration:

n. Employees who are granted leave under this policy shall be reinstated
(o an equivalent or the snme position held prior to the commencement
of their leave.

b. Certain highly compensated employees, who are salaricd and nmong
the ten percent (10%) highest paid employees, may be denied
restoration. Restoration may he denied if (a) the cmployer shows that
such a deninl is necessary to prevent substantial and grievous injury to
the employer's operations, (b) the employer notilics the employee that
it intends to deny restoration on such basis at the time the cmployer
determines that sucl injury would occur, and (¢) in any case which the
teave has commenced, the employcee elects not (o return (0 work within
a reasonable perviod of time after receiving such notice.



8. The Twelve (12) Month Period.

‘The twelve (12) month period during which an employee is entitled to
twelve (12) work weeks of Family Medical Leave Act is measured
forward beginning January 1 of each year,

Time OIT

Inglement Weather. Every employee must make n personal judgment about
salety in (raveling (o and from work during inclement weather, If the office is open
tuwring inclement weather and should you chose not to travel to work, the time will
be charged to your vacation. Should vacation not be available for the individual
employee, the time will he considered leave without pay.

Maternity Leave
‘Tennessee Code Annotated 4-21-408.

A female employee who has been employed by the same employer for at least 12
consccutive months as a vegubar full-time employee, ns determined by the employer
at the job site or location, may be absent from such employment for a period not to
exceed four months for pregnancy, childbirth and nursing the infant, where
applicable (such period to be hercinafter veferred to a "maternity leave').

A female employee who gives at least three months advance notice of maternity
leave, her length of maternity leave, and her intention to return (o full-time
cmployment after maternity leave, shall be restored (o her previous or a similar
position with the same status, pay, length of service credit and seniority, wherever
applicable, as of the date of her leave.

A female employece who is prevented from giving three month's advance notice
hecause of a medical emergency which necessitates that maternity leave begin
carlier than originally anticipated, shall not forfeit her rights and benefits under this
part solely because of her failore to give three months ndvance nolice.

An employee may ulilize acerued but unused sick leave, vacation leave, or
compensatory time (o remain on a paid status duving maternity lenve. Any leave
taken after those accrued days have expired shall be without pay. Maternity leave
shall not affect the employce's vight (o receive vacation time, sick leave, bonuses,
advancement, seniority, length of service credit, benefits, plans or programs for
which she was cligible at the date of her leave, any other benefits or vights of her
cmployment incident (o her employment position; provided, however, that the
employer need not provide lor the cost of any benefits, plans or programs during the
perviod of maternity leave unless such employer so provides for all employees on
leave of absence.

If an employee's job position is so unique that the employer cannot, after
reasonable efforts, fill (hat position temporarily, then the employer shall not be
liable under this part for Iailure to reinstate the employee at {he end of her
maternify leave period.

‘The purpose of this part is to provide leave time to female employees for
pregnancy, childbivth, and nursing the infant, where applicable; therefore, if an
employer finds that the female employee has utilized the period of maternity leave to
actively pursue other employment opportunities, or if the employer finds that the
employce has worked part-time or full-time for another employer during the period
of maternity leave, then the employer shall not be liable undev this part for failure to
reinstate the employce at the end of her maternity leave,
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Yacation Leave

Qualilication for Yacation Time. Vacations will be granted to regular full time
cmployees calculated on the basis of one (1) day per month (for vacation purpases,

one week is defined as five (5) work days. No morve than 15 days time can be carried
over (o the nex( ycar.

Use of Yacation Time. Vacation time will not be available for use by an employee
until it is acerued. Vacation leave may be used only at times approved in advance
by the employer. Vacation requests will be honored {o the extent possible. Seniority
will be used to determine any leave request conflicts. No employees may give or loan
vacation to another employee.

Disposition of Accrued Yacation Leave Upoen Termination

ixcept as other wise provided and subject to the limitation stated in this section,
upon termination of the employment, the employee shall be paid for all accrued but
unuscd vacation leave he or she may have as of his or her Inst working day. Also,
ench terminating employee shall be paid a prorated portion of unaccrued vacation
leave. Payment shall be, at the option of the employer, either by terminal leave or
by lump sum payment. In cither event, or whether (ermination is voluniary or
involuitary, the discretion (o determine the employee's Inast working day is reserved
(o the appropriate authority.
Terminal leave is that period during which an employee remains on the
payroll beyond his or her Iast working day until all of his or her accrued annual
leave has been exhausted.

I a0 employcee is paid for his or her accrued but unused annual leave by
ferminal leave, the date on which his or her annual leave is exhausted shall be the
official day ol termination.

During a period of (erminal leave, an employee shall not earn additional
annunl or siclc leave and shall not be eligible for use of sicl leave, and shall not be
cligible for any salary increase. However, an emiployee shall receive credit for
any official holidays occurving during a period of terminal leave.

H s terminating emiployee elects to be paid for his or her accrued but unused
annual leave by lump sum payment, the employee's Iast working days shall be the
official date of termination.

Payment for accrued annual leave under this section shall not be limited to the
maximinn accumulation nmount which may be carvied forward from one calendar
year to the next if the last working days occurs priorv to January 1 (even if the
terminal leave period extends beyond January 1).

An employee who is dismissed for gross misconduct or who resigns to avoid
dismissal for gross misconduct shall not be entitled to any compensation for accrued
but unused annual leave af the time of dismissal.

All personnel entitled (o nccrue annual leave may request use of annual leave nt
the specilied time by application to the discretion of the approving authority, who is
responsible for planning the work under his or her control, and should be approved
only at such times as the employece can best be spared.,



Bereavement Leave

In the case of death in the employee's immediate family (father, mother,
husband, wife, child, or grandchild) the employee will be given (wo (2) working days
paid leave which will not be charged to vacation leave. If the employee has
accumulated sick leave, the employee may take additional three (3) days of sick
leave to extend bereavement teave for an immedinte fmmily member.

The employee shall be given one (1) working day paid lenve which will not be
charged to vacation leave in the case of death of a stepchild, brother, sister, mother-
in-law, father-in-law, or grandparent of the employee. If the employee has
accumulated sick leave, they may (nke an additionnl two (2) days of (heir siclc leave,

For any other blood rvelative or close friend, the employee may (ake one (1) day of
nccamulated sick leave if available,

Jury and Cowmt Duty

It is desivous for all employees to fulfill their duty to serve as members of juries or
to testifly when called in both Federal and State courts. 'Therefore, the following
procedures shall regulate when an employee is ealled for jury duty or subpoenned to

court,

(1) The employee will be granted a leave of absence when the employee is
subpoenaed or directed by proper authority to appear in Federal or State
Court as a witness or juror.

(2) The employee will veccive his regular compeusation during the time he/she is
serving as a juror.

(3) The employee must refund to his employer all compensation of fees that he
veceives for serving as a juror during normal working hours,

(4) If the employce is velieved from court or jury duty during working hours, the
employee must report back to his/her employer.

(5) The above provisions concerning compensation for time in court do not
apply if the employce is involved in private litigation. On these occasions the
employee must take vacation leave, compensatory times or leave without

pay.
In Linc of Duty Injury Leave

Any employee sustaining an injury or an illness during (he course and scope of
his ecmployment which is determined to be compensable under the provisions of the
Workler's Compensation Law shall be entitled to receive in-line-of duty injury leave.
This leave shall not be counted agninst any accrued sick leave that the employee has
accumulated. The provisions of (he Worker's Compensation Law will determine
benelits that arve veceivable by the employee,

Military Leave

Full-time employees who are members of any military veserve component will be
granted military leave for such time as they ave in the military service on field
training or active duty for periods not to exceed fifteen (15) working days per
calendar year, ‘This time may not be used for weekend drills. Such requested leave
shall be supported with copics of the armed forces orders.
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IPull-time employees who are members of a mililary reserve unit who have
completed their militavy-training duty for the calendar year, and ave reactivated for
additional training, will be allowed an additional fifteen (15) days military lenve if

the additional military teaining:

(1) Occurs during the calendar year; and

(2) Fulfills the employce's military training obligation for the subsequent
calendar year.

During such time that the employee is on military training leave, he/she shall
receive full pay and henefits to which he/she would otherwise be entitled.

Part Time/Lemporary_ Lmployees

A part-time/temporary employee designation will be used for those employees
whose regular assigned work schedule includes no more than thirty-two (32) hours
per week. The benefifs set out in this manual are intended to apply only to full-time
cmployees. These rules and vegulations are not intended to establish paid leave of
any kind for part-time/temporary employecs.

Discrimination Statement

As an equal opportunity employer, employment will be based upon consideration
of the qualification of all applicants for employment. Discrimination based upon an
applicant's race, color, sex, religion, national origin, age or disability will not be
tolerated. An employee will veport alleged discriminatory activity to the elected
official. 1 the problem occurs with the clected official, then the employee will report
to the County Mayor.

Sexual Havassment

As part of Fayette County's continuing commitment (o equal employment
opportunity, the County adherves to the following policy:

(1) 1tis illegal and against the policies of the County for any employee, male or
female, (o sexually harass another employee by (n) making unwelcome sexunl
ndvances or requests for sexual favors or other verbal or physical contact of a
sexuzal nature a condition of an employee's continued employment, or (b)
muaking submission (0 or rejections of such conduct the basis for employment by

such conduct,

(2) Any employce who believes he or she has been the subject of sexual harassment
should report the alleged act or conduct immediately to the County Mayor or
appropriate clected official.

(3) All information veported will be held in strictest confidence and will only be
disclosed on n need-to-know basis in order (o investigate and resolve the matter.

(4) 'The County will fullill its obligation to undertake an approprinte investigation,
which may include informing the alleged harasser of the complaint and giving
that person an opportunity to vespond to the allegation,
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(5) Any person who has been found by the County after investigation to have
sexually harassed an ciployee will be subject to approprinte sanctions
depending on the circumstances, from a warning in his or her file up to and
including termination,

(6) Any retalintory action of any kind taken by any persons ns a result of an
individual making a veport of sexual harassment is prohibited and shall be
regarded as a separale and distinct cause for complaint,

Alcohol and Drugs

Fayctte County recognizes that alcohol and drug abuse in the work place has
become a major concern. We believe that by reducing drug and alcobiol use we will
improve the safety, health and productivity of employees. The object of the county's
alcohol and drug policy is (o provide a safe and healthy work place lor all
cmployees, to comply with federal and state health and safety regulations, and to
prevent accidents,

‘The use, possession, sale, transler, purchase or being under the influence of
intoxicating ligquor, illegal drugs or other intoxicants by employees anytime on
company premises or while on company business is prohibited. 'The illegal use of
any drug, narcotic or controlled substance is prohibited. Employees must not report
for duty or be on company property while under the inlluence of, or have in their
possession while on company property, any intoxicating liquor, marijuana or
illegally obtained drug, narcotic or other illegal substance.

Mistakes & Exrors

All mistakes and/or errors will be reported to the employer immediately before
any action is (aken to correct (he mistake or error. Any errors made by nn employee
that involves the receiving or disbursing of cash which causes a shoringe in funds
that cannot be collected by the employee from the person receiving the funds, shall
be the responsibility of the employee. 'The employee shall reimburse the lost funds
upon demand of the employer. Failure to reimburse lost funds for any mistakes
and/or errors may be grounds for termination.

Conlidentiality of Office Records

Any record filed in (his office or matier pertaining to this office will not be
discussed outside the office. All records are open to the public except those
exempted by statute. Any person desiring to review any record not exempted by
statute will be allowed to do so in person inside the office. No employee will tnke
any record outside (he office or discuss any record outside the office with any
person. Improper disclosure of oflice records may be grounds for termination.

Gift Policy

An employee shall not accept cash as a gift or gratuity from a customer or
vendor. Small gifts (i.c. candy, cookies, and fruit) may be accepted by an employee
and shaved with the entive oflice. ‘The employer should be notified of any gift
received by the office in order to express our appreciation. In a case where an item
is in question, the matter should be referved to the Employer.
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Conflict of Intcrest

No employee of this office will accept employment or any payment for services
from a business or vendor that would receive or provide service to or from this office
through that employce. Any questions regarding this policy should be referved to
the Official. Furthermore, no employee will contract work from a business or
vendor that would receive or provide services (o or lrom this office through that
cimployee.

Amendment of Rules
It is the responsibility of all employees to carvy out and comply with the rules and
regulations contained in this manual. ‘The employee should be aware that these
Rules and Regulations are subject to periodic review and change by the employer.

Before relying upon the provisions set out herein, it is the employee's respousibility
(o check with the employer to see if any changes have occurred.

Acknowledgment of Receipt

of Personnel Policies

As indicated by my signature below, 1 hereby acknowledge receipt of a copy of
the Personnel Policies.

I further acknowledge that:

(1) 1 will read these personnel policies and any questions which I have concerning
these rules and regulations will be addressed to my employer; and

(2) 1 understand that my employment will be subject to the provisions contained in
these personnel policies along with any subsequent changes or amendments.

Fmployee's Signature

Date

Fmployer's Signalure



FAYETTE COUNTY
MAYOR'S PERSONNIEL
EMPLOYER HANDBOOK

Persounel Policies

.Employmcm_At,,Wi!l

No policy, benefit, or procedure contained herein creates an cployment
confract for any period of fime. All employees will be considered employment-at-
will. Employees may be terminated for failure to satisfactorily perform their dutics

or simply at the will of the employer, hut they shall not be terminated for a
discriminatory or illegnl purpose.,

There will be a six (6) month probation peviod for all new employees. During this
time everyone will be closely supervised in order (o become familiar with duties and
responsibilitics.

There will be n performance cvaluation each year for every employee. Employees
will be evaluated on attitudes toward work and co-workers, the quality of work, and
the willingness to assume responsibility. This evaluation will e personally discussed
with each emiployee at intervals and placed in the employee file,

Personnel Files

An individualized personnel file will be maintained on each ciployce. Itis the
responsibility of ench employee to provide accurate information to the cmployer,
Employees are also vesponsible for reporting to the employer any changes in the
information, which they have previously provided.

JInmmigration Papers

Upon initial employment, all employces are required {o attest that they are
lawfully cligible to work in the United States. Employces are further required to
provide fo the employer copics of documents proving this cligibility.

Faiv Labor Standards Act

Workweek. An employee will be paid a regular monthly salary which covers all
hours worked up to thivty-five (35) during each workweek. The workweek will
begin at 12:01 a.m. on Monday and end at 11:59 p.m. on Sunday,

Overtime/Compensatory JVime, All eligible cmployces shall be paid overtime or
given compensatory time (subject to allowable limits) for all hours worked over fo'rly
(40) during the workweek, No overtime or compensatory time will he earnced ‘unm
the employce has worked on the job over forty (40) hours for his/her work period,
Overtime/compensatory time is scheduled at the discretion of the office holder., ‘
Incligible persons for overtime/compensatory time include the following: Appomtcd
or Elected persons, Department Heads, and such others as ave allowed under the
Federal Wage and Hour Laws.

Over-time Rate, An employee who works overtime will receive overtime pay at n
rate of tinte and onc-half. An employce's annual salary divided by fifty-two (52)
weeks determinces his/her weekly salary. The weekly satary is then divided by the
number of howrs in a normal workweck to determine the regular hourly rate of pay.
That rate will then be multiplicd by one and onc-hall to defermine the overtime rate
of pay which will be paid for all hours worked over forty (40) during n week, unless
mun;cnsmory time is given, No additional compensation \‘vill be paid for hours
worked under forty (40). 7/ 3
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Sclection of Compensatory. Lime. Employees who are vequired (o work in excess
of forty (40) howrs per week may receive compensatory time off in lien of overtime at
the discretion of each office holder. Such compensatory time shall be carned at n
rate of one and one-half hours for each hour of employment worked over forty (40)
hours per week. An employee cannot accrue more than forty (40) howrs of
compensatory time. Incligible persons for overtime/compensatory time include the
following: Appointed or Elected persons, Department Heads, and such others as are
allowed under the Federal Wage and Hour Laws.

‘The use of compensatory time is subject (o approval by the employer. Such
approval will not be denied unless undue_distuption_to. the office or depavtment will
occur. ‘

Attendance. I ovder for Fayette County to maintain and provide the highest
level of service to the community, your attendance is absolutely necessary. In case of
an illness or injury that would prevent you from reporting to work at your
scheduled time, you arve reguived (o notify your employer prior to the start of each
work day no later than 8:00 a.m. ‘The time you call is important in preparing your
workload. |

Records. Office hours are Monday through Friday from 8:00 a.m. until 5:00
p.nt. There is one hour where the employee is totally relicved of all duties for lunch.
Fiach employee shall sign a schedule showing the particular employce's work
schedule. Every month the employee has the duty to file a signed schedule form,
which shall show sick leave, and vacation taken.

Holidays

senerally, the following holidays will be declarved official holidays, and employees
will be excused from work without charge to leave.

New Year's Day. s danuary |
Martin Luther King, Jr. Day...incnneess Jrd Monday in Janunry
President's Day.. i 300 Monday in February
Good Friday...inniniesessesesees. Iriday before Easter
Memorial Day. ... LAst Monday in May
Independence Day...innounnammmssssssssssss Jitly 4
Labor Day..nmmsmsasesasnsesss. 1O Monday in September
Vetleran's DRy ... NOVEmMber 11
Thanksgiving Day.....icnninicvinnnaininnines, 4 Thursday in November
IFriday After Thanksgiving......cinvinninnncenennan. 40h Kriday in November
Christmas .....ovcvcverivniioncnninnennnennec (2 12 dys)onvenninnnncciininiinninnnne. December 25

Christmas Holidays will be decided on a yearly basis depending on the day
of the week that December 25 falls upon.

When a holiday falls on Saturday or Sunday, the Monday following the holiday
is substituted. ‘These holidays are subject to review and change by the Fayette
County clected or appointed official,

Special Pay Provisions. Every effort will he made to allow all full-time employces
off on each designated holiday. If it is necessary for an employee to work on a
holiday, he shall be compensated at a rate that is onc and one-half times the
employee's regular rate of pay for the hour actually worked. 'The full-time employec
may clect to reeeive compensatory time that shall he earned at the vate of one and
onc-hall hour for each hour actually worked during the holiday at the discretion of

the employcer.

Sick Leave

Earning and Accumulating Sick Days. Sick leave shall be considered a henefit
and privilege and not a vight. Full time employees will receive full pay during
incapacity caused by illness if sick leave is taken. Sick leave is earned at (he vate of

one day per month (12 days per year).
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There is no maximum accnmulation of sick leave credits. Sick leave has no cash
value. In the event of retivement, all wnused sick leave will be credited toward fime
of service and used to calculate retivement henefits.

i}

(. For the purpose of ealculation, twenty (20) days of unuscd sick leave shall
countas one (1) month foward vetivement henefits.

If an employee is in a paid status for one-half of the month or more, he/she will
be credited with one day of sick leave for the month. Other wise, he/she will not
accrue any time for the month,

General Siclo Leave Rules and Procedures.

(. Use ol Sick Leave. An employee may utilize sick Ieave allowance for absences
e (o his/her own illuess ov injury. Sick leave may be nsed during an illness of
mother, father, wife, hushand or children. Sick leave may also be used for
appointments with a licensed doctor, dentist, or recognized practitioners. When
appropriate, a parvtial sick day may be used rather than a full day. Employees who
become ill during the period of their vacation may request (hat their vacation be
temporarily terminated and the time changed to sick leave. However, such request
must be justified by means of a doctor's statement upon return (o work. No
cmployee may give or loan sick leave to another employee.

2. Documentation of Sick Leave. Employees ave vequired (o notify the employer
as early as possible on the first day ol their siclc leave absence. An employee must
take part of a day as sick leave when doctor, dental or optical appointments are
required for the employee or his/her children. Sick leave may be taken in multiples
of nof Iess than onc-hall (1/2) days. An employee who claims sick leave will, after

-the third consecutive day of illness, he requived to furnish a certificate from a
physician stating the nature of the sickness or injury. "'he doctor's sintement should
also provide that said employee has heen incapacitated for work for the period of
his/her absence, and that he/she is again physically able to perform his/her dutics.

3. Exhaustion of Sick J.cave. Employees who have used all of their accnmulated
sick leave will not veceive financial compensation for additional days needed due to
illness ov injury. For any additional time necded, the employee will be considered
ns on a leave-without-pay-status unless the employee has any accumulated vacation
{ime or compensatory time remaining. 'The employee may request that additional
siclc leave be credited against the yemaining vacation or compensatory time.
Accumulated sicl leave shall not be used for worker's compensafion henefits.

Any non-emergency surgery will he discussed with the employer hefore the
surgery is scheduled. Evidence of abuse of (his benefit will he grounds for dismissal
or disciplinary action.

4. Eamily Medical Leave Act. Family Medical Leave time will be taken due to
cmployee or eligible family member's illuess or eligible condition. Sick leave will be used
simultancously until exhaunsted when Family Medical Leave time is nuthorized. Family

Medical Leave policy shall be as follows:
1. Definitions:

a. Eligible employee: Eligible employees ave those who have heen
cmployed for at least Gwelve (12) months, who have provided at least
1,250 hours of service during the twelve (12) months before leave is
requested and who work at a work site where at least lifty (50)
employees are on the payroll (cither at that site or within a seventy-five
(75) mile radius).
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b. Parent: Mother or father of an employee, or an adult who had day-to-
day responsibility for caring for the employce during his or her
childhood years in place of the natural parents.

c. Son or danghter/child: Biological, adopted, or foster child, a stepchild,
legal ward, or child of a person standing in the position of pavents,
who are under the age of cighteen (18) years. Children who are
cighicen (18) years or older qualify, if (they ave incapable of self-care
hecause of mental or physical disability.

d. Scrious health condition: Awn illness, injury, impairment, or physical
or mental condition invelving either inpaticnt carve or continuing
treatment by a health care provider, Examples of serious health
conditions include but are not limited to heart attacks, heart
conditions requiving heart by-pass or valve operations, most cancers,
back operations requiring extensive therapy or sivgical procedures,
strokes, severe vespiratory conditions, spinal injuries, severe arthritis, ctc,

1. Leave PProvisions:

a. An cligible employee may (ake up to twelve (12) weeks of unpaid leave in
a twelve (12) month period for the birth of a child or the placement of a
child for adoption or foster care. Under the Tennessce Maternity Leave
Act, a female may take additional fonr (4) weeks of unpaid leave if the
three (3) month advance notice is in compliance. Leave may also be
taken to care for a child, spouse, or parent who have a serious health
condition.

. The right to take leave applies equally to male and female employecs
who are cligible.

c¢. Unpaid Ieave for the purposes of care for a newborn child or a newly
adopted or foster carve child must be taken before the end of the first
twelve (12) months following the date of birth or placement.

d. An expectant mother may take unpaid medical leave upon the hirth of
the child, or prior to the birth of her chilidl for necessary medical care and
if her condition renders her unable to work. Similarly, for adoption or
foster care, leave may he taken upon the placement of absence from work
is requived for the placement to proceed.

c. An employce may take unpaid leave fo cave for a parent or spouse of any
age who, hecaunse of serious mental or physical condition, is in the hospital
or other health care facility. Au employee may also take leave to care for
a spouse or a parent of any age who is unable (o care for his or her own
hasic hygiene, nutritional needs or safety. Examples include a pavent or
spouse whose daily living activities are impaired by such conditions ns
Alzlicimer's disease; stroke or who is recovering from major surgery or
who is in final stages of terminal illness.

f. Kligible employees, who ave unable to perform the functions of the position
held because of a serious health condition, may request up to twelve (12)
weeks unpaid leave. 'The term serious health condition is infended to cover
conditions or illnesses that affect an employee's health to the extent that he
‘or she may be absent from work on reoccurring bases or for more than a
few days with treatment or recovery.



g. Employces requesting medical leave due (o their own illness or injury must
simultancously exhaust any sick leave, annual leave, personal days or
vacation days. 'The combination of sick leave, annual leave, floating
holidays and wnpaid leave may not exceed twelve (12) weeks. An
employee who fails to retwrn at the end of an approved leave of absence
shall be considered to have resigned at the end of (he leave of absence, but
may be eligible for vehire in the full and complete discretion of the Fayette
County official,

h. During periods of unpaid leave, an cmployee will not accrue any additional
sentority or similar employment benefits during (he leave.

i. If spouses are employed by the same cmployer and wish (o take leave for
(he care of a new child or a sick parent; their aggregate leave is limited fo
twelve (12) weeks. For example, if the person takes cight (8) weeks of
feave to care for a chitd, the mother will be entitled to four (4) weceks leave,
for a total of twelve (12) weeks of leave.

2. Notification and Scheduling:

a. An eligible employce must provide the employer at least thirty (30) days
advance notice of the need for leave for birth, adoption or planned medical
(reatment, when the need for leave is foreseeable. ‘This thirty (30) day
advance nofice is not required in cases of medical emergency or other
unforeseeable events, such as premature bivth, or sudden changes in a
patient’s condition (hat require a change in scheduled medical
treatment.

b. Pavents who are awaiting the adoption of a child and arve given little
notice of the availability of a child may also be exemp( from this thirvty
(30) day nolice.

4, Certification:

a. The employer reserves the vight to verify an employee's request for
family medical/leave. *

b. If an employee requests leave because of a serious health condition
or {o care for a family with a serious health condition, the employer
requires that the request be supported by certification issued by the
health care provider of the eligible employee or the family member
‘as appropriate.  If the employer has veason to question the original
certification, the employer may, at the cmployer's expense, require
a second opinion from a different health care provider chosen by the
cimployer. Thie employer on a regular basis may not employ that health
care provider. If a resolution of the conflict can not be obtained by a
second opinion, a third opinion may be obtaiuned from another provider
and that opinion will be final and binding,.

c. This certification must contain the date on which the serious health
condition began, its proballe direction, and appropriate medical facts
with which the knowledge of the health care provider regarding the
condition. The certification must also state the employee's need to care
for the son, daughter, spouse or parent and must include an estimate
of the amount of time the employee is needed to care for the family
member.

d. Medical certification shall be treated as confidential and privileged
information.
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e. An employee will be required to veport periodically to the employer of

the status and the intention of the employce to return 1o work.

f. Employecs who have taken unpaid leave under (his policy must

furnish the employer with a medical certification from the employee's
health carve provider that the employee is able to vesume work before
return is granted.

5. Muaintenance of Health and COBRA Benelits During Unpaid Leave:

H

The employer shall maintain health insurance benefits, paid by the

cmployer for the employee, during periods of unpaid leave without
interruption. 'The employce must pay any payment for family
coverage premiums, or other payroll deductibles for insurance policies,
or the benefits may not be continucd.

. 'The employer has a right to recover from the employee all health

insurance premiums paid during the unpaid leave if the employee fails
to return (o work after leave. Employees who fail to return to work
because they are unable to perform the functions of their job because
of their own scrious health condition or because of the continued
necessily of caring for a seriously ill family member may be exempt
from the recapture provision,

Leave taken under this policy does not constitute a qualifying event
that entitles an employee to COBRA insurance coverage. llowever,
the qualifying event triggering COBRA coverage may occur when it
becomes clearly known that an employee will not be returning to work,
and therefore ceases to be entitled to leave under this policy.

6. Reduced and Intermittent Leave:

a. Leave (aken under the policy can be taken intermittently or on a

b.

C.

reduced leave schedule when medically necessary as certified by the
health care provider. Infermittent leave or reduced leave schedules for
routine care of a new child may he taken only with the approvat of the
cmployer. ‘The employee and the employer must mutually agree upon
the schedule.

‘The employer may temporarily (ransfer employces on infermittent or
reduced leave schedules (o an equivalent alternative position that may
better accommaodate the intermittent or reduced leave schedule.

Infermittent or reduced leave may be spread over a period of time
longer than (12) weeks total leave in n one twelve (12) month period.

7. Restoration:

a.

h.

Employees who are granted leave under this policy shall be reinstated
to an equivalent or (he same position held prior to the commencement

of their leave.

Certain highly compensated employces, who are salavied and among
the ten percent (10%) highest paid employees, may be denied
restoration. Restoration may be denied if (a) the employer shows that
such a denial is necessary (o prevent substantial and grievous injury to
the employer's opevations, (b) the cmployer notifies the employce that
it intends (o deny restoration on such basis at the time the employer
determines that such injury would occur, and (¢) in any case which the
leave has commenced, the employee elects not o return to work within
a reasonable period of time after receiving such notice.



8. The Twelve (12) Month Period.

The twelve (12) month period during which an employee is entitled to
twelve (12) work weeks of Family Medical Leave Act is measured
forward beginning January 1 of each year,

Time OIf

Inclement Weather. Every employee must make a personal judgment about
safety in fraveling to and from work during inclement weather. If the office is open
during inclement weather and should you chose not to travel to work, the time will
be charged to your vacation. Should vacafion not be available for the individual
employee, the time will be considered leave without pay.

Maternity Leave
Tennessee Code Amnotated 4-21-408,

A female employce who has been employed by the same employer for at least 12
consecutive months as a regular full-fime employee, as determined by the employer
at the job site or location, may be absent from such employment for a period not (o
cxceed four months for pregnancy, childbirth and mwrsing the infant, where
applicable (such perviod to be hereinafter referved to a "maternity leave").

A Temale employee who gives at least three months advance notice of maternity
leave, her length of maternity leave, and her intention to return to full-time
cmployment after maternity leave, shall he vestored to her previous or a similar
position with the same status, pay, length of service credit and seniority, wherever
applicable, as of the date of her leave.

A female employee who is prevented from giving three month's advance notice
hecause of a medical emergency which necessitates that maternity leave begin
earlicr than originally anficipated, shall not forfeit her rights and benefits under this
part solely because of her failure to give three months advance notice.

An employce may utilize accrucd but unused sick leave, vacation leave, or
compensatory time to remain on a paid status during maternity leave. Any leave
taken after those accrued days have expired shall be without pay. Maternity leave
shall not affect the employce's right to receive vacation time, sick leave, bonuses,
advancement, seniority, length of service credit, benefits, plans or programs for
which she was cligible at the date of her leave, any other benefits or rights of her
employment incident {o her employment position; provided, however, that the
employer need not provide for the cost of any benefits, plans or programs during the
period of maternity leave unless such employer so provides for all employees on
leave of absence.

If an employce's job position is so unique that the employer cannot, after
reasonable efforts, fill that position temporarily, then the employer shall not be
liable under this part for failure fo reinstate the employee at the end of her
maiernity leave period.

‘The purpose of this part is to provide leave time to female employees for
pregnancy, childbirth, and nursing the infant, where applicable; therefore, if an
cmployer finds that the female employee has utilized the period of maternity leave to
actively pursue other employment opportunities, ov if the employer finds that the
employee has worked part-time or full-time for another employer duving the period
of maternity leave, then the employer shall not he liable under this part for failure to
reinstate (he employee at the end of her maternity leave.
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Yacation Leave

Qualification_for_Vacation Time. Vacations will be granted to vegular full time
cmployees calculated on the basis of one (1) day per month (for vacation purposes,
one week is defincd as five (5) work days. No more than 15 days time can be carvied
over (o the next year, ‘

Use of Yacation Lime. Vacation time will not be available for use by an employee
until it is accrued. Vacation leave may be used only at times approved in advance
by the employer. Vacation requests will be honored to the extent possible. Seniority
will be used to determine any leave request conflicts. No employees may give or loan
vacation to another employee.

Disposition_of Accrned_Yacation Leave Upon_ Lermination

Except as other wise provided and subject to the limitation stated in (his section,
upon termination of the employment, the employee shall be paid for all accrued but
unused vacation leave he or she may have as of his or her Iast working day. Also,
each terminating employee shall be paid a prorated portion of unaccrued vacation
leave. Payment shall be, at the option of the employer, cither by terminal leave or
by lump sum payment. In cither event, or whether termination is voluntary or
involuntary, the discretion to determine the employee's last working day is reserved
to the appropriate authority.

Terminal leave is that period during which an cmployee remains on the
payroll beyond his or her last working day until all of his or her accrucd annual
leave has been exhausted. ‘

If an employee is paid for his or her accrned but wnused annual leave by
terminal leave, the date on which his or her annual leave is exhausted shall be the

official day of termination.

During a period of terminal leave, an employee shall not earn additional
annual or sick leave and shall not be eligible for use of sick leave, and shall not be
cligible for any salary increase. However, an employce shall receive credit for
any official holidays occwrring during a period of terminal leave.

If 0 terminnting employec clects to be paid for his or her accrued but unused
annual leave by lump sum payment, the employee's Inst working days shall he the
official date of termination,

Payment for accrued annual leave under this section shall not be limited to the
naximum accumulation amount which may be carvied forward from one calendar
year (o the next if (he last working days occurs prior to January t (even if the
terminal leave period extends beyond January 1).

An employcee who is dismissed for gross misconduct or who resigns to avoid
dismissal for gross misconduct shall not be entitled (o any compensatton for acerued
hut unused annual leave at the time of dismissal.

All personnel entitled to accrue annual feave may vequest use of annual leave at
the specificd time hy application to the discretion of the approving authority, who is
responsible for planning the work under his or her control, and should be approved
only at such times as the employce can hest be spared.
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Bereavement Leave

In the case of deatly in the employce's immediate family (father, mother,
hushand, wile, child, or grandchild) the employee will be given two (2) working days
paid leave which will not he charged to vacation leave. If the employee has
nccumulated sick leave, the employee may take additional three (3) days of sick
leave to extend bereavement leave for an immediate family member.

The employee shall be given one (1) working day paid leave which will not be
charged to vacation leave in the case of death of a stepchild, brother, sister, mother-
in-lnw, father-in-law, or grandparent of the employee. If the employee has
accumulated sick leave, they may take an additional two (2) days of their sick leave.

For any other blood relative or close [riend, the employee may take one (1) day of
accnmulated sick leave il available.

Jury and Court Duty

It is desivous for all employees to fulfill theiv duty to serve nas members of jurics or
to testify when called in both Federal and State conrts. Therefore, the following
procedures shall regulate when an employee is ealled for jury duty or subpocnaed to
court.

(1) The employee will be granted a leave of absence when the employee is
subpoenaed or divected by proper authority to appear in Federal or State
Court as n witness or juror,

(2) The employce will receive his regular compensation during the time he/she is
serving as a juror.

(3) The employee must vefund to his employer all compensation of fees that he
receives for serving as a juror during normal working hours,

(4) If the employee is relieved from court or jury duty during working hours, the
employee must report hack to his/her employer.

(5) The above provisions concerning compensation for time in court do not
apply if the employee is involved in private litigation. On these oceasions the
employee must take vacation leave, compensatory times or leave without

pay.
" InLine of Duty Injury Leave

Any employee sustaining an injury or an illness during the course and scope of
his employment which is determined to be compensable under the provisions of the
Worker's Compensation Law shall be entitled to receive in-line-of duty injury leave.
This leave shall not be counted against any accrued sick leave that the employee has
accumulated. ‘The provisions of the Waorker's Compensation Law will determine

benefits that are receivable by the employee.
Military_Leave

Full-time employees who are members of any military reserve component will be
granted military leave for such time as they are in the military sevvice on field
training or active duty for periods not to exceed fifteen (15) working days per
calendar year. This time may not be used for weekend drills. Such requested leave
shall be supported with copies of the armed forces ovders.
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Full-time employces who are members of a military reserve nnit who have
completed their military-teaining duty for the calendar year, and are reactivated for
additional training, will be allowed an additional fifteen (15) days military leave if
the additional military training:

(1) Occurs during the calendar year; and

(2) Fullills {he employcee's military training obligation for the subsequent
calendar year.,

During such time that the employce is on military (raining leave, he/she shall
reccive full pay and benefits to which he/she would otherwise be entitled,

Part_Lime/Temporary Eniployees

A part-time/temporarvy employee designation will be used for those employces
whose regular assigned work schedule includes no more than thirty-two (32) hours
per week. The henefits set out in this manual are intended to apply only to full-time
employees. 'These rules and regulations ave not intended (o establish paid leave of
any kind for part-time/tempovary employces.

Discrimiination Statement

As an equal opportunity employer, employnient will he hased upon consideration
of the qualification of all applicants for employment. Discrimination based upon an
applicant’s race, color, sex, veligion, national origin, age or disability will not be
tolerated. An employee will report alleged discriminatory activity to the elected
official. 1f the problem occurs with the elected official, then the employee will report
(o the County Mayor.

Scxual Harassment

As part of Fayette County's confinuing commitment to equal employment
opportunity, the Counly adheres to the following policy:

(1) Itis ilegnl and against the policies of the County for any employee, male or
female, o sexually harass another employee by (a) making unwelcome sexual
advances or requests for sexual favors or other verbal or physical contact of 2
sexual nature a condition of an employee's confinued employment, or ()
making submission {o or rejections of such conduct the basis for employment by
such conduct,

(2) Any employee who believes hie or she has been the subject of sexual harassment
should report the alleged act or conduct immediately to the County Mayor or
appropriate elected official,

(3) All information reported will he held in strictest confidence and will only be
disclosed on a need-to-know basis in ovder o investigate and resolve the mat{er.

(4) The County will fulfill its obligation to undertake an appropriate investigation,
which may include informing the alleged harasser of the complaint and giving
that person an opportunity to vespond to the allegation.

(5) Any person who hias heen found by the County after investigation t.n have
sexually harassed an employee will be subject to appropriate sanctions
depending on the circumstances, from a warning in his or her file up to and
including termination.

(6) Any retalintory action of any kind tnken by any persons as a result of an
individual making a veport of sexual harassment is prohibited and shall he

regarded as a separate and distinet cause for complaint,
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Alcohol and Drugs

IFnyette County recognizes that alcohol and drug abuse in the work place has
become a major concern. We helieve that by reducing drug and alcohol use we will
improve the safety, health and productivity of employces. The object of the county's
alcohol and drug policy is to provide a safe and healthy work place for all
cmployces, to comply with federal and state health and safety regulations, and to
prevent accidents.

The use, possession, sale, transfer, purchasc or being under the influence of
intoxicating liquor, illegal drugs or other intoxicants hy employces anytime on
company premises or while on company business is prohibited. ‘The illegal use of
any drug, narcotic or controlled substance is prohibited. Employees must not report
for duty or be on company property while under the influence of, or have in their
possession while on company property, any intoxicating liquor, marijuana or
illegally obtained drug, narcotic or other illegal substance.

Mistakes & Ervors

All mistakes and/or errvors will be reported to the employer immediately before
any action is taken to correct the mistake or ervor. Any errors made by an employce
(hat involves the receiving or dishursing of eash which causes a shortage in funds
that cannot be collected by the employee from the person receiving the funds, shall
be the responsibility of the employee. 'The employee shall reimburse the lost funds
upon demand of the employer. Failure to reimburse lost funds for any mistakes
and/or errors may be grounds for (erminafion,

Confidentiality of Office Records

Any record filed in this office or matter pertaining to this office will not be
discussed outside the office. All records are open to the public except those
exempted by statute. Any person desiring to review any recovd not exempted by
statute will he allowed to do so in person inside the office. No employee will take
any record outside the office or discuss any record outside the office with any
person. hmproper disclosure of office records may he grounds for termination,.

Gilt Policy

An employee shall not aceept cash as a gift or gratuity from a customer or
vendor. Small gifts (i.e. candy, cookies, and fruit) may be accepted by an employce
and shared with the entive office. The employer should be notified of any gift
received by the office in order (0 express our appreciation. In a case where an item
is in question, the matter should he referrved (o the Employer.

Conllict of Intcrest

No employee of this office will accept employment or any payment for services
firom a business or vendor that would receive or provide service to or from this office
through that employee. Any questions regarding this policy should be referred to
the Officinl. Furthermore, no employee will contract work from a business or
vendor that would receive or provide services to or from this office through (hat
cmployee.

Amendment of Rules

It is the responsibility of all employees to carry out and comply with the rules and
vegulations contained in this manual. ‘The employee should he aware that these
Rules and Regulations are subject (o periodic review and change by the employer.,
Before velying upon the provisions set out herein, it is the employee's responsibility
to check with the employer to sce if any changes have occurred.
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Acknowledgment of Receipt

of Personnel Policies

As indicated by my signature below, I hereby acknowledge receipt of a copy of
the Personnel Policies.

I further acknowledge that:

(1) 1'will read these personnel policies and any questions which I have concerning
these rules and vegulations will he addressed (o my cmployer; and

(2) Punderstand that my employment will be subject to the provisions contained in
these personnel policies along with any subsequent changes or amendments.

Fmployec's Signature

Date

Employer's Signature
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Fayette ('fmmty Sheriff’s Department
Personnel Policics

Fayette County Sherift’s Department
Personnel Policies

Employment At Will

No policy, benefit, or procedure contained herein creates an employment
contract for any period of time. All employees will be considered employment-at-
will. Employees may be terminated for failure to satisfactorily perform their duties
or simply at the will of the employer, but they shall not be terminated for a
diseriminatory or illegal purpose.

There will be a six (6) month probation period for all new employees. during this
time everyone will be closely supervised in order to become familiar with dutics and
responsibilities.

There will be a performance evaluation each year for every employee. Employees
will be evaluated on attitudes toward work and co-workers, the quality of work, and
the willingness to assume responsibility. This evaluation will be personally discussed
with each employee at intervals and placed in employee file.

Personnel Files

An individualized personnel file will be maintained on each employee. It is the
responsibility of each employee to provide accurate information to the employer.
Employees are also responsible for reporting to the employer any changes in the
information, which they have previously provided.

Immigration Papers

Upon initial employment, all employees are required to attest that they are
lawfully eligible to work in the United States. Employees are further required to
provide to the employer copies of documents proving this cligibility.

Fair Labor Standards Act

Workweek. Each eligible employee will be paid a regular monthly salary which covers all
hours worked up to Forty (40) during each workweek. The workweek will
began at 12:01 a.m. on Monday and end at 11:59 p.m. on Sunday.

Overtime/Compensatory Time. All eligible employees shall be paid overtime or
given compensatory time (subject to allowable limits) for all hours worked over forty two
(42) during the workweek. No evertime or compensatory time will be earned until
the employee has worked on the job over (42) hours for his/her work period.
Overtime/Compensatory time is scheduled at the discretion of the office holder.

Overtime Rate. An employee who works overtime will receive overtime payat a
rate of time and one-half. An employee’s annual salary divided by fifty-two (52)
weeks determines his/her weekly salary. The weekly salary is then divided by the
number of hours in a normal workweek to determine the regular hourly rate of pay.
That rate will then be multiplied by one and one-half to determine the overtime rate
of pay which will be paid for all hours worked over one hundred seventy one (171)
in a 28 day pay period, unless compensatory time is given. No additional compensation
will be paid for hours worked under one hundred seventy one (171).

Selection of Compensatory time. Employees who are required to work in excess
of forty (40) hours per week may receive compensatory time off in lieu of overtime at
the discretion of each office holder. Such compensatory time shall be earned at a
rate of one and one-half hours for each hour of employment worked over forty (40)
hours per week. An employee cannot acerue more then two-hundred-forty (246}
hours of compensatory time.
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The use of compensatory time is subject to approval by the employer. Such .
approval will not be denied unless undue disruption to the office or department will

occur,

Attendance. In order for Fayette County Sheriff’s l)epartmeflt to maintain and provide
the highest level of service to the community, your attendance |f; absolutely necessary. In |
case of an illness or injury that would prevent you from reporting to work at your s?hf:dule
time, you are required to notify your immediate su ervisor at l?ast two (2) hours prior to
the start of your shift. The time you call is important in preparing the workload.

Records. Office hours are Monday through Friday from 8:00 a.m. until 4:00 p.m. There
is one hour where employee is totally relieved of all duties for lunch. Each employee shalll
sign a schedule showing the particular employee’s work sched.u!e. Every month th.e cm[;‘ oyee
has the duty to file a signed schedule form, which shall show sick leave, and vacation taken,

Holid
Generally, the following holidays will be declared official holidays, and employees ‘
will be excused from work without charge to leave.

New Year's Day....coocenieveaeanen. seesmeseatares e ts bttt er et ae e s e et aeeare January 1
Martin Luther King, Jr. Day.....icniicvninsciiniciessrecenns. 3rd Monday in January
President’s Day.......ccoeeccccceseneenmecesenssnsscssssssincsessensecennees 31 Monday in February
Good Friday... . iciiciiccccicnircsccssesasesscsnsecsssessscsssnnnssnene.. Briday before Easter
Memorial Day................. teeessanesecnesaseasiessaes caessesnsseesnases creeresneenane Last Monday in May
Independence Day... .. imiirciirincnisintincssntisssissssssessseesssassasessssans cenennes July 4
Laber Day.........ccc..e. creveeenannenenns crsssnnsrssssssrnensssssenninnsanneeses 15t Monday in September
Veteran's Day........ cecenenes ceeeeueseeansanessnassnnons teeeeseerasasnserinnatanean coseresesnnners INOVEmber 11
Thanksgiving Day......ccoveeivoniinniinecnnns teerrarnreeaneannesnnnes . 4th Thursday in November
Friday After Thanksgiving......cccveeeeene. vesrsnisecsssnsnesanneesees St Friday in November
CRrIStiNAas .coeeeeiirienreceeeeeeceaceaeans (2 172 dAYS)ciceearcmrieircnvnceaceenan December 25

Christmas Holidays wiil be decided on a yearly basis depending on the day
of the week that December 25 falls upon. N N o

Special Pay Provisions. Every effort will be made to allow all full-time employees
off on each designated holiday. If it is necessary for an employee to work on a
holiday, he shail be compensated at a rate that is oue and one-half times the
employee's reguiar vate of pay for the hour actually worked. The full-time employee
may elect to receive compensatory time that shall be earned at the rate of one and
one-half hour for each hour actually worked during the holiday at the discretion of

the employer.

Earning and Accumulating Sick Days. Sick leave shail be considered a benefit

and privilege and not a right. Full time employees will receive full pay during
incapacity caused by illness if sick leave is taken. Sick leave is earned at the rate of
one day per mounth (12 days per year).



There is no maximum accumulation of sick leave eredity. Sick Ieave hay no cash
value. In the event of retirement, all unused sick leave will be credited toward time
of service and used to calculate retirement benefits.

If an employee is in a paid status for one-half of the month or more, he/she will
be credited with one day of sick leave for the month. Other wise, he/she will not
acerue any time for the month,

General Sick Leave Rules and Procedures.

1. Use of Sick Leave. An employee may utilize sick leave allowance for absences
due to his/her own illness or injury. Sick leave may be used during an illness of
mother, father, wife, husband or children. Sick leave may also be used for
appointments with a licensed doctor, dentist, or recognized practitioners. when
appropriate, a partial sick day may be used rather than a full day. Employees who
become ill during the period of their vacation may request that their vacation be
temporarily terminated and the time be changed to sick leave. llowever, such request
must be justified by means of a doctor’s statement upon return to work. No employee
may give or loan sick leave to another employee, unless loaned for a serious illness or
serious injury.

2. Documentation of Sick Leave. Employees are required to notify the employer
as early as possible on the first day of their sick leave absence. An employee must
take part of a day as sick leave when doctor, dental or optical appointments are
required for the employee or his/her children. Sick leave may be taken in multiples
of not less than one-half (1/2) days. An employce who claims sick leave “may” after
the third consecutive day of illness, be required to furnish a certificate from a
physician stating the nature of the sickness or injury. The doctor’s statement should
also provide that said employee has been incapacitated for work for the period of
his/her absence, and that he/she is again physically able to perform his/her duties.

3. Exhaustion of Sick Leave. Employees who have used all of their accumulated
sick leave will not receive financial compensation for additional days needed due to
illness or injury. For additional time needed, the employee will be considered as
on a leave-with-out-pay-status unless the employee has any accumulated vacation
time or compensatory time remaining. The employee may request that additional
sick leave be credited against the remaining vacation or compensatory time.
Accumulated sick leave shall not be used for worker’s compensation benefits.

Any non-emergency surgery will be discussed with the employer before the
surgery is scheduled. Evidence of abuse of this benefit will be grounds for dismissal

or disciplinary action.

4. Family Medical Leave Act. Fami'v Medical Leave time will be taken due to
employee or eligible family member's illness or eligible condition. Sick leave will be used
simultaneously until exhausted when Family Medical Leave time is authorized. Family
Medical Leave policy shall be as follows:

1. Definitions:

a. Eligible employee: Eligible employees are those who have been
employed for at least twelve (12) months, who have provided at least
1,250 hours of service during the twelve (12) months before leave is
requested and who work at a work site where at least fifty (50)
employees are on the payroll (either at that site or within a seventy-five
(75) mile radius). )

b. Parent: Mother or father of an employee, or an adult who had day-to-
day responsibility for caring for the employee during his or her
childhood years in place of the natural parents.
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c. Son or danghter/child: Biological, adopted, or foster child, a stepchild,
legal ward, or child of a person standing in the position of parents,
who are under the age of eighteen (18) years. Children who are
eighteen (18) years or older qualify, if they are incapable of self-care
because of mental or physical disability.

d. Serious health condition: An illness, injury, impairment, or physical
or mental condition involving either inpatient care or continuing
treatment by a health care provider. Examples of serious health
conditions include but are not limited to heart attacks, heart
conditions requiring heart by-pass or valve operations, most cancers,
back operations requiring extensive therapy or surgical procedures,
strokes, severe respiratory conditions, spinal injuries, severe arthritis, etc.

1. Leave Provisions:

a. An eligible employee may take up to twelve (12) weeks of unpaid leave in
a twelve (12) month period for the birth of a child or the placement of a
child for adoption or foster care. Under the Tennessee Maternity Leave
Act, a female may take additional four (4) weeks of unpaid leave if the
three (3) month advance notice is in compliance. Leave may also be
taken to care for a child, spouse, or parent who have a serious health
condition,

b. The right to take leave applies equally to male and female employees
who are eligible.

c. Unpaid leave for the purposes of care for a newborn child or a newly
adopted or foster care child must be taken before the end of the first
twelve (12) months following the date of birth or placement.

d. An expectant mother may take unpaid medical leave upon the birth of
the child, or prior to the birth of her child for necessary medical care and
if her condition renders her unable to work. Similarly, for adoption or
foster care, leave may be taken upon the placement of absence from work
is required for the placement to proceed.

e. An employee may take unpaid leave to care for a parent or spouse of any

age who, because of serious mental or physical condition, is in the hospital
or other health care facility. An employee may also take leave to care for
a spouse or a parent of any age who is unable to care for his or her own
basic hygiene, nutritional needs or safety. Examples include a parent or
spouse whose daily living activities are impaired by such conditions as

Alzheimer's disease; stroke or who is recovering from major surgery or

whoe is in final stages of terminal illness.

s

f. Eligible employees, who are unable to perform the functions of the position
held because of a serious health condition, may request up to twelve (12)
weeks unpaid leave. The term serious health condition is intended to cover
conditions or ilinesses that affect an employee's health to the extent that he
or she may be absent from work on reoccurring bases or for more than a
few days with treatment or recovery.

g. Employees requesting medical leave due to their own illness or injury must
simultaneously exhaust any sick leave, annual leave, personal days or
vacation days. The combination of sick leave, annual leave, floating
holidays and unpaid leave may not exceed twelve (12) weeks. An
employee who fails to return at the end of an approved leave of abisence
shall be considered to have resigned at the end of the leave of absence, but
may be eligible for rehire in the full and complete discretion of the Fayette
County official.



h. During periods of unpaid leave, an employee will not accrue any additional
seniority or similar employment benefits during the leave.

i. Ifspouses are employed by the same employer and wish to Lake leave for
the care of a new child or a sick parent; their aggregate leave is limited to
twelve (12) weeks. For example, if the person takes eight (8) weeks of
leave to care for a child, the mother will be entitled to four (4) weeks leave,
for a total of twelve (12) weeks of leave.

2. Notification and Scheduling:

a. An eligible employee must provide the employer at least thirty (30) days
advance notice of the need for leave for birth, adoption or planned medical
treatment, when the need for leave is foreseeable.

This thirty (30) day advance notice is not required in cases of medical
emergency or other unforeseeable events, such as premature birth,

or sudden changes in a patient's condition that require a change in
scheduled medical treatment.

b. Parents who are awaiting the adoption of a child and are given little
notice of the availability of a child may also be exempt from this thirty
(30) day notice.

4. Certification:

a. The employer reserves the right to verify an employee's request for
family medical/leave.

b. If an employee requests leave because of a serious health condition
or to care for a family with a serious health condition, the employer
requires that the request be supported by certification issued by the
health care provider of the eligible employee or the family member
as appropriate. If the employer has reason to question the original
certification, the employer may, at the employer's expense, require
a second opinion from a different health care provider chosen by the
employer. The employer on a regular basis may not employ that health
care provider. If a resolution of the conflict can not be obtained by a
second opinion, a third opinion may be obtained from another provider
and that opinion will be final and binding.

c. This certification must contain the date on which the serious health
condition began, its probable direction, and appropriate medical facts
with which the knowledge of the health care provider regarding the
condition. The certification must also state the employee's need to care
for the son, daughter, spouse or parent and must include an estimate
of the amount of time the employee is needed to care for the family
member. :

d. Medical certification shall be treated as confidential and privileged
information. ‘

e. An employee will be required to report periodically to the employer of
the status and the intention of the employee to return to work.

f. Employees who have taken unpaid leave under this policy must
furnish the employer with a medical certification from the employee's
health care provider that the employee is able to resume work before
return is granted.
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5. Maintenance of Health and COBRA Benefits During Unpaid Leave:

a. The employer shall maintain health insurance benefits, paid by the
employer for the employee, during periods of unpnid leave without
interruption. 'The employee must pay any payment for family
coverage premiums, or other payroll deductibles for insurance policies,
or the henefits may not be continued.

b. The employer has a right to recover from the employee all health
insurance premiums paid during the unpaid leave if the employee fails
to return to work after leave. Employees who fail (o return to work
because they are unable to perform the functions of their job because
of their own serious health condition or because of the continued
necessity of carving for a seriously ill family member may be exempt
from the recapture provision.

c. Leave taken under this policy does not constitute a qualifying event
that entitles an employee to COBRA insurance coverage. However,
the qualifying event triggering COBRA coverage may occur when it
becomes clearly known that an employee will not be returning to work,
and therefore ceases to be entitled to leave under this policy.

6. Reduced and Intermittent Leave:

a. Leave taken under the policy can be taken intermittently or on a
reduced leave schedule when medically necessary as certified by the
health care provider. Intermittent leave or reduced leave schedules for
routine care of a new child may be taken only with the approval of the
employer. The employee and the employer must mutually agree upon

the schedule.

b. The employer may temporarily transfer employees on intermitient or
reduced leave schedules to an equivalent alternative position that may
better accommodate the intermittent or reduced leave schedule.

c. Intermitient or reduced leave may be spread over a period of time
longer than (12) weeks total leave in a one twelve (12) month period.

7. Restoration:

a. Employees who are granted leave under this policy shall be reinstated
to an equivalent or the same position held prior to the commencement

of their leave.

b. Certain highly compensated employees, who are salaried and among
the ten percent (10%) highest paid employees, may be denied
restoration. Restoration may be denied if (a) the employer shows that
such a denial is necessary to prevent substantial and grievous injury to
the employer's operations, (b) the empioyer nvuaics usc capivyce it
it intends to deny restoration on such basis at the time the employer
determines that such injury would occur, and (c) in any case which the
leave has commenced, the employee clects not to return to work within
a reasonable period of time after receiving such notice.

8. The Twelve (12) Month Period.

The twelve (12) month period during which an employee is entitled to
twelve (12) work weeks of Family Medical Leave Act is measured

forward beginning January 1 of each year.



Time OIT

Inclement Weather. Every employee must make a personal judgment about
safety in traveling to and from work during inclement weather. If the office is open
during inclement weather and should you chose not to travel to work, the {ime will
be charged to your vacation. Should vacation not be available for the individual
employee, the time will be considered leave without pay.

; .

Tennessee Code Annotated 4-21-408.

A female employee who has been employed by the same employer for at least 12
consecutive months as a regular full-time employee, as determined by the employer
at the job site or location, may be absent from such employment for a period not to
exceed four months for pregnancy, childbirth and nursing the infant, where
applicable (such period to be hereinafter referred to a "maternity leave").

A female employee who gives at least three months advance notice of maternity
leave, her length of maternity leave, and her intention to return to full-time
employment after maternity leave, shall be restored to her previous or a similar
position with the same status, pay, length of service credit and seniority, wherever
applicable, as of the date of her leave.

A female employee who is prevented from giving three month's advance notice
because of a medical emergency which necessitates that maternity leave begin
earlier than originally anticipated, shall not forfeit her rights and benefits under this
part solely because of her failure to give three months advance notice.

An employee may utilize accrued but unused sick leave, vacation leave, or
compensatory time to remain on a paid status during maternity leave. Any leave
taken after those accrued days have expired shall be without pay. Maternity leave
shall not affect the employee's right to receive vacation time, sick leave, bonuses,
advancement, seniority, length of service credit, benefits, plans or programs for
which she was eligible at the date of her leave, any other benefits or rights of her

employment incident to her employment position; provided, however, that the
employer need not provide for the cost of any benefits, plans or programs during the

period of maternity leave unless such employer so provides for all employees on
leave of absence.

If an employee’s job position is so unique that the employer cannot, after
reasonable efforts, fill that position temporarily, then the employer shall not be
liable under this part for failure to reinstate the employee at the end of her
maternity leave period.

The purpose of this part is to provide leave time to female employees for.
pregnancy, childbirth, and nursing the infant, where applicable; therefore, if an
employer finds that the female employee has utilized the period of maternity leave to
actively pursue other employment opportunities, or if the employer finds that the
employee has worked part-time or full-time for another employer during this period
of maternity leave, then the employer shall not be liable under this part for failure to
reinstate the employee at the end of her maternity leave.

Vacation Leave

Qualification for Vacation Time. Vacations will be granted to regular full time
employees calculated on the basis of one (1) day per month (for vacation purposes,
one week is defined as five (5) work days. No more than 15 days can be carried
over to the next year.

)



Use of Vacation Time. Vacation time will not be available for use by an employee
unfil it is accrued. Vacation leave may be used only at times approved in advance
by the employer. Vacation request will be honored to the extent possible. Seniority
will be used to determine any leave request conflicts. No employees may give or loan
vacation to another employee, unless used for a serious sickness or serious injury.

Dispesition of Acerued Vacation Leave Upon Termination

Except as other wise provided and subject to the limitation stated in this section,
upon termination of the employment, the employee shall be paid for all accrued but
unused vacation leave he or she may have as of his or her last working day. Also,
cach terminating employee shall be paid a prorated portion of unaccrued vacation
leave. Payment shall be, at the option of the employer either by terminal leave or
by lump sum payment. In either event, or whether termination is voluntary or
involuntary, the discretion to determine the employee’s last working day is reserved
to the appropriate authority.

Terminal leave is that period during which an employee remains on the
payroll beyond his or her last working day until all of his or her accrued annual
leave has been exhausted.

If an employee is paid for his or her accrued but unused annual leave by
terminal leave, the date on which his or her annual leave is exhausted shall be the
official day of termination.

During a period of terminal leave, an employee shall not earn additional
~annual or sick leave and shall net be eligible for use of sick leave, and shall not be
eligible for any salary increase. However, an employee shall receive credit for
any official holidays occurring during a period of terminal leave.

If a terminating employee elects to be paid for his or her accrued but unused
annual leave by lump sum payment, the employee's last working days shall be the
official date of termination.

Payment for accrued annual leave under this section shall not be limited to the
maximum accumulation amount which may be carried forward from one calendar
year to the next if the last working days eccurs prior to January 1 (even if the
terminal leave period extends beyond January 1).

An employee who is dismissed for gross misconduct or whe resigns to avoid
dismissal for gross misconduct shall not be entitled to any compensation for accrued
but unused annual leave at the time of dismissal.

All personnel entitled to accrue annual leave may request use of annual leave at
the specified time by application to the discretion of the approving authority, who is
responsible for planning the work under his or her control, and should be approved
only at such times as the employee can best be spared.

Bereavement Leave

In the case of death in the employee's immediate family (father, mother,
husband, wife, child, or grandchild) the employee will be given two (2) working days
paid leave which will not be charged to vacation leave. If the employee has
accumulated sick leave, the employee may take additional three (3) days of sick
leave to extend bereavement leave for an immediate family member.

The employee shall be given one (1) working day paid leave which will not be
charged to vacation leave in the case of death of a stepchild, brother, sister, mother-

in-law, father-in-law, or grandparent of the employee. If the employee has
accumulated sick leave, they may take an additional two (2) days of their sick leave.

For any other blood relative or close friend, the employee may take one (1) day of
accumulated sick leave if available.
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dury and Court Duty

It is desirous for all employees to fulfill to serve as members of juries or to testify
when called in both Federal and State courts. Therefore, the following procedures
shall regulate when an employee is called for jury duty or subpoenaed to court.

(1) The employee will be granted a leave of absence when the employee is
subpoenaed or directed by proper authority to appear in Federal or State
Court as a witness or juror.

(2) The employee will receive his regular compensation during the time he/she is
serving as a juror.

(3) The employee must refund to his employer all compensation of fees that he
receives for serving as a juror during normal working hours.

(4) If the employee is relieved from court or jury duty during working hours, the
employee must report back to his/her employer.

(3) The above provisions concerning compensation for time in court do not
apply if the employee is involved in private litigation. On these occasions the
employee must take vacation leave, compensatory times or leave without

pay.
In Line of Duty Injury Leave

Any employee sustaining an injury or an illness during the course and scope of
his employment which is determined to be compensable under the provisions of the
Worker's Compensation Law shall be entitled to receive in-line-of duty injury leave.
This leave shall not be counted against any accrued sick leave that the employee has
accumulated. The provisions of the Worker's Compensation Law will determine
benefits that are receivable by the employee.

Military Leave

Full-time employees who are members of any military reserve component will be
granted military leave for such time as they are in the military service on field
training or active duty for periods not to exceed fifteen (15) working days per
calendar year. This time may not be used for weekend drills. Such requested leave
shall be supported with copies of the armed forces orders.

Full-time employees who are members of a military reserve unit who have
completed their military-training duty for the calendar year, and are reactivated for
additional training, will be allowed an additional fifteen (15) days military leave if
the additional military training:

(1) Occurs during the calendar year; and

(2) Fulfills the employee's military training obligation for the subsequent

calendar year.

During such time that the employee is on military training leave, he/she shall
receive full pay and benefits to which he/she would otherwise be entitled.

Part Time/Temporary Employees

A part-time/temporary employee designation will be used for those employees
whose regular assigned work schedule includes no more than thirty-two (32) hours
per week. The benefits set out in this manual are intended to apply only to full-time
employees. These rules and regulations are not intended to establish paid leave of
any kind for part-time/temporary employees.



Discrimination Statement

As an equal opportunity employer, employment will be based upon consideration
of the qualification of all applicants for employment. Discrimination based upon an
applicant's race, color, sex, religion, national origin, age or disability will not be
tolerated. An employee will report alleged discriminntory sctivity to the elected
official. If the problem occurs with the elected official, then the employee will report
to the County Mayor.

Sexual Harassment

As part of Fayette County's continning commitment to equal employment
opportunity, the County adheres to the following policy:

(1) It is illegal and against the policies of the County for any employee, male or
female, to sexually harass another employee by (a) making unwelcome sexual
advances or requests for sexual favors or other verbal or physical contact of a
sexual nature a condition of an employee's continued employment, or (b)
making submission to or rejections of such conduct the basis for employment by
such conduct.

(2) Any employee who believes he or she has been the subject of sexual harassment
should report the alleged act or conduct immediately to the County Mayor or
appropriate elected official.

(3) All information reported will be held in strictest confidence and will only be
disclosed on a need-to-know basis in order to investigate and resolve the matter.

(4) The County will fulfill its obligation to undertake an appropriate investigation,
which may include informing the alleged harasser of the complaint and giving
that person an opportunity to respond to the allegation.

(5) Any person who has been found by the County after investigation to have
sexually harassed an employee will be subject to appropriate sanctions
depending on the circumstances, from a warning in his or her file up to and
including termination. '

(6) Any retaliatory action of any kind taken by any persons as a result of an
individual making a report of sexual harassment is prohibited and shall be
regarded as a separate and distinct cause for complaint.

Alcohol and Drugs

Fayette County recognizes that alcohol and drug abuse in the work place has
become a major concern. We believe that by reducing drug and alcohol use we will
improve the safety, health and productivity of employees. The object of the county's
alcohol and drug policy is to provide a safe and healthy work place for ali
employees, to comply with federal and state health and safety regulations, and to
prevent accidents.

The use, possession, sale, transfer, purchase or being under the influence of
intoxicating liquor, illegal drugs or other intoxicants by employees anytime on
company premises or while on company business is prohibited. The illegal use of
any drug, narcotic or controlled substance is prohibited. Employees must not report
for duty or be on company property while under the influence of, or have in their
possession while on company property, any intoxicating liguor, marijuana or
illegally obtained drug, narcotic or other illegal substance.
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All n.listakes and/or errors will be reported to the employer immediately before
any ﬁctlon is taken to correct the mistake or error. Any errors made by an employee
that involves the receiving or disbursing of cash which causes a shortage in funds
that cannot be collected by the employee from the person receiving the funds, shall
be the responsibility of the employee. The employee shall reimburse the lost ;unds
upon demand of the employer. Failure to reimburse lost funds for any mistakes
and/or errors may be grounds for termination.

Confidentiality of Office Records

. Any record filed in this office or matter pertaining to this office will not be
discussed outside the office. All records are open to the public except those
exempted by statute. Any person desiring to review any record not exempted by
statute will be allowed to do so in person inside the office. No employee will take
any record outside the office or discuss any record outside the office with any
person. Improper disclosure of office records may be grounds for termination.

Gift Poli

An employee shall not accept cash as a gift or gratuity from a customer or
vendor. Small gifts (i.e. candy, cookies, and fruit) may be accepted by an employee
and shared with the entire office. The employer should be notified of any gift
received by the office in order to express our appreciation. In a case where an item
is in question, the matter should be referred to the Employer.

Conflict of Interest

No employee of this office will accept employment or any payment for services
from a business or vendor that would receive or provide service to or from this office
through that employee. Any questions regarding this policy should be referred to
the Official. Furthermore, no employee will contract work from a business or
vendor that would receive or provide services to or from this office through that

employee.
Amendment of Rules

It is the responsibility of all employees to carry out and comply with the rules and
regulations contained in this manual. The employee should be aware that these
Rules and Regulations are subject to periodic review and change by the employer.
Beflore relying upon the provisions set out herein, it is the employee's responsibility
to check with the employer to see if any changes have occurred.



Acknowledgment of Receipt

of Personne! Policies

As indicated by my signature below, I hereby acknowledge receipt of a copy of
the Personnel Policies.

I further acknowledge that:

(1) 1 will read these personnel policies and any questions which I have concerning
these rules and regulations will be addressed to my employer; and

(2) I understand that my employment will be subject to the provisions contained in
these personnel policies along with any subsequent changes or amendments.

Employee's Signature

Date

Employer's Signature
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7.8 Student Teachers 7.9 (1)

7.10 Volunteers 7.10_ (1)

7.1 General Policy Statement

The Fayette County Board of Education recognizes that an efficient stalf is
necessary to maintain a constantly improving educational program. The Board
is interested in its personnel as individuals, and recognizes ils responsibility for
promoting the general welfare of the staff.

7.1.1 Goals_and_Objectives

The Board is committed to providing a coordinated professional staff of
specially trained personnel to the end that each area of responsibility is
properly designed with a procedure for evaluation so that each area may
have proper emphasis in the school system organization.

The Board recognizes that good work done by secretaries, cafeteria, and
maintenance worketrs. aides. bus drivers. and other support stalf
members contribttes greatly to a smooth and effective operation. The
Board seeks to aitract and keep concarned and capable men and
women to carry on support servicas assigniments. The board desires that
the relationship between the instructicnal and support services staff be
that of partiners working together for better schools.

The Board will strive, within budgetary limits, to provide a working
environment for all stalf that will contribute to efficient job performance
and pride in and rewards for work well done.

7.1.2 Equal Opportunity Employment

The Faystte County Board of Education is an equal opportunity
employer. The Board shall comply with all government regulations. The
Board considers applicants for all positions without regard to race, color,
religion, sex, national origin, age or handicapping condition. No person
shall be denied employment, reemployment, or advancement, nor shall
they be evaluated on the basis of sex, marital status, race, color, national
origin, age, or handicapping condition. Age shall be considered only
with respect to minimums set by law and retirement as specified by the
state or policies of the Board of Education.

7.1.2.1 Title VI of the Civil Rights Act of 1964
No person in the United Sates shall, on the ground of race, color, or
national origin, be excluded from participation, be denied the benefits
of, or be subjected to discrimination under any program or activity
receiving Federal financial assistance.

T Adoptled 5083



Staff Involvement in Decision Making

.}
[
=

7.1.5

The administration shall attempt to appropriately involve the staff in major
decisions about organization and program concerns. Involvement of
staft members in individual buildings shall be emphasized in making
major decisions in the building. These statements are designed to
encourage involvement of the proiessional staff in providing input and
considering aiternatives. The Board does hold the Director
(Superintendent) and the adiministrative staff accountable for all major
decisions and recommendations to the Board.

The overall goal of stalf involvement shall be to achieve major
organizational decisions that have the suppott and commitment lo the
total staff. The Board does believe that decisions made with appropriate
processes of involvement should be supported by stalf members of the
school system.

Career ladder
The Board encourages employees to participate to the fullest extent in
the Career Ladder program established by the Slate Legislature. The
Board will cooperate in the administration of the program so that its
employees may receive the maximum benefits from participation. The
following guidelines will apply to the prograim:

1. The Director shall recommend to the Board necessary actions to
insure that local responsibilities for implementation of the Career
Ladder are exercised.

2. The Board desires to keep outstanding teachers who have been
designated as Career Ladder Level lll teachers in the classroom
to the maximum extent possible. The Board considers ten days
away froin teaching duties for evaluative purposes to be a
maximum. However, the Board will cooperate with the State and
will consider requests for use ol Career Ladder lll teachers for
more than ten days a year on a case lo case basis. Such requests
will be appioved by the Board upen the recommendation of the
Director (Superiniendent). The Director is empowered to grant
such permission in the event times does not permit Board
consideration. However, the Director will report each request for
use of a Career Level lll Teacher for more than ten days to the
Board at its next meeting.

3. Career Lavel Il adiministrators and supervisors may be used by the
State for more than ten days if approved by the Board. Requesis
for use of Career Level Il adiministrators and supervisors shall be
made to the Director who shall make a recommendalion to the
Board of Education al its next regular meeting.

Professional Develobment Qoportunities

Each certificated staff member shall have a positive responsibility for
continuing personal growth in teaching skills, knowledge of child growth
and development, and nature of the curriculum and society. The
administration shall direct the development of inservice programs to
achieve these purposes and/or to provide opportunities for self-selection

of stalf development programs.



7.1.6 Insarvica Education

All cettificated perschnel are required to panticipate in the regular
inservica activitios condnctard during the davs set aside for such
ptirposes during the regular school year or on days immediately
preceding or following the school year. In addition, a portion of the

inservice requirements may be metl through a systein of professional
growth credit points.

7.2 Staft Community Relations

The Board of Education encourages its employees lo lake an active interest in
the community affairs of Fayette Gounty.

7.2.1 Participation_in_Community Activities

Personnel of the Fayette County Schools are encouraged to participale
in community activities, but conflicts with employee duties and
responsibilities must be avoided.

7.2.2 Political Activitlies

The Board of Education recognizes that its employees have the same
fundamental civic responsibililies and privileges as other citizens.
Among these are campaigning for or holding an elective public office.
Cettificated employees on tenure may be granted a leave of absence
without pay for the purpose of campaigning for an elective office. Leave
of absence must be taken during the time that the person holds a full-
time elective office. The Board recognizes that school time, paid for all of
the people, shall not be used for political purposes.

7.2.3 Public_Appearances

Employees of the Board of Education are encouraged to make
themselves available for group or individual conferences and speaking
engagements to acquaint the citizens of the county and the public in
general with the achievements and needs of the schoolts.

7.3 Personnel Records

Itis the responsibility of new employees to complete personnel records by
furnishing the required credentials and accurate information concerning their
qualificalions, training, and experiences. Each applicant for employment shall
be provided a listing of the information necessary for personnel and payroll
records.

A personnel record shall be maintained in the Director's (Superintendent's)
office for all certificated employees in the school system. Information contained
in these records shall be treated in a confidential manner. Materials in this
record will include college transcripts, personnel evaluations, salary schedules,

certifications records, health records, and other iterms deemed necessary for
good management.



Personnel recorus shall be directly available only to the Director or other
persons authorized by the Director. Discussion of the contents of personnel
records with unauthorized personnel shall be considered unethical except with
prior approval of the emolovees. All versonnel recoird diles will be retained on a

permanent basis.

Personnel records shall be maintained on file in the Direclor of Personnel’s
office for the following non-cettificated employees: teacher assistants, school
secretaries, Central Office staff, and material clerks. In addition, the Director of
Personnel shall mainiain a database of all employees.

Department heads of Food Service, Maintenance, and Transportation shall be
responsible for the custody, secuwrity, and maintenance of personnel records for

employees in their division.

7.4 Payroll Deductions
The following payroll deductions are authorized upon request. Requests for
deductions or changes in deductions shall be made in writing to the Business
Manager and kept on file.

i :2roup nospital inswance plans agpproted by the Board of Education;
2. annuity plans approved by the Board of Education:

3. fees for membersinp in the professional teachers’ organizations:

4, savings or payments to the Mempihis Area Teacher's Credit Union -

(requests are to be made directly to Credit Union office);
5. other deductions where required by law or recormnmended by the Director
(Superintendent) and approved by the Board.

Payroll deductions shall also be made for alisences from work which are not
approved under existing leave policy and for legal garnishments.

7:5 Recruitment and Employment of Certificated Personnel

The Board believes that descriptions of work assignments are helpful in the
selection of personnel. Job descriptions for various positions shall be used as
a reference in the recruitinent and selecticn »f certificated personnel. Sources
of perscnnel suppiy shail e idemified. sandidates recruited on the basis of
need, and data on 2ach candidate gatherad and caretully evaluated before
evaluated before emplovinent is offered.

It shall be the policy of the Board lo recruit and select for employment the best
qualified applicant for each position without regard to race, color, creed,
national origin; nor shall any person he denied employment solely because of
age, sex, or marital stalus. The provisions of existing Court Orders pertaining to

employment ratios and procedures shall be adhered 1o in the recruitment and
selection process.

To be eligible for employment as a regular teacher in Fayette County Schools,
an applicant shall hold at least a Bachelor's Degree from an accredited teacher
training institution with an academic major in an appropriate subject matter filed
and shall hold a valid Tennessee Teacher's Cettificate. The minimum
professional training for vocational teachers shall be the same as required by
the State Departiment of Education for certification in respective vocational
areas.
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Itis the duty gf the Director (Superintendent) to employ, transfer, suspend, non-
renew, and dismiss all personnel with the exception of granting tenure. (TCA
49-2-20301(f)(31)). Itis the duty of the Board of Education to elect, upon the

recomimendation of the Director, teachers who have attained or are eligible for
tenure. (TCA 49-2-203(a)(1)).

All employees new to the school system shall be required to take a physical
exarmination by a licensed physician and to fumish the examining physician's
statement certifying fitness for the position and freedom from communicable
diseases. Physical examinations shail be at the expense of the employee. Any
employee may be required to furnish a physician's certificate of satisfactory
health at any time it inay be requested by the Director.

7.5.1  Credit_for Experiencz
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Professional personnel employed by the Fayelte County Schools from
other school systems will be given credit on the salary schedule for
teaching experience not to exceed fifteen years.

Compensation _and_Contracts

Professional employees upon initial employment with the Board of
Education will be provided a written contract with specified salary before
entering upon their duties. Such contracts shall be in a form approved
by the Board and signed in duplicate. The original shall be returned to
the Director's Office. The duplicate shall be retained by the employee.

In accordance with TCA 49-1306 which makes provision for continuing
contracts, the Board will not issue written contracts to professional
employee after their initial employment. Professional employees shall
continue in service until they have received written notice from the Board
of their dismissal or failure of reelection.

7.5.3 Assignmment and_Orientation

The Director shall assign each elementars teacher to the elementary
school in which hesshe believes the teacher can be of the greatest
peneiil to the total ivcational nregram.

Secondary teachers (2-12) may be assigned any classes for which they
are qualified and ceitificated. Such assignment shall be in the best
interest of the educational program.

Elementary and secondary teachers of special area subjects, librarians,
and supportive setvices personnel may be assigned to more than one
school if the assignment is determined to be in the best interest of the
school program. In such cases the schedules are determined by the
principals of the schools served and the appropriate central staff. The
teacher is responsible to the principal of the building in which they are
teaching.

Whenever possible, no lwo members of the immediate family shall be
assigned lo the same school and in no instance shall two members of
the samme family be assigned to the same school when one of the
members is lhe principal of the school.

When other faclors which have bearing on pupil welfare are equal,
seniority becomes a factor to be considered in assignment. However,
seniority does not justify overloading beginning teachers nor the
assignments of persons to positions for which they do not possess the
best qualifications available.

YRS
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All new teaching personnel shall be required lo participate in a one day
pre-school orientation program. This program will be scheduled on a
day prior to the system'’s pre-school inservice program for all teaching
personnel.

7.5.4  Probationary Pzriod
Teachers must seiva a probationary period of three years or not less
than twenty-seven (27) months within a five (5) year petiod before
acquiring ‘permanent” tenure status.

7.5.5 Tenure

Any teacher having a Bachelor's Degree and a professional cedtificate
who has completed a probationary period of three years within the last
five vear period. and who is retained for the fouirth year, is under
nermanent tenure,

Parmanent tenure shail apply to any ieacher who

I has a degree rom an approved four (4) year college or to any
vocational teacher who has the equivalent amount of training
established and certified by the State Board of Education,

2. holds a valid professional cetrtificate based on training covering
the subjects or grades he/she is teaching,

3. has completed the required probationary period, and

4, is reemployed by the Board.

Limited tenure shall apply to those teachers presently employed who
have less than a Bachelor's Degree, hold a a valid professional
cerificate, have completed the probationary period of three years, and
are reemployed by the Board.

The Fayette County Board of Education shall comply with the provisions
of the Teacher Tenure Law of the State of Tennessee (TCA 49-5-501 -
49-5-515).

Y|
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Grievanca_Procedute

w)!

The Fayetle County Board of Education shall adhere to the grievance
procedures from the negotiated agreement with the Fayette County
Education Association. The procedures (sections 7.5.6.1 - 7.5.6.7) listed
below are from the negotiated agreement.

7.5.6.1 Definitions
1, A "Grievance” shall mean any claim by a professional employee
that there has been a violation, misinterpretation, or
misapplication of a specific provision of this agreement.

2. The term "Grievant” is defined as any professional employee of
the negotiating unit.
3. The term “days” shall mean any day, Monday through Friday, on

which schools are open during the normal school year. The first
day to be counted shall begin at 8:00 A.M. the day following the
day on which the time limits are based. After the last day of the
normal school year, a day shall be Monday through Friday,
excluding holidays. '

4. The term “Class Action Grievance” is defined as a grievance filed
on behalf of a group of people who have a common grievance.



7.5.6.2 Procadures

The Association and the Board shall provide standardized grievance
forms for filing grievances. Class action grievances shall be
presented in the name of the Association with the President of the
Association or other elected officer as principal grievant. Hearings
under this article shall be conducted during non-school hours.

7.5.6.2.1

7.5.6.2.2

7.5.6.2.3

STEP 1:

The grievant must present the grievances in writing on a
standardized grievance form within seven (7) days from
knowledge of the occurrence to the immediately involved
supervisor. The statement of grievance shall include the date
the alleged violation took place, date filed, name of grievant, a
factual statement of the grievance, and specific provisions of
the Agreement violated. The statement shall also indicate the
specific relief sought.

Alter receipt of the grievance form, the immediately involved
supervisor will arrange for a meeting to take place within five
(5) days. The grievant and the immediately involved
supervisor shall be-present for the meeting. A duly designated
representative of the Association shall be present at this
meeting if requested by the grievant. The grievant shall be
provided with the supervisor's written responses within seven
(7) days of the meeting. A copy of the response shall be
forwarded to the Association and the Director. Failure of the
supervisor to communicate the decision on the grievance
within the specified time limit shall permit the grievant to
present the grievance at the next step.

STEP 2:

if the grievance is not resclved at Step 1, or the Step 1 time
limits expires without the issuance of a written response by the
immediately involved supervisor, the grievant may present the
grievance to the Director or his/her designated representative
within six (6) days after receipt of the Step 1 answer. The
Director or his/her designated representative, if the grievant so
desires, for a meeting to take place within ten (10) days of
receipt of the request.

The Director, or his/her designated representative, shall
provide the grievant and the Association President with a -
written response, including the reasons for the decision, within
five (5) days of the meeting.

STEP 3: .
If the grievance is not resolved at Step 2, or the time limits
expire without the issuance of a written response by the
Director or his/her clesignated representative, the grievant may
request to submit the grievance to advisory arbitration or a
review by the Board. The request shall not be changed from
one channel to the other.

7.5.6.2.3.1 STEP 3a: Advisory Arbitration

If the Assaociation chooses to submit the grievance to
advisory atbitration, the following procedures shali be
followed:

1. A joint request form for a list of seven (7) arbitrators
to be supplied by the Federal Mediation Conciliation
Service shall be submilted within ten (10) days after
the response from Step 2 or expiration of the time

limits.
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Upon receipt of the joint request from the
Associalion, the Director or designated
repronentative shadl within fiva (5) days sign auch
request and forward it to the Federal Mediation and
Conciliation Service.

‘Nithin seven (7) days of receaipt of the list of
arbitrators a representative of the Association shall
advise the Director or his/her designated
representative that it is ready to select an arbitrator to
hear the grievance.

Selection from the list shall be made by each party
alternately crossing out a name until only one (1)
remains. The Association shall be the first to cross
>if a2 name.

If a request for arbitration is not made within ten (10)
days from the date of lhe Step 2 response, the
grievance shall be deemed withdrawn.

The fees and expenses of the arbitrator shall be
shared equally by the Association and the Board.

I the arbitrator's recommendation is received seven
(7) days prior to the next regularly scheduled
meeting of the Board, the recommendation will be
presented at that Board meeting. When the
arbitrator's recommendation is received less than
seven (7) days before the next regular meeting, the
matter will be presented to the Board at the second
regular meeting following receipt of the report.

The arbitrator's recommendation shall be upheld
unless overturned by a majority vote of the Board
members present. The Board shall respond in
wriling within twenty (20) days after the meeting in
which the arbitrator’'s recommendation is presented.
Copies of the Board decision will be fornvarded to the
Jrievant, President of the Association, and the
Director.

The arbitrator's decision will be in writing and will set
forth his/her findings, reasoning, and conclusions on
the issue submitted. The arbitrator will be without
power or authority lo make any decision which
requires the commission of an act prohibited by law
or which is violative of the terms of this agreement.
The decision of the arbitrator shall be advisory only.
The arbitrator shall not have the power to alter, add
to, or detract from the provisions of this agreement.

7.5.6.2.3.2 STEP 3b: Review by the Board
If the Association chooses to submit the grievance to the
Board, the Following procedure shall be followed:

1

The request for review by the Board shall be
submitted to the Director within ten (10) days after

the response from Step 2 or the expiration of the time
limit.

The request shall be made in writing to the Director
who will forward it to the Board. If the request is not
submitted within ten (10) days, the grievance shall
be deemed withdrawn.

if more than one grievance is being submitted for
review by the Board, the Association shall list them in
order of priority at least five (5) days before the Board
meets to review the grievance.

7.5 (6) Adopted 5/9/96
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The Board when notified seven (7) days in advance
shall hear the grievance at the next regular meeting
and allot one (1) hour for review of grievance. A
giievance not coimpleted or not reviewed shall be
carried over to the next regular meeting of the Board
and reviewed in srder of priority as established by
the Asscciation.

Either party shall have the right to submit written
statements of position prior to or after the review.

6. Participants making presentations before the Board
shall be limited to the grievant and local Association
representative, and the Director and/or his/her
designated representative. However, by notifying
cach other at least five (5) days in advance, both
parties may have present as counsel one person
who is outside of the school system.

The Board shall respond in writing within twenty (20)
days after the raview is completed. Copies will be
forwarded to the grievant, the Association President,
and the Director.

Ut
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7.5.6.3 Time Limits

7.5.6.4

7.5.6.5

7.5.6.6

7.5.6.7

7.5.6.8

It is understood that time is of the essence, and the time limits
provided for in this article will be strictly adhered to, subject to the
following procedures:

1. Time limits provided for in this Article may be extended by
mutual agreement when signed by both parties.
2. Any grievance which is not advanced by the grievant or the

Association from one step to the next, within the time limits
provided for in that step, shall result in the grievance being
considered withdrawn.

3. Failure to respond to the grievance within the time limits
provided for in this Atticle shall allow the Association or the
grievant to advance the grievance to the next step.

Representatives .

The Board acknowledges the right of the Association's grievance
representative to participate in the processing of a grievance at Step
1 and 2 if the grievant so desires.

Resolution of Grievances
Any resolution of a grievance shall not be inconsistent with the terms
of this agreement. :

Filing of Materials
All documents, communications, and records dealing with the
processing of a grievance shall be filed separately from the personnel

files of the participants.

Mo Reprisals -
No reprizals shall be taken by the Board or administration, or the

Association and itls membership against any person because of
his/her participation in a grievance.

Grievance and the Americans with Disabilities Act
For this sub-section, the term “grievance” shall be defined as a
complaint by an individual that he/she has been discriminated
against because of some real or perceived disability.
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7.5.6.8.1 Coordinator
An employee shall be designated to be responsible for
coordinating the system's efforts to comply with the Americans
with Disabilities Act (ADA). Information about the designation
of such employee shall be disseminated to all staff members,

students, the parents and/or guardians of students, and other
interested citizens.

7.5.6.8.2 Procedures
All grievances must be presented to the ADA Coordinator. |f
satisfactory resolution of the problem cannot be reached after
ample opportunity for consideration of the matter, the grievant
may discuss the matter with the Director of Schools. After
review of the case, the Director shall take action as he/she
deems appropriate and shall notify all parties concerned of

his/her decision. The grievant may appeal the Director’'s
decision to the Board. '

The Board will hear only those complaints which have been
carried thiough the proper procedure from the point of origin.

Evaluation _and Supervision
Principals shall be responsible for the supetvision of the teachers who
are assigned to their administrative unit. Supervisors and Department

Directors shall observe classes and confer with teachers in accordance
with their responsibilities.

The Fayelte County Board of Education believes that proper evaluation
of personnel in an organization is essential to the accomplishment or its
goals. |f the personnel employed fail to have the skills, attitudes, and
knowledge essential to the accomplishment of its goals, the organization
will not succeed. Skills, attitudes, and knowledge of each employee
should be inventoried before he/she is hired, but these attributes may be
only at a minimum level at the time of employment. if employees are to
make a maximum contribution to the school, they must develop in all
areas. If employees are to make a significant contribution to the school
system, they should have a desire to grow through career development
opportunities.

The appraisal of performance is a cooperative and shared endeavor on
the part of the teacher, lhe principal, and other administrative personnel.
The State Model for Local Evaluation has been adopted by the Board of
Education. This model is to serve as a guideline for the evaluation of all
teachers effective at the beginning of the 1985-86 school year. The
State Model! for Local Evaluation reflects procedures, rules, and criteria
set forth in the Comprehensive Education Reform Act of 1984 and
subsequent amendment to the Act.

Persons charged with the responsibility for evaluating professional
employees shall receive training in the use for the State Model and
accompanying instruments. The primary goal of evaluation is
instructional improvement. Multiple observations of teaching are
necessary to obtain a reliable picture of teaching competencies.
Teachers are to be evaluated in the following major areas of
competency: planning, teaching strategies, evaluation, classroom
management, leadership, and communication.

The frequency of observations and formal evaluations shall be, at a
minimum, in accordance with the recommendations in the State Model
and the Career Ladder status of the teacher. Additional ovservations
and evaluations shall be conducted as deemed necessary by the
principal or supervisor.



Tenured teachers nct patticipating in Career Ladder professional

development should be evaluated annually if there are areas of
rmsatislactory potfonmanco and al least oneo nvery hiree () years to
meet minimum standards.

7.5.7.1 Transfer and Filling of Vacancy

7.5.7.2
7.5.7.3

The Director (Superintendent), may transfer a teacher from one
location to anolher wilhin the school system, or from one type of work
to another for which he/she is qualified and cettificated. (TCA 49-2-
310(H(12) and (31))

The welfare of pupils is the primary consideration in all school
matters. This must be the foremost factor in both original and future
assignments. Of course, teacher welfare indirectly affects pupil
welfare and is always a consideration in the Fayette County Schools.
However, when nacassaiy to the sificient operation of school,
transfers will be made.

In the event that a sufficient number of qualified and certificated
teachers, principals, and/or other qualified school personnel are not
available for election and assignment on or before the 15th day of
May preceding the school year for which such personnel shall be
employed, then after that date the Director may locate, employ, and
assign such qualitied and certificated teachers, or other school
personnel. A person emploved in an administrative capacity may be
transferred to a lesser administrative position or to a teaching positicn
by the Directcr. Tenure applies te emvloyment in the system, not to
position.

Promotions v

As general policy, personnel from within the system shall be favored
for promotions to lill a vacancy. However, as in all school matters, the
guiding principle remains the welfare of the children. Thus, when it is
in the best interests of the educational program to do so, vacancies
will be filled wilh personnel outside the system.

Upon the occurrence of a vacancy within the system, a notice of said
vacancy will be posted at every campus. Personnel interested may
submit a letter of intent to the Director of Schools. The Director or
his/her designee will interview applicants before filling the vacany.

Resignation, Separation, and Suspension

Teachers in service and under control of the public elementary and
high schools of Tennessee shall continue in such service until they
have received written notice from the Director of their dismissal or
failure of reelection. Said notice must be prior to April 15. (TCA 49-5-
409)

Resignations shall, if at all possible be submitted in writing to the
Director of Schools prior to March 1 and in every instance at least one
(1) month before resignation date. Should the resignation require
that an employee be released from a contract, the Director reserves
the right to either accept or reject the resignation.

S5 ) Adentea 379708
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7.5.7.5

7.5.7.6

When emplovees are dismissed, the Board of Education obligates
itself to give at least a thirty (30) day notice or in lieu thereof thirty (30)
days severance pay before action is taken, unless the separation
occurs within the first six (6) months of employment. Dismissal within
the first six (G) months of emploviment doss not imply the thirty (30)-
day notice cbligation,

Separation ot o ienured teacher will follow the procedure set forth in
Tennessce Code Annolated. (TCA 49-5-311, 49-5-512, and 49-5-
513)

Whenever there is any aspect of a certificated employee’s work hat is
deemed unsatisfactory, he/she shall be advised of this condition and
given ample opportunity and help to correct it. If the condition persists
and suspension is considered necassary, he/she shall be informed in
writing of the action and the reason for such action. The Director
(Superintendent) is authorized to suspend any employee for
professional or personal conduct pending a hearing by the Board.

Retirement
Notice of retirement, other than compulsory retirement, shall follow
the same procedure as that for resignation.

Fayette County Board of Educaticn favors retirement at age 65 for all
employees. However, the Board will grant permission for a
professional employee to remain in a professional position beyond
this recomimended retirement age if the Director (Superintendent) can
show that continiied employment is in the best interest of the school
system. In accordance with TCA 49-5-507, a teacher’s tenure status
shall terminate as of July 1, following the sixty-fifth anniversary of
his/her birth. If employment is extended, it will be on a year to year
basis and will not revive rights under the tenure law.

A teacher desiring to teach past this recommended retirement age
shall make such request in writing to the Director of Schools by
February 1 of his/her last year of teaching before age 65. Any teacher
requesting to teach beyond age 65 must receive a favorable
recommendation from his/her principal. After researching the
request, the Director shall submit the request along with his/her
recommendation to the Board of Education for their consideration by
the first regular board meeting in April.

Vacation Pay ,

Teachers will receive at least the state required minimum number of
paid vacation days per year as required by the State Department of
Education. Should a teacher's employment cease at some time
during the school year, vacation pay will be pro-rated according to the
number of days worked.

Time Schedules
The teaching day for all positions from kindergarten through the
twelfth grade (both inclusive) shall include:

1. the hours classes are scheduled to be in session at the scheol
or schools to which the teacher is assigned;
2. a reasonable time set by the administration before the

scheduled time of beginning classes in the morning, at noon,
and after the scheduled time for dismissal of classes. (The
minimum time should be at least fifteen (15) minutes before
school opens in the morming and fifteen (15) minutes after
school closes in the afternoon.);



3. a reasonable assignment by the principal of extracurricular,
playground, corridor, or similar activities outside of school
hours or at noon, or both; and

4. such additional time, not necessarily at school, as may be
needed by the teacher to fulfill satisfactorily the responsibilities
of planning lessons, conferring with parents of students about
their work, evaluating pupil responses, working at athletic
contests, and the like.

7.5.7.7 Traveling Expenses
ltinerant teachers who must move between schools will receive travel
expenses.

Teachers of home bound students will receive travel expenses.

7.5.7.8 Non-school Employment
Teachers will be discouraged from =ngaging in gainful employment
during the term of their contract.

Gainful employment shall not be construed to apply to occasional (as
distinguished from regular) services which, in the opinion of the
Board of Education, do not conflict with the regular duties of the
teacher, nor shall this resolution apply to any regular employment
performed on Saturday or Sunday.

7.5.7.9 Tutoring for Pay

Teacher shall not tutor for pay, students who are assigned to their
regular instructional program.

7.5.8 Drug-free Werkplace Policy
lllegal and excessive use of drugs has become an epidemic in our state.
Any abuse and/or use at the workplace are subjects of immediate
concern in our society. From a safety perspective, the users of drugs
may impair the well-being of all employees, the public at large, and result
in damage to state and county property. Drug use may also seriously
impair an employee’s ability to perform his/her job; therefore it is the
policy of the State of Tennessee and Fayette County Board of Education
that the unlawful manufacture, distribution, dispensation, possession, or
use of a controlled substance in the state’'s or county's workplace is
prohibited. Any employees violating this policy will be subject to
discipline up to and including termination. The specifics of this policy are
as follows:

1. The unlawful manufacture, distribution, possession or use of a
controlled substance is prohibited in or on the workplace. Such
manufacture, distribution, possession, or use while on the job,
state property, or county property will subject the violator to
discipline up to and including termination.

2. The term "controlled substance” means any drug listed in
21.U.S.C. 812 and other federal regulations. Generally, these are
drugs which have a high potential for abuse. Such drugs include,
but are not limited to, Heroin, Marijuana, Cocaine, PCP, and
“Crack”. They also include “legal drugs” which are not prescribed
by a licensed physician to an alleged violator.

3. Each employee is required by law to inform this agency within five
(5) days after he/she is convicted for violation of any federal or
state criminal drug statute where such viotation occurred on state
or county property.

4. The Director of Education Parzennel, (615) 741-1356, 100 Cordell
Hull Building, must notify the U 3. Government agency with which
the grant was made within ten {10) days after receiving notice from
the emplovee ar otherwise receiving actual notice of such a
conviction.
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5. If an employes is convicted of violating any criminal druy statute
while on the workplace, he/she will be subject to discipline up to
and including termination.  Alternatively the Department and the
Board of Education may require the employee to successfully
finish a druyg abuse program sponsored by an approved
nstitution.

3. As a conditicn =i 2mpleyment cr continued employment of any
federal governiment grant, the law requires all employees to abide
by this policy.

This policy stated herein is being adopted by the Fayette County Board of
Education in compliance with the Drug-Free Workplace Act.

Leaves of Absence for Certificated Personnel
Any person holding a position which requires a teacher's cedificate shall be
granted leave for military service, legislative service, maternity, adoption, or
recuperation of health and inay be granted leave for education improvements
or other sufficient reascn without forfeiture of accumulated leave credits or
tenure status. All leaves shall be requested inwriting at least thirty (30) days in
advance on forms adopted by the Board of Education and uniformly used
throughout the school system. The thirty (30) day notice may be waived or
reduced by the Board or upon a cettified statement of a physician approved by
the Board of Education. The teacher's application for leave forms shall require,
but not be limited to:

1. a description of the type of leave requested;
2. the requested dates for beginning and ending the leave;
3. a statement of intent to return to the position from which leave is granted.

Each request for leave must be acted upon by the Board of Education at the
next regular Board meeting with suci action to become a part of the official
minutes. Each applicant shall be notified in writing of the action of the Board,
and the beginning and ending dates of the leave which is granted. All leaves,
except military leave, shall be from a date certain to a date certain; however,
any leave may be extended to a later specified date upon written request from
the teacher. Upon written application before the commencement date of a
leave which already has been granted, but the vacancy not filled, a teacher may
withdraw his/her request for leave.

Positions vacated for less than twelve (12) months by teachers on leave shall
be filled with an interim teacher for such time as the teacher is on leave. Upon
return of said teacher within the twelve (12) months, the interim teacher shall
relinquish the position and the teacher shall return thereto. If the leave exceeds
twelve (12) months, the teacher shall be placed in the same or a comparable
position upon return from leave.

Part-time leaves may be granted upon written request with the conditions
prevailing as recorded in the minutes of the Board of Education.

Any teacher on leave shall, at least thirty (30} days prior to the date of return,
notify the Director in writing if said teacher does not intend to return to the
position from which he/she is on leave. Failure to render such notice, except in
emergency, may be considered breach of contract.

Lneread 05



Leave to hold legislative office shall not be granted for more than any portion of
four (4) calendar years without the consent of the Board of Education and
nothing contained in this section shall be construed to require the Board or
school system to pay such teacher during such leave of absence. (TCA 49-5-

713)

7.6.1 .eave of Absence - Special Provisions

The fithess of a teacher to teach during the period immediately preceding
or immediately following a requested medical leave shall be primarily a
matter for the determination of the teacher and attending physician,
except that;

I,

7.6.1.1

7.6.1.2

The Director of Schools may, in his/her discretion, require a
teacher to furnish the attending physician's certification of health
on a form provided by the school system. - The cedificalion will be
accepted by the Director except that the Director may, lor good
cause and with the concurrence of the Board, reach a different
conclusion as to the teacher's abilily o teach during the relevant
periods and adjust the leave as exigencies of the case may
require.

The Director may, to facilitate administrative planning toward the
important objective of continuity, require, when circumstances of
the case permiit, that the commenceiment of the leave be advanced
by as much as thirty (30) days to cause the date of
commencement to coincide with a scheduled break in the school
grading period; and in case of termination of the leave, the
Director may cause the date thereof to be deferred until the end of
a semester or school year, whichever event occurs first.

General Disability

In case of emotional or physical disabilities which affect the
performance of a teacher’s duties and for which no request for leave
has been inade. the Director, with the concurrence of the Board, may
require a medical leave of absence. The teacher involved shall have
the right to a lull hearing before the Board specially convened for that
purpose after which the Board may reaffirm its original action of
concurrence with the Director or the Board may reinstate the teacher.
Such hearing shall be conducted as promptly as possible after
receipt of a wrilten request therefore made by the teacher to the
Director within five (5) days after the initial action of the Director.

Military Leave

Employees who are members of any reserve component of the
Armed Forces of the United States shall be granted leave of absence
for all periods of military service during which they are engaged in the
performance of duty or training in the service of the state or the United
States. Reservists who anticipate military duty during the school year
must give written notice to the Director of Schools, within thirty (30)
days of the dates of the anticipated duty. While performing such duty
or training, the employee shall be paid his regular salary up to a
maximum of fifteen (15) working days in any one (1) calendar year,
plus such additional days as may result from any call to active state
duty. (U.S.C 2024(d) and 2021(a)(b), TCA 8-33-109)

Request for leaves and extension of leaves shall conform to state law
and Board policy governing all leaves of absence. Failure to comply
with applicable laws and policies shall constitute grounds for
dismissal.
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The employee shall supply a copy of the orders for duty, including the
dates of depatlure and retumn it to the Director, prior to or
simultaneous with, requesling leava.

.3 Educational Improvement Leave

A leave of absence without pay for advance educational study may
be granted to tenured personnel for professional improvement.
Ordinarily the leave will be for one school year, but may be for a
longer period of titme upon the recormimendation of the Director,

Sick Leave

One day of sick leave is allowed for each 20 day school month of
employment. Sick leave refers to leave of absence because of illness of
an employee from natural causes or accident, quarantine, iliness or
death of a member of the immediate family of the employee. The
immediate family is considered as including the spouse, parents,
grandparents, children, brothers, sisters, mother-in-law, father-in-law,
daughter-in-law, son-in-law, brothers-in-law, sisters-in-law, and
grandchildren.

The Fayette County Board of Education authorizes retirement credit for
unused accumulated sick leave pursuant to Tennessee Code Annotated
3-34-604(c) for all personnel. Sick leave is to accrue one (1) day per
month with twenty (20) days sick leave equaling one (1) month of service
credil towards retirement, with no limit on the number of days which can
be accrued. This policy shall be effective July 1, 1992,

7.6.2.1 Sick Leave Reporting

7.6.3

All affected School Board employees, including the Director,
administrators, and principals must complete a leave report each time
sick leave is laken. These reports should be turned in to the Payroll
Department immediatley following each absence.

Personal Leave

Each certilicated employee is entitled to a maximum of two (2) days

personal leave per school year. This leave is to be non accruable.

Personal leave may be taken by personnel for all purposes and no

reasons or explanations are required. The following conditions to this

policy are noted:

1. With exception of emergency situations, personal leave will not be
granted:

a. It more than ten percent (10%%) of the teachers in any given
school request its use on the same day, provided, however,
on making this calculation any major fraction shall be
considered as one (1); and in schools of five (5) teachers or
less, one (1) teacher may take personal leave at his/her
discretion;

b. If personal leave is requested during any prior established
student examination period; or
C. If personal leave is requested on the day immediately
preceding or following a holiday vacation period.
2. At least one day’s notice in writing is to be given the building

principal except in emergericy situations.

An emergency siluation is defined as any business of a personal nature
which requires immediate altention and definitely cannot be deferred
until school is not in session. The employee will be expected to show
cause as to why lhe matter must be altended to on school time.



While personal leave is non accruable, any unused personal leave will
be converted into sick leave at the end of the school year.

Certificated personnel may make application for professional leave for
activities which will directly enhance the professional growth of the
individual in his/her job assignment within the school system.
Professional leave may also be a short, temporary absence for the
purpose of attending workshops and other meetings relating to school
business or serving on boards and commmissions which meet during
daytime hours when appointed by a mavyor. city council, county

executive, or county commission. In addition, certificated employees
shall be granted leave to serve on any board or commission of the state
when the appointment is made by the Governor or General Assembly.

Request shall be submitted to the principal or supervisor at least five (5)
working days prior to requested leave of absence. The individual
making application for professional leave must first obtain the approval cf
the building principal and then have the application forwarded to the

In rendering a decision, the principal and Director should take into
account not only the relationship the activity will have on the professional
growth of the applicant but also the attitude and enthusiasm of the
teacher toward his/her job and the effect such a leave will have on the

Professional leave. when granted, will be without loss of pay to the
applicant, and the school system. al the discretion of the Director, may
reimburse the applicant for anv and all of the actual and necessary
expenses incurred based on the Board adopted travel policy. Such
leave shall not be counted against any other accumulated leave credits.

Under state law, teachers are exempt from liability to act as jurors but
may choose to serve as a juror (TCA 22-1-103). This exemption does
not apply in federal court. The following procedures shall regulate the
leave for jury duty for teachers who choose to take it:

1. The teacher shall present written evidence that he has been
summoned to serve on a jury; and, shall include a written
~statement that he wishes to perform such duty; and '
2. The teacher shall be entitled only the compensation received as a
juror (ACO U83-080 (June 13, 1983)).

7.6.4  Professional Leave
Director for final approval.
overall operation of the school.

7.6.5 Jury Duty

7.6.6 Emergency Leave

An immediate supervisor may grant a certificated employee emergency
leave during the workday for a sudden, unexpected occurrence
demanding immediate attention. Leave shall be taken as personal
leave, sick leave, or leave without pay. The employee who uses
emergency leave shall confirm said leave the day after returning to work
on forms provided by the Board. (TCA 49-5-711)

7.6 (5) Adopted 5/9/96

N



Principals ov administrative supaivisers shall keep a tally of the amount
of time individual employees are released under this policy and when
the total time reaches one (1) day, the employee shall be charged with
one (1) day of applicable leave.

7.6.7 Court Appearancas

It a teacher appears in state coutt because of a personal interest,
whether as a plaintiff. defendant, or witness or voluntarily appears in
behalf of family or friends, or when a teacher is required to appear in
court either as a defendant or plaintiff in a civil case, personal leave or
leave without pay shall be granted in accordance with the board policies
on leaves.

7.6.8 Maternity Leave

In the interest of appropriate planning and the educational needs of the
school system, as well as the general welfare of iis employees, certain
procedures for granting maternity leave must be followed.

7.6.8.1 General Guidelines

1. Any person holding a position which requires a license shall
be granted maternily leave due to pregnancy and childbirth.
2. Any licensed employee on maternity leave shall be permitted

to use accumulated sick leave during the period of actual
physical disability only. Otherwise, the maternity leave shall be
unpaid leave.

3. A physician's statement may be required by the Board when
determining the period of actual physical disability.
4, Request for leaves and extension of leaves shall conform to

state law governing all leaves of absences. (TCA 49-5-702)

Every licensed employee shall notify the Director in writing at

least three (3) months prior to the expected daté of delivery.

6. The Director or his/her designee and the licensed employee
shall determine the beginning and ending dates of the leave,
which shall be recommended to the Board.

7. If no agreement can be reached between the Director and the
licensed employee, the delivery date shall become the
beginning date and the Board shall set the ending date.

Sﬂ

7.6.8.2 Extended Maternity Leave
The Board shall consider the request of extended maternity leave
according to the needs of the system and the wishes of the licensed
employee. giving particular attention to the impact oi the proposed
leave on the instiuctional oregram. (TCA 12-3-704} 7o the greatest
ex?en} pos§ible. the beginning and ending of maternity leave shall
coincide with the beginning and ending of semestars.

Any female teacher requesting an extension for pregnancy, childbirth

and/or nursing the infant shall be granted up to four (4) months
without pay. (TCA 4-21-408)

7.6.9 Vacation Leave

Beginning July 1, 1994, the maximum number of unused vacation days
that any employee may be paid for at the time of termination of
employment shall not exceed filteen (15) days. The maximum number of

vacation days which can be carried over into the next calendar year shall
not exceed fifteen (15) days.



For all employees having more than 30 days of accumulated vacation

:eave, the amount over 30 days shall be transferred to accumulated sick
eave.
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Election Officials
Teachers selected 1o serve as election officials will be paid only the

differences between regular salary and the amount of compensation for
serving as such official.

7.7 Substitute Teachers
A qualily instructional program requires the availability of qualified persons to
substitute for teachers who must be absent for legitimate reasons. When a
teacher is unable to report to work for any reason he/she shall call the principal
as soon as possible so that a substitute may be notified. The principal and/or
the person in charge of securing substitutes shall secure the most capable and
best qualified substitute available at the time. The absent teacher shall notify
the principal no later than the day before he/she intends to return to work so that
the substitute teacher can be notified.

The principal shall be responsible for the supervision of substitute teachers on
the same basis that he/she is for regular teachers.

Principals shall forward the report of absentees and substitutes to the Board of
Education Office at the end of cach week. Substitutes shall be paid for their
services monthly.

7.7.1  Method of Selecting Substitutes

1. In the event of a planned absence(s) a substitute shall be selected
from a listing established by the Board. Wherever possible, each
substitute should hold a valid Tennessee teacher's certificate or
permit based on a degree from an approved four (4) year
university or college.

2. In the event of an unexpected absence(s) a substitute should be
selected from the listing.
3. In all instances when a regular teacher has been out of the

classroom for twenty (20) consecutive days for any reason, a
certificated teacher endorsed in the discipline(s) to be taught shall
be used as a substitute.

7.7.2 Responsibilities
in order to make the work of the substitute teacher as satisfactory as

possible, the regular teacher must:

1. have a daily schedule of work posted,
2. have a class roll available,
3. have plans and other information concerning his/her teaching

available for the substitute teacher.

Basic information must be provided to the substitute by the regular
teacher regarding day-to day operation of the class.

Tty Agonted BUYER
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Subslitutes have an obligation to notily the school system regarding their
unavailability for whatever reason. They should give reasonable notice if
they wish to be rernoved from the approved list.

Substitute teachers shall assume general duties of the teacher for whom
they are teaching, including all extra duty assignments. However, they
are not authorized to administer corporal punishiment. Substitute
teachers shall refer students to the principal if they think corporal
punishment is needed.

General Qualifications

A substitute teacher should be an experienced, mature person,
preferably qualified in the field in which he/she is substituting. Substitute
teachers who have degrees and certification will be given preference. A
substitute teacher should, in the judgment of the administration, be fully
capable of carrying on successfully in the absence of the regular teacher.
In service training shall be provided for substitute teachers to acquaint
them with guidelines and procedures that may affect their performance.

A retired teacher may serve as a substitute; however, he/she may not
return to temporary employment until the expiration of sixty (60) calendar
days from the effective date of retirement. A retired teacher may serve
as a substitute one hundred (100) days within a twelve (12) month period
without loss of retirernent benefits.

Evaluation of the performance of substitute teachers shall consist of a
review of the responses to items on the back of the report forms which
are sent to the Director's office weekly. Annually the list of substitutes
shall be critically reviewed and those with less than satisfactory
performance removed.

7.7.3 Duties
?..‘.,‘Z.?._q‘

7.7.5 Evaluation
7.7.8

Part Time Teachers

When regular teachers take leave or are absent beyond accumulated
sick leave days the Board may employ interim or substitute teachers for
temporary periods.

The substitute who is teaching for a regular teacher on leave whose
accumulated leave days are exhausted shall hold a valid Tennessee
teacher's certificate oy permit, and shall be paid in accordance with the
State salary schedule.



7.8 Non-Certificated Personnel

Folictoas i s section apply to employees of the Fayetta County Board of

Education who do not iaquire a ceitiflcate lssued by the Tennessee Depaitiment
of Education.

7.3.1 General Policy Slatemont

Flon contificated personnel b mto several categories and may be
governed by additional sats of guidelinns because of the sources of
funding and vatiances in applicable laws and reqguintions,

Normally non-certificated personnel are organized and assigned by their
own department, but when working in a school building, thasn
employans ara diroctly rosponsible to the princlpal of the school. The
1elationship of non-certificated and certificated psrsonnel should be that
of parthers working toyether to provide the hest learning situation for the
youth of Fayette County.

7.8.2 Definition of Positions

The non-certiflcated personnel currently employed by the Fayette County
Board of Education will fall into the following work-type categories:

1. business manager, clerks, bookkeepers, and secretaries at the
administrative offices including secretary at the Vocational Center,

2. secretaries at the school building level,

3 data clerks, matetial clerks, and educational assistants including

Special Education and Title |,
4. maintenance employees and the department head at the
administrative office,
custodial and janitorial employees at the school building level,
cafeteria workers, managers, and department head,
bus drivers. mechanics, and the departiment head at the
administrative office.

Noo

7.8.3  Applications
Applications for employment with the maintenance, food service, and
transportation departments shall be submitted to the respective
department head at the respective administrative office in Somerville.
Applications for secretaries, clerks, aides, and other non-certificated
personnel shall be submitted to the administrative offices in Somerville.

7.8.4 Hiring

Non-certificated personnel shall be employed by the Director
(Superintendent) of Schools (TCA 49-2-301(f)(31) aljd (32)).
Qualifications, job descriptions, and job standards ywll be the
responsibility of each department. The administrat.lve staff shall be
responsible for the development of procedures which ensure the
employment of the best qualified applicants based on personat
characteristics, skills, knowledge, previous work experience, and

potential for growth.

7.8.5 Assiqnmg_mg

The department head shall assign non~cerﬁf£cgted pe_rsonnel with the
advice and consent of the building principals directly involved. The
building principal will interview and help select the secretary and

custodians for the school directly involved.

oy
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Compensation

Salary schedules shall be maintained for eagh category of supportive
personnel and shall be subject to annual review and change upon
recommendation of the Director and approval by the Board. New
einployees shall be placed at the proper step in the salary schedule
based on experience and college semester hours as documented by an
official college transcript. Experience for the purpose of plaoen}ent on
the pay schedule shall be defined as total years of experience in the
Fayette County School System. A break or breaks in service shall not be
used to penalize employees in terms of calculating total years of

experience.

7.8.7 Evaluation_and_ Supervision

Job descriptions, where available, will be used as a basis for eva!qatlon.
The evaluation process will be of a continuing nature. Job evgluatlon
forms may be devejoped by the various departments. Ex‘/aluathn reports
shall be submitted to department heads by principals or immediate

supervisors.

Prornotion within a department or within a program should depend upon
several different variables. Some of these variables might be evaluation

reports, seniority in the program as well as in the system, and work
records.

In all cases, promotion will be made for the greater benefil of the students
involved and will be made by the Director of Schools.

7.8.9  Transfer
Transfers from school to school as well as transfers from program to
program can be imade. Such transfers must be discussed by the person
being transferred, the supervisor(s) of the program(s), and the
principal(s) of the school(s) who will recommend transfer approval or
denial to the Director. It is assumed that transfers will be approved only if
greater benelit to the students involved will be realized. The final
decision in transier matters rests with the Director of Schools (TCA 49-2-
301(H(31N)).

7.8.10 Resignation
Resignations must be submitted in writing at least two (2) weeks before
the proposed ending date. Exceptions to this policy can be granted in
emergencies as determined by the employee, the supervisor of the
program, and the Director.

7.8.11 Retirement

Notice of retirement other than compuisory retirement should follow the
same procedure as that for resignation.

Compulsory retirement for non-certificated employees, other than bus
drivers, shall be taken when the employee reaches sixty-five (65) years
of age prior to July 1st of the year in which they are to be employed.



7.8.12

7.8.13

7.8.14

Lay-Off and Disinissals

Because of declining enrollments and changing of funding sources, it
may become necessary from time to time to lay-off personnel. Such
layoffs will be with the utmost caution and will be determined on the
basis of seniority: the last hired will be the first to be laid-off.

Personnel who have been subjected to a lay-off in one program or
school may apply for a job in another program or school where a
vacancy exists. A concerted effort will be made to place such personnel
in another job for which they are suited. In all cases, when vacancies do
occur in the program from which the employee was laid-off, such
personnel will be offered the vacancies as soon as they occur. Non-
certificated personnel who have been subjected to a lay-off may submit
an application for further employment with the Fayette County Board of
Education.

Personnel may be dismissed when it is determined by the principal of the
school and the supervisor of the program that continued employment of
such personnel would not be in the best interest of the students directly
involved. Such disimissal will be based on work records, evaluation
records, and other variables that reflect the lack of ability for the
employee to continue in the job.

Final decisions in matters of dismissal shall be made by the Director of
Schools (TCA 49-2-301(f}(31) and (33).

Tiime Schedules

The Board of Education recognizes the difficulty in starting a time
schedule for each position; however, the time schedule and work load
shall be discussed with each employee prior to his/her employment, and
deviations from this schedule shall be explained to the employee. The
number of weeks worked per year varies for different categories of non-
certificated personnel.

Leaves

Each request for leave must be acted upon by the Board of Education at
the next regular Board meeting with such action to become a part of the
official minutes. Each applicant shall be notified in writing of the action of
the Board, and the beginning and ending dates of the leave which is
granted. All leaves, except military leave, shall be from a date certain to
a date certain; however, any leave may be extended to a later specified
date upon written request from the employee. Upon written application
before the commencement date of a leave which already has been
granted, but the vacancy not filled, an employee may withdraw his/her
request for leave.



7.8.14.1 Military Leave
Employees who are members of any reseive component of the
Armed Forces of the United States shall be granted leave of absence
for all periods of military service during which they are engaged in the
performance of duly or training in the service of the state or the United
States. Reservists who anticipate military duty during the school year
must give written notice to the Director of Schools, within thirty (30)
days of the dates of the anticipated duty. While performing such duty
or training, the employee shall be paid his regular salary up to a
maximum of fifteen (15) working days in any one (1) calendar year,
plus such additional days as may resull from any call to active state
duty. (U.S.C 2024(d) and 2021(a)(b), TCA 8-33-109)

Request for leaves and extension of leaves shall conform to state law
and Board policy governing all leaves of absence. Failure to comply
with applicable laws and policies shall constitute grounds for
dismissal.

The employee shall supply a copy of the orders for duty, including the
dates of depaiture and return it to the Director prior to or simultaneous
with requesting leave.

7.8.14.2Educational Improvement Leave
A leave of absence without pay for advanced educational study may
be granted to personnel for professional improvement. Ordinarily the
leave will be for one school year, but may be for a longer period of
time upon the recommendation of the Director.

7.8.14.3Sick Leave for Non-Certificated Personnel
One day of sick leave is allowed for each 20 day school month of
employment for full-time employees. Sick leave refers to leave of
absence because of illness of an employee from natural causes or
accident, quarantine or iliness or death of a member of the immediate
farmily of the employee. The immediate family is considered as
including the spouse, parents, grandparents, children, brothers,
sisters, mother-in-law, father-in-law, daughter-in-law, son-in-law,
brothers-in-law, sisters-in-law, and grandchildren.

Sick leave will accumulate for non-certificated personnel, only if
employed with the school district on a full-time basis. For the
purposes of this policy, “full-time” shall be interpreted as having a
normal working day, including the lunch hours of at least seven (7)
hours per day, and/or thirty-five (35) hours per. week. The policy shall

not apply, and no sick leave shall be granted or accumulate, for
personnel who are employed less than seven (7) hours per day
and/or thirty-five (35) hours per week.

7.8.14.3.1 Sick Leave Reporting
All affected School Board employees, including the
Director, administrators, and principals must complete a
leave report each time sick leave is taken. These reports
should be turned in to the Payroll Department immediately
following each absence.

7.8.14.4Personal Leave
Each twelve (12) month non-certificated employee is entitled to a
maximum of two (2) days personal leave per school year. This leave
is to be non accruable. Personal leave may be taken by personnel
for all purposes and no reasons or explanations are required. The
following conditions to this policy are noted:



1. With exception of emergency situations, personal leave will not
he granted:
i iHimoro than len percent (109%) of tho teachors in any
given school request ils use on the saime day, provided,

however, on making this calculation any major fraction
shall ba considarod as onn (1), and in schoola of five (5)

teachers or less, one (1) teacher rnay take personal
leave at his/her discretion;

b. If personal leave is requested during any prior
established student examination period; or
o If personal leave is 1equested on the day immediately
, preceding or following a holiday vacation period.
2. At least one day’s notice in wiiting is to be given the building

principal except in emergency situations.

An emergency siluation is defined as any business of a personal
nature which requires immediate attention and definitely cannot be
deferred until school is not in session. The employee will be
expected to show cause as to why the matter must be attended to on
school time.

While personal leave is non accruable, any unused personal leave
will be converted into sick leave at the end of the school year.

7.8.14. 5Emergency Leave

An immediate supervisor may grant a certificated employee
emergency leave during the workday for a sudden, unexpected
occurrence demanding immediate attention. Leave shall be taken as
personal leave, sick leave or leave without pay. The employee who
uses emergency leave shall confirm said leave the day after returning
to work on forms provided by the Board. (TCA 49-5-711)

Principals or administrative supervisors shall keep a tally of the
amount of time individual employees are released under this policy
and when the total time reaches one (1) day, the employee shall be
charged with one (1) day of applicable leave.

7.8.14.6 Maternity Leave for Support Personnel

7.8.15

1. Female non-certificated/non-licensed employees who have
been employed in a full-time position for at least twelve (12)
consecutive months shall be granted, without pay a maximum

of four (4) months maternity leave for pregnancy, childbirth
and/or nursing the infant.

2. Employees may use sick leave during actual periods of
physical disability due to pregnancy and childbirth.
3. Employees shall notify the Director in writing at least three (3)

motiths prior to the expected date of delivery.

Vacations and_Holidays

BQCQ”QQ Of 'hQ \fﬂriﬂ”g nuidm?inoe arcamnaniina the fromcdivam mmiivmee
that are used by Fayette County Schools, the vacation and holiday
schedule will differ from program to program, The Board belivers
that vacation and holidays for non-certified personnel shall be
based upon the school calendar which is adopted each spring and
that vacations and holidays should not be taken while schools

are in session.

The Board offers, as a guideline only, the directions that
govern the employment of assistants, school secretaries,
and bus drivers.



1. Ass?stants rare paid for five (5) days of vacation per year.
Assistants receive tMe five (5) following holidays: Labor Day,

Thanksgiving Day, New Year's Day, Martin Luther King Day, and
Christmas Day.

2. School secretaries receive five (5) work days when schools are
not in session along with the days outlined above for aSSlstants
3. Bus drivers are paid for five (5) holidays.

7.8.15.1Vacation Leave
Beginning July 1, 1994, the maximum number of unused vacation
days that any employee may be paid for at the time of termination of
employment shall not exceed fifteen (15) days. The maximum
number of vacation days which can be carried over into the next
calendar year shall not exceed fifteen (15) days.

All affected School Board employees, including the Director,
administrators, and principals must complete a leave report each time
vacation leave is taken. These reports should be turned in to the
Payroll Departiment immediately following each ahbsence.

For all employees having more than 30 days of accumulated vacation
leave, the amount over 30 days shall be transferred to accumulated
sick leave.

7.8.16 Inservice

Inservice instruction is to be oftered and designed by the supervisor of
each program that utilizes non-certified personnel according to the
guidelines that originate with the funding sources.

The purpose of such inservice should be to publicize the new
developments in the program, to acquaint personnel with new

techniques in working with the target population, and to acquaint

personnel with new policies, guidelines, and/or regulations that may

affect their performance.
* k k ok ok k k% % Kk %

Office of Public Works Department

Personnel Policies

Employment At Will

No policy, benefit, or procedure contained herein creates
n employment contract for any period of time. All employees
ill be considered employment-at-will. Employees may be
erminated for failure to satisfactorily perform their duties
r simply at the will of the employer, but they shall not be
erminated for a discriminatory or illegal purpose.



There will be a a six (6) month probation period for all new
employees. During this time everyone will be closely supervised
in order to become familiar with duties and responsibilities.

There will be a performance evaluation each year for every
employee. Employees will be evaluated on attitudes toward work
and co-workers, the quality of work, and the willingness to assume
responsibility. This evaluation will be personally discussed
with each employee at intervals and placed in the employee file.

Employment Definitions

Following are definitions of various employment terms or types
referred to in the personnel policy.

"Regqular Employees" are those hired to work the Departments
normal, full time work week on a regular basis. These employees
may be salaried or hourly paid.

"Seasonal/Temporary Employees" are those hired to work full
time with the understanding that their employment will terminate
upon completion of specific assignments. They may be salaried or
hourly paid.

"Newly Hired Employees" are those who have been employed by
the Department for less than six months. They may be salaried or

hourly paid.

"Salaried Employees" are those compensated on an annual basis
with payments made twice a month.

"Hourly Employees" are those compensated on a hourly rate with
payments made every 2 weeks.

"Exempt Employees"” are those exempted from the required Overtime/
Compensatory time provisions of FLSA. .

"Non-exempt Employees" are those not exempted from FLSA.

PERSONNEL FILES

An individualized personnel file will be maintained on each employee.
It is the responsibility of each employee to provide accurate
information to the employer. Employees are also responsible for
reporting to the employer any change in the in the information

which they have previously provided. ‘

IMMIGRATION PAPERS

Upon initial employment, all employees are required to attest that
they are lawfully eligible to work in the United States. Employees
are further required to supply to the employer copies of documents
providing this eligibility.

DISCRIMINATION STATEMENT

As an equal opportunity employer, employment will be based upon
c9n51qegation of the qualification of all applicants for employment.
Discrimination based upon an applicant's race, color, sex, religion,
national origin, age or disability will not be tolerated. An
employee will report alleged discriminatory activity to the
Superintendent. 1If the problem occurs with the superintendent,

then the employee will report to the County Attorney.



SEXUAIL, HARASSMENT

As part of Fayette County's continuing commitment to equal .
employment opportunity, the County adheres to the following policy:

(1) It is illegal and against the policies of the County for any
employee, male or female, to sexually harass another employee
by (a) making unwelcome sexual advances or requests for
sexual favors or other verbal or physical contact of a sexual
nature a condition of an employee's continued employment, or
(b} making submission to or rejections of such conduct the
basis for employment by such conduct.

(2) Any employee who believes he or she has been the subject of
sexual harassment should report the alleged act or conduct
immediately to the Superintendent or County Attorney.

(3) All information reported will be held in strictgst.confidence
and will only be disclosed on a need-to-know basis in order
to investigate and resolve the matter.

(4) The County will fulfill its obligation to undertake an
appropriate investigation, which may include informing the
alleged harasser of the complaint and giving that person an
opportunity to respond to the allegation. )

(5) Any person who has been found by the County after investigation
to have sexually harassed an employee will be subject to
appropriate sanctions depending on the circumstances, from
a warning in his or her file up to and including termination.

(6) Any retaliatory action of any kind taken by any persons as a
result of an individual making a report of sexual harassment
is prohibited and shall be regarded as a separate and distinct
cause for complaint.

FAIR LABOR STANDARDS ACT

The Department will comply with all provisions of the Fair Labor
Standards Act (FLSA). ©No employee shall be paid less than minimum
wage (currently 9-1-97, $5.15/hour).

WORKWEEK

The workweek will begin at 12:01 a.m. Monday and end at 11:59 p.m.
on Sunday. At the Central Highway Complex, salaried employees will
be paid a regqgular salary which covers all hours worked up to forty
(40) during each workweek. At Public Works Administration Center,
salaried employees will be paid a regular salary which covers all
hours worked up to thirty~-five (35) during each workweek. Hourly
employees will be paid for all hours worked at either location.
Paychecks will be issued every 2 weeks if hourly paid and twice
monthly if salaried.

OVERTIME

All hourly employees will receive overtime pay at the rate of one
and one-half (13%) times their regular rate of hourly pay for those
hours worked over 40 during a workweek. The overtime rate applies
only to hours worked over 40 and not to paid leave hours.

Overtime is scheduled at the discretion of the Superintendent,



COMPENSATORY TIME

All salaried non-exempt employees shall receive compensatory time
off for all hours worked over their normal workweek in lieu of
paid overtime. For all hours worked over 40, the compensatory
time off will be 1} times the hours worked. Compensatory time is
scheduled at the discretion of the Superintendent. An employee
cannot accrue more than (40) hours of regular compensatory time
off. Use of compensatory time is subject to Superintendent's
approval but will not be denied unless it would cause undue
disruption to the Department.

FLSA EXEMPT EMPLOYEES (POSITIONS)

The following positions are defined as Exempt from FLSA required
overtime or compensatory provisions

Public Works Superintendent
Public Works Engineer/Assistant Supt.
Supervisor

EMERGENCY CALL OUT

To protect the public safety and to protect County liability, all
employees shall respond to emergency call outs after normal work
hours at the direction of the Superintendent or his designee. To
encourage this response and to compensate employees for the extra
travel time to and from work, and the harsh, dangerous working
conditions, all employees will be paid overtime or receive
compensatory time at the rate of 1} times for hours worked during
emergency call outs after normal work hours. The compensatory
time accrued through emergency call out is limited to 240 hours
as prescribed in Federal Law. : :

FAMILY & MEDICAL LEAVE POLICY

Under the federal Family and Medical Leave Act of 1993 (FMLA),
eligible county employees are entitled to up to twelve (12)
workweeks of unpaid leave during each 12-month period beginning

the calendar year, for the birth of a child, the placement of a
child for adoption or foster care, a serious health condition of

the employee that makes the employee unable to perform the functions
of his or her job, or the serious health condition of a spouse, son,
daughter or parent which requires the employee's presence. Both
male and female employees are eligible for leave in connection

with the birth or placement of a child or a family illness, but
special rules may apply if both husband and wife are county employees.
Subject to certain conditions, accrued paid leave may be substituted
for unpaid FMLA leave.

Eligible employees are those who have been employed by the county
for at least 12 months, and who have worked at least 1,250 hours
during the 12 month period immediately before leave is requested.

An employee must provide at least thirty (30) days advance notice
of the need to take FMLA leave under normal circumstances. Medical
certification also may be required.

It is the policy of Fayette County to grant its employees leave in
accordance with the requirements of the Family and Medical Leave
Act. All employees should have a copy of the FMLA Fact Sheet, and
employees may obtain additional copies of that publication as well
as additional information about the FMLA and their rights and
obligations under that law from their supervisor, or by contacting
County Attorney at (901)-465-2702.



In addition to the FMLA, Tennessee has a maternity leave law
(T.C.A.§4-21-408) which applies to all employers who employ 100

or more full-time employees at a job site or location. This state
law allows employees who have been employed for twelve (12) months
to take up to four (4) months of unpaid leave for pregnancy,
childbirth and nursing the infant. To be eligible for this leave,
the employee must give at least three (3) months advance notice,
except in cases of medical emergency. This leave will run
concurrently with any leave to which the employee may be entitled
under the FMLA or otherwise., Subject to certain conditions, accrued
paid leave may be substituted for the unpaid maternity leave.
Employees may obtain a copy of the Tennessee maternity leave statute
by contacting County Attorney at (901} -465-2702.

MILITARY LEAVE

Full-time employees who are members of any military reserve
component will be granted military leave for such time as they are
in the military service on field training or active duty for periods
not to exceed fifteen (15) working days per calendar year. This
time may not be used for weekend drills. Such requested leave shall
be supported with copies of the armed forces orders.

Full-time employees who are members of a military reserve unit

who have completed their military-training duty for the calendar
year, and are reactivated for additional training, will be allowed
an additional fifteen (15) days military leave if the additional
military training:

{1) Occurs during the calendar, year; and

(2) Fulfills the employee's military training obligation for the
subsequent calendar year.

During such time that the employee is on military training leave,
he/she shall receive full pay and benefits to which he/she would
otherwise be entitled.

SICK LEAVE

AO

Earn%ng and Accumulating Sick Days - Sick lea

con51dered,§ benefit and privilege and not a rgghi?al;ufi time
gmplgyees w1ll‘receive full pay during incapacity caused by ill

if sick leave is taken. Sick leave is earned at the rate of ongess
day per month (12 days per year). Accumulated sick leave has

no valug except for the purpose granted and in the event of
seperation, all unused sick leave shall be forfeited. 1In the
event of full service retirement sick days may be added to servi
tlme: Twenty (20) days of unused sick days equals one month of °e
service toward retirement, with no limit on the number of da

yhlch can be accrued. Accumulated sick days will not be a'gs

1n cash but only credited to service retirement. pat

General Sick Leave Rules and Procedures

1) Use of Sick Leave - An employee may use sick leave allowance
for absence due to his or her own illness or injury. Sick
éeavg may also be used for appointments with licensed doctor

entist, or recognized practitioners. When appropriate, a I
partial 51c$ day may be used rather than a full day. E&ployees
who become ill dgrlng the period of their vacation may request
that their vacation be temporarily terminated and the time
changed_to sick leave. No employee may give or loan sick
leave time to another employee.



2} Documentation of Sick Leave - Employees are required to notify
the employer as early as possible on the first day of their
sick leave absence. An employee who claims sick leave may,
at the discretion of the employer, be required to furnish
a certificate from a physician stating that the employee has
been incapacitated from work for the period of absence, and
that the employee is again physically able to perform his
or her duties. After the second consecutive day of sick time
absence a doctor's statement is required for continued payment
of sick days. Regular or excessive absence can lead to

termination.

3) Exhaustion of Sick Leave - Employees who have used all of
their accumulated sick leave will not receive financial
compensation for additional days needed due to illness or

injury. For any additional time needed, the employee will
be considered on leave without pay status unless the employee
has accumulated vacation time remaining. The employee may

request that additional sick leave be credited against remaining
vacation time.

VACATION DAYS

1) Qualification for Vacation Time - Full time employees (those
who work more than 35 hours per week) shall earn twelve (12)
days of paid vacation per year. These are earned at the rate
of one (1) day per month worked. For Highway, five (5) days
are payable between Christmas and New Years, if you are a current
working employee, and seven (7) days at any other time of year
subject to work scheduling and your Supervisor's permission.

2} Accumulation of Vacation Time -~ Vacation time may be accumulated
and carried forward to the next year in the amount not to
exceed 15 days. Any days exceeding 15 day limit will be lost
if not used prior to the end of the current employment year.

3) Use of Vacation Time - Vacation leave may be used only at times
approved in advance by the employer. Vacation requests will be
honored to the extent possible. If two or more employees request
vacation for the same period of time, it will be the employer's
decision if this will create a hardship upon the department. 1If
it is determined that it is not possible for both employees to
be on vacation at the same time, the request of the employee
who first asked for vacation time will be honored. No employee
may give or loan vacation time to another employee.

4) Termination of Employment - Upon the termination of employment
of an employee, he or she shall be entitled to payment for any
unused vacation time which has accrued. Payment shall be made
based upon the daily rate of compensation the employee receives
as of the time of termination.

VOTING LEAVE

Any person entitled to vote in an election in this state may be
absent from work to vote while the election polls are open for a
period of time not to exceed three hours. The employer will specify
the time the employee may be absent. The employee will receive
regular compensation during this period and leave time will not be
affected. Voting time shall not be counted as working time for
overtime computation.



JURY AND COURT DUTY

The employer encourages all employees to fulfill their duty to

serve as members of juries or to testify when called in Both Federal
and State courts. Therefore, the following procedures shall apply
when an employee is called for jury duty or subpoenaed to court:

1. Upon receiving a summons to report for jury duty, the employee
shall on the next day he/she working, show the summons to their

supervisor.

2. The employee will be granted a leave of absence when the employee
is subpoenaed or directed by proper authority to appear in
Federal or State court as a witness or juror.

3. The employee will receive his or her regular compensation during
time served on jury duty or when subpoenaed as a witness.

4. The employee must refund to his employer all compensation of fees
that he receives for serving as a juror during normal working hours.

5. If the employee is relieved from jury duty during working hours
after serving less than three hours, the employee must report
back to the employer. If the employee is relieved from being
a witness during working hours, the employee will report back
to the employer.

6. The above provisions concerning compensation for time in court
do not apply if the employee is involved as a plaintiff or
defendant in private litigation. On these occasions the
employee must take vacation leave, comp. time or leave without

pay.

HOLIDAY PAY

Holiday pay of 8 hours or the regular rate of pay is provided for
those employe?s who are working and those who are being paid their
accumulated sick or vacation days continuously up to the holiday.

Holiday pay is not provided for those who are absent wit
prior to the holiday. ithout pay

Fo;lowing is a list of Fayette County Public Works Department
paid Holidays.

New Year's Day

Dr. King's Birthday

President's Day

Good Friday

Memorial Day

Independence Day

Labor Day

Veteran's Day Not always on the day which is falls
Thanksgiving Day Thursday and the Friday after
Christmas Eve

Christmas Day
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WORKER'S COMPENSATION'
OCCUPATIONAL DISABILITY OR INJURY LEAVE POLICY

Occupational disability or injury leave shall be granted to employees
who sustain an injury or an illness during the course of their
employment which is determined to be compensable under the provisions
of the Worker's Compensation. Law. Since the first five (5) working
days are not compensable under State Law, an employee's reqular pay
will be continued during this period if the absence is due to a job

related injury.

Employees on Occupational Disability Leave shall receive such benefits
in lieu of pay as are provided by the Worker's compensation Law.

Fmployees on occupational disability leave who have accrued sick leave
may at their own choosing, chose to receive full pay and charge such
disability leave against their accrued sick leave. Under no
circumstances shall an employee receive both full time sick pay and
worker's compensation benefit pay for the same time off from work.
Any monies received by the employee as a benefit under worker's
compensation shall be made payable jointly to the appropriate County
Department and the employee. If the employee has opted to utilize
their sick leave, any monies received by the employee as a benefit
under worker's compensation shall be submitted in original check or
draft from the departmental office and deposited with the Trustee.

1) Notice of Injury - Every injured employee or his representative
shall, immediately upon the occurrence of an injury, however
minor, give or cause to be given to the employer written notice
of the injury. The employee shall not be entitled to benefits
hereunder from the date of the accident to the giving of such
notice, unless it can be shown that the employer had actual
knowledge of the accident.

2) Injuries Not Covered =~ No benefits shall be allowed for an injury
due to the employee's willful misconduct or intentional, self-
inflicted injury, or due to intoxication, or sports-rslated injury
unless participation in sports is required by the job description,
or willful failure or refusal to use a safety appliance or perform
a duty required by law. This exclusion does not apply to mandatory
physical fitness programs as developed and mandated by the
employer.

3) Period of Compensation - Injury leave shall extend for such time
as the injured employee is unable to return to work, but in no
event beyond six months for the same or recurring injury.

4) Extended Injury Leave - Whenever an employee is on extended. leave
due:'to a work: related. injury or illness, the employee must provide
the employer with an update of the employee’s medical condition
every 30 calendar days. The employer has the right to instruct—: :::-.
the employee to be evaluated by the attending physician. The
employer shall be responsible for placing the employee back to
work as soon as he is physically capable of resuming employment.
If the employee fails to report every 30 days the employer has
the right to terminate employment.

ABSENTEEISM AND REPORTING LATE OR LEAVING EARLY

Regular attendance by all employess is required because of the urgent nature of work
dane by the Public Works Department. If an employee is unable to report for work, he
must notify management immediately. Such notice must be given as far ivn adva:ncc.of
the time to report to work as possible if the absence is to be excused. Failure of an .
emploves to give proper notice of absence will resuit in an unexcused absence for which
there wiil be no compensation. [f an employee is absent for three (3) consecutive days or
thres (3) days during a thres (3) month period without notifying management, he or she
wiil be terminated immediatefy. ey
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After an emplayee has used ail of his or her sick leave, an absence due to iilness v.viil
require a certificate from a physician stating that .t}_:c empioye'e' was unable to work for_
the period absent due to illness. An employee failing to provide this dogzm;entaﬁon will
be charged with an unexcused absence. Two (2) unexcused absences of this nature
within a one (1) year period will result in termination of employment.

Emplovess must check with his or her supervisor when reporting late for work or find ‘it
necéssém 10 leave early. Common courtesy requires word of expla{lation when one is
tardy. Employees wiil be docked for tardiness or for early departure in mg exact amount
of aon-work time. An employes will be allowed four (4) excused tardies in a six (@
month period. A fifth (5th) tardy in this period will result in a thres (3). day suspension
from work without pay and a sixth (6th) tardy in this period will result in termination of
employment.

An employee wiil be considered tardy when he or she reports for wc?rk I-atcrthan seven
and a half (7 1/2) minutes after the official start of the work day which is presently Y:QO
AM. Any empioyee if found to be punching a time card for a tardy employes to avoid a

tardy wiil be terminated immediately.

REQUIRED DEDUCTIONS

1. FEDERAL SOCIAL SECURITY TAXES: These taxes are paid by both the
County and the employee with both payments credited to the
employee's account with the Social Security Administration.

2. FEDERAL INCOME TAXES: Employees with questions about these
deductions should ask the payroll clerk. At the beginning of
employment each employee will £fill out a W-4 form to instruct
the payroll clerk on what to deduct.

3. GARNISHMENTS: Court ordered federal and state garnishments will
be deducted as prescribed by law.

4. RETIREMENT DEDUCTION of 5% will be deducted each pay period
following 6 months of employment for full time employees and
deposited with Tennessee Consoclidated Retirement.

INSURANCE PROTECTION FOR YOU AND YOUR FAMILY

Every full-time employee becomes an eligible participant in the County's
group insurance plan on the first of the month following 30 days
continuous employment. Your group insurance plan offers you and

your family protection through hospitalization, surgical benefits, and
major medical insurance. The department pays at the present time

the total cost of the premium for the employee. The employee is
responsible for full premium for family coverage.

TERMINATION

The departments supervisors will discuss problems with an employee
prior to termination in order that the problem may be corrected.
There are several types of termination procedures:

1. Resignation: Employees who find it necessary to terminate their
services with the department should give at least a two week
written notice to their supervisor. In this way, the department
will have an opportunity to secure replacement.



2., Quitting: This is the term applied when an employee leaves
without proper notice. This is a very poor practice which causes
causes the employee's record to carry a bad termination report.
Employees who quit without proper notice forfeit their claim to all

accrued benefits.

3. Dismissal: This is the termination for serious reasons imposed
by the .authority of the Management of the Department.

There are two general conditions that can subject an employee to

suspension and/or immediate dismissal. The first is failure to
carry out the reasonable direction of management (insubordination

or unsatisfactory service).

The second includes immediate dismissal for misconduct, such as
abuse of another employee, abuses or destruction of property;

intoxication; drug abuse; theft; fighting.

TERMINATION PAY

An employee whose services are being terminate, either voluntarily
or involuntarily, shall be paid for all regular earnings which are
due and accrued plus all accrued vacation time, and overtime. The
employee will not be compensated for any unused sick leave days.

In the event of death, the amount owing to the employee shall be
paid to the employee's spouse or beneficiary as may be required by

law.

FAYETTE COUNTY PUBLIC WORKS DEPARTMENT

ANTI-DRUG PLAN

Fayette County Public Works Department recognizes its responsibility
to provide safe and efficient operations for its employees, and the
general public. The Department's commitment to providing safe and
efficient operations is shown by the implementation of programs and
procedures which ensure compliance with appropriate safety measures,
as well as the letter and intent of all applicable law and
requlations.

Because of the nature of highway, bridge, and solid waste work, it is
imperative that we ensure the safety of our employees and the publci.
With the inherent operation of potentially dangerous tools, heavy
vehicles, and heavy moving equipment under all traffic conditions on
all highway and roads and/or near all employees, the use of illegal
drugs impairing even one employee can cause disastrous harm in severly

injuring himself, a fellow employee, or the public. To perserve the

ST
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reputation of the Public Works Department and the service provided to

the public, and to protect the safety and health of its employees and

the public, Department has implemented a substance abuse program.

The program is designed to meet two goals:

to provide a drug-free and safe workplace for the employees and

to aid employees who voluntarily seek help with a drug problem

This plan is subject to review and/or revision annually or as needed.

Ir.

SCOPE AND COMPLIANCE

This plan is written in compliance with the guidelines of the
Department of Health and Human Services and NIDA for a
Drug-Free Workplace Program.

Effective Julyl, 1993, Fayette County Public Works
Department will conduct drug urine.tests for all current and
future employees. This is applicable to the Highway Division
and the Solid Waste DPivision.

In the event of a conflict between this plan and those of
the DHHS or NIDA Plan, the provision of the latter will
prevail.

DEFINITIONS

The meaning as used in this plan:

ACCIDENT - A reportable incident involving personal injury or
equipment damage.

CHAIN OF CUSTODY - A procedure to account for the integrity
of each urine specimen from collection of final disposition.

COLLECTION SITE - A place designated by FCPWD where an
employee provides a specimen of his/her urine to be analyzed
for the presence of a prohibited drug.

CONFIRMATORY TEST - A second analytical procedure to identify
the presence of a specific drug.

COVERED JOB CLASSIFICATION - A job classification which is
covered under the provisions of this program.

DOT - The United States Department of Transportation and/or
one of its administering agencies, such as the RSPA.

DOT PROCEDURES - The "Procedures for Transportation Workplace

Drug Testing Programs" published by the 0Office of the Secretary

of Transportation as 49 CFR-Part 40.

EMPLOYEE - An individual presently employed by FCPWD in a
covered job classification.

FPAIL, A DRUG TEST - The confirmation test results show positive
evidence of the presence of a prohibited drug.



FCPWD - Fayette County Public Works Department

INDTTAL TEST - An bmmunoasany acreacsn to sliminate nagative
urine specimens.

MEDTCAT, REVIEW OFFICER (MRO) - A licensed physician responsible
for recelving laboratory reaults and ~valuabing an
employee's positive test results together with his/her medical

history and any other relevant biomedical information.

PASS A DRUG TEST - The initial test or confirmation test does
not show evidence of the presence of a prohibited drug.

PROHIBITED DRUG - Any of the following substances:
marijuana, cocaine, opiates, amphetamines and

phencyclidine (PCP).

REHABILITATION COMMITTEE - A committee consis?ing of the
Department Superintendent, Medical Review Office (MRO! and a
reprasentative of the firm providing the Employee Assistance

Program.

MED EXPRESS '
National Laboratory Center, Inc. - 4022 Willow Lake Blvd.
Memphis, Tennessee 38118

DRUG TEST REQUIRED

DOT agency drug testing programs require that operators
test for marijuana, cocaine, opiates, amphetamines and
phencyclidine (PCP) (part 199.11 and 40.21)

FCPDW will conduct the following drug tests for all covered
employees for the presence of these prohibited drugs:

PRE-EMPLOYMENT TESTING

All final applications for employment in a covered job
Classification must pass a drug test prior to employment.
Any applicant_who refuses or fails a drug test will not
be considered for employment.

POST-ACCIDENT TESTING

Any employee whose performance either contributed to an

accident or cannot be completely discounted as a contributing
factor to an accident will be drug tested within 32 hours

after the accident.

If an employee is injured, unconscious, or otherwise unable

to evidence consent tot he drug test, all reasonable steps N
must be taken to obtain a urine sample.

RANDOM TESTING

At least 50 percent of the total number of covered employees
of FCPWD will be subject to random testing each year.

FCPWD employees will be selected for testing by Med Express.
Random testing will be done quarterly. Random testing will be
done by site first, then 50% of the site, and will

continue in this manner until the required percentage of

tests has been reached.

TESTING BASED ON REASONABLE CAUSE

FCPWD will drug test any employee when there.is reasonable
cause to believe that the employee is using a prohibited
drug. The decision. to test must be based on a reasonable
and articulable belief that the employee is using a
prohibited drug on the basis of specific, contemporaneous
physical, behavioral, or performance indicators of
probable drug use. The employee's supervisor, who is
trained in detection of the possible symptoms of drug use,
shall substantiate the decision to test an employee.

64
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TESTING AFTER RENABILITATION

Any employee who has completed rehabilitation must pass a
drug test before returning to work. If the employee
refuses to take the drug test or fails the drug test,
he/she will no longer be considered for employment.

After the employee has passed the required drug test, the
employee will be subject to a reasonable program of
follow-up drug testing without prior notice for not more
than 60 months after his/her return to work, as
determined by the Rehabilitation Committee.

1v.

EMPLOYEES

Employees in the following job classifications are subject
to the requirements of this plan:

Superintendent Supervisor Accountants
Foreman Truck Driver Clerical
Equipment Operator Crewman Engineers.
Mechanic Seasonal

Any employee, with less than 12 months consecutive
employment, who fails a drug test and the MRO has
determined no legitimate medical reason for a confirmed
positive test will be terminated.

Any employees, with 12 months consecutive employment,
who fails a drug test will be given rehabilitation

one (1) time. (see Rehabilitation below)

Any employee who refuses to take a drug test as required
by this plan will be terminated.

REHABILITATION

Any employee who voluntarily comes forward and wishes to
seek rehabilitation will be given a 35 day leave of absence
without pay. Any employee, with 12 months consecutive
employment, who test positive will be given rehabilitation
only one (1) time. Rehabilitation will be given at the
employees own expense in the amount not payable under

FCPWD current insurance plan. After rehabilitation has
been completed, the employee will be treated like a new
employee and will be given a pre~employment drug test.

The employee must also enroll in a counseling program.
Employee may only come forward voluntarily one (1) time.

- Any employee who returns to work after rehabilitation will

be subject to a schedule of unannounced tests for up to _

60 months.
If the employee should ever fail a drug test, the

. employee will be terminated.

SPECIMEN COLLECTION AND TESTING LABORATORY

Specimen collection will be performed at Rhea Clini
~ ; inic, PC
613 Fayette E., Somerville, Tennessee '

Employees will be given twenty (20) minute i
a scheduled drug test. s notice before

Below is a ?hecklist for employees which explains the
procedures in specimen collection. Please read this
carefully.



CHECKLIST FOR EMPLOYEES

Present required photo identification to the collector.

Remove any unnecessary outer garments. (coat, jacket)
All personal belongings (purse, briefcase) must
remain with outer garment(s). You may keep your wallet.

Collector will instruct you to wash and dry your hands.

Provide the specimen in the privacy of a stall or
otherwise partitioned area. It will be necessary for
you to provide a specimen at least 60 milliliters.

If you are unable to provide the specimen when first
requested to do so, you will remain in the test area
under close/direct supervision. You should consume
liquids until you are able to give specimen.

You should keep the specimen in view at all times prior
to it being sealed and labeled.

Within a maximum of 4 minutes after a specimen is
obtained, the collector will record the specimens
temperature. Note the temperature reading on the
bottle and verify that the temperature was correctly
recorded by the collector in the proper space on

the form.

When instructed by the collector, complete the Drug
Testing form. Read, sign and date the certification
statement certifying that the specimen in the bottle

is yours, and came from your body at the time of
collection.

An employee may be asked to give a specimen under direct
observation when:

1. The employee has presented a urine specimen that
falls outside the normal temperature range.

2. The last urine specimen provided by the employee
was determined by the laboratory to have a specific
gravity of less than 1.003 and a creatinine
concentration below .g/L.

3. The collection site person observes conduct clearly
and unequivocally indicating an attempt to N
substitute or adulterate the sample.

4. The employee has previously been determined to have
used a controlled substance without medical
authorization and the particular test was being
conducted under a DOT agency regulation providing
for follow-up testing upon or after return to service.

All specimens will be shipped to the followiﬂg laboratory

for analysis:

Med Express

National Laboratory Center, Inc.
4022 Willow Lake Blvd.

Memphis, Tennessee 38118
1-800-526-6339

The laboratory used by FCPWD is a NIDA approved
laboratory.

,\///f".’)



NALS

Test results will be reported to FCEWD's @edical Review
0fficer within an average of five(5) working days after
receipt of the specimens.

The laboratory/Med Express shall provide to FCPWD Drug
program Coordinator a quarterly statistical summary of
uriﬁalysis testing of FCPWD's employees bgt shall'n?t
include any personal identifying information. Initial
and confirmation data shall be included from test results

reported within that quarter.

REVIEW OF TESTS RESULTS

The Medical Review Officer for the FCPWD is:

The Medical Review Officer must be a licensed physician
who has knowledge of substance abuse disorders and has
appropriate medical training to interpret and evaluate
positive drug test results.

His responsibilities are as follows:

1. Receive test results from the laboratory.

2. If test is a confirmed positive, the MRO will review
laboratory report and custody and control from for
completness, content and accuracy.

3. MRO will notify employee of a confirmed positive test

within 24 hours. Contact at this point is directly
between the MRO and the employee. IF the MRO is
unable to contact the employee within 24 hours, the
MRO will contact the employer's Drug Program
Coordinator and request that the employee contact the )
MRO. No other information is given to the employer

at this time.

If the employee has not contacted the MRO within 5 days,
the MRO will contact the employer's Drug Program
Coordinator and advise them to remove the employee
from his safety sensitive position for medical reasons,
pending an interview with employee.

4. The MRO must provide a positive test employee an
opportunity to discuss the test result. The employee
at this time should give the MRO information regarding
legally prescribed medications, if any. The employee
must provide documentation (doctors report, copy of a
prescription) as proof of legitimate use of medication
within 5 days after being contacted by the MRO or the
Drug Program Coordinator. This information will help

the MRO determine if a confirmed positive test is a result

from legally prescribed medication.



VII.

"If the MRO is satisfied that there exists a

valid medical explanation for the positive test,

the MRO will inform the employee of this finding

and reassure the individual that all information
relating to the positive test and valid explanation
will remain confidential. The MRO will verify the
test result as negative and any report to the
employer will indicate the test is negative.

If the affected employee voluntarily confirms to the
MRO illegal use of the posiive test drug, the MRO
should advise the employee that a verified positive
test report will be sent to the appropriate personnel
or administrative officer for further proceedings

in accordance with the employer's anti-drug program.

A positive test employee can request a retest of the
original specimen at a different lab. This will be
done at the employee's expense and only after the MRO
has notified the employer of a verified positive test.
Only the MRO can arrange for a retest.

The NRO will review results of the rehabilitation
evaluation. The MRO will determine whether or when
an employee may return to work after a rehabilitation
program has been completed. The MRO will also
establish an unannounced drug testing program for the
individual.

The MRO may verify a test as positive without having
communicated directly with the employee about _the test in

three

circumstances:

1. The employee expressly declines the opportunity
to discuss the test

2. The Drug Program Coordinator has successfully
made and documented a contract with the employee
and instructed the employee to contact the MRO
and more than five (5) days has passed since the
date the employee was successfully contacted by
the Drug PRogram Coordinator.

3. Other circumstances provided for in DOT agency
drug testing regqgulations.

RETENTION OF SAMPLES AND RETESTING

All samples that yield confirmed positive results must be .
retained by the laboratory in properly secured, long-term,
frozen storage for at least 365 days. Within this 365~day

period,

the employee or the Department may submit a

written request that thellaboratory retain the sample for

an additional period. 1If the MRO determines there is nou
legitimate medical explanation for a confirmed positive other
than the unauthorized use of a prohibited, the employee
may make a written request for retesting within 60 days of
receipt of the final test results from the MRO. The

employee may specify retesting by the original laboratory

or by a second laboratory that is certified by the
Department of Health and Human Services. This retesting

will be done at the employee's expense.

Since some analytes may deteriorate during storage,

detected levels of the drug below the detection limits
established in the DOT procedures, but equal to or
greater that the.established sensitivity of the assay,
must, as technically appropriate, be reported and
considered corroborative of the original positive results.

/},(4),/
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EMPLOYEE ASSLSTANCE pruGHAM

i i stance program (EAP)
11 provide an employee assis '
ggiwztzximpgoyees and training for superv1so§y geisonnel
who will determine whether an employee must be dr g
tested based on reasonable cause.

The EAP will include:

i i i i f information material

i - display and distributlon o L :

Fducaton gisﬁlai and distribution of a.comyunlty service
hot-line telephone number for employee

istance .
dizzizy and distribution of the employee's policy

i ibited drugs
egarding the use of prohlb%
(ibgve information will be displayed on the
employee's bulletin foard)

Supervisory personnel who will determine whether
an employee must be drug tes;ed based on ce
reasonable cause, will receive one 60 minu
period of training on the specxﬁlc, 4
contemporaneous physical, behavioral, ag .
performance indicators of probably drug use.

Training -

RECORD KEEPING

FCPWD will keep the following records for the periods
specified:

1. Records that demonstrate.that the collection process
conforms to the Plan must be kept for a least 3 years.

2. Records of employee drug test results that show
employees failed a drug test, and the type of test
failed (e.g., post-accident, random) and records
that demonstrate rehabilitation, if any, must be
kept for at least 5 years.

The following information must be included:

(i) = '_The functions.performed by employees who
failed. a drug test. '

(ii) The prohibited drugs which were used by
employees who failed a drug test.

(iii)  The disposition of employees who failed a
drug test (e.g. termination, rehabilitation,
leave without pay).

(iv) The age of each employee who failed a drug test.

3. Records of employee drug test results that show employees
passed a drug test must be kept for at least 1 year.

4. A record of the number of employees tested, by type
of test (e.g. post-accident, random), must be kept
for at least 5 years.

5. Records confirming that supervisors and employees
have been trained as required by this part must be
kept for at least 3 years.

Information regarding an employee's drug testing results

or rehabilitation may be released only upon the written
consent of the individual. However, such information must

be released regardless of consent to the representative of a
state agency upon request as part of an accident investigation

Statistical data related to drug testing and rehabilitation th.
is not name-specific and training records must be made
available to the representative of a state agency upon
request.



ACKNOWLEDGE OF RECEIPT
OF EMPLOYEE HANDBOOK

As indicated by my signature below, I hereby acknowledge
receipt of a copy of the Employee Handbook.

I further acknowledge that:

(1) 1 will read the Handbook and any que;tions which
I have will be addressed to my employer or I will seek the
assistance of my personal attorney if I do not understand any

of the rules and regulations; and

(2) 1 understand that my employment will be'subject to
the provisions contained in this Handbook along with any subsequent

changes or amendments.

Employee's Signature

Date

COMPENSATORY TIME AGREEMENT

In accordance with the Fair Labor Standards Act, Fayette County
has a policy of granting employees compensatory time off in lieu
of compensation for time worked in excess of 40 hours in a workweek
(or other permissible schedules for law enforcement, firefighters,
and certain other employees). A copy of this policy is on file in
the office of the County Clerk. I understand that compensatory
time will be granted at tisme and one half for all time worked in
excess of 40 hours (or other permissible work schedules). I
further understand that accrued compensatory time may be used in
accordance with county policy and the applicable laws, rules and
regulations of the U.S. Department of Labor. I voluntarily and
knowingly agree to accept compensatory time off in lieu of cash
compensation for overtime work and to the use of accrued
compensatory time off in accordance with the county's policy and
the laws, rules and regulations of the U.S. Department of Labor.

Employee Signature

Date



ey

Having been reviewed by the Budget Committee and received thelr
recommendation, Commlssioner Harrls presented and moved the addlition of a
Deputy II1I employee to the General Sessions Court at $16,435. Motion was

seconded by Commissioner Robison and unanimously carried by the Board.

Commissioner Harris presented the recommendatin of the Budget Committee
that no calls to made to the City of Somerville for fire protection service, that
the digpatchers to advised of this and that the City of Somerville be refunded on
a pro-rata bases. Motion was made by Commissioner Harrils, seconded by Commissioner

Fowler, and carried adopting the recommendation as presented.

As recommended by the Budget Committee, motion was made by Commisgsioner
Harris, seconded by Commissioner Brewer and unanimously carried by the Board

approving a contract with Management Cost Contral Service.

As approved by the Budget Committee, Commissioner Harris presented and
moved for the adoption of the following Resolution amending the General Purpose
School Budget #141. Said motion was seconded by Commissioner Oglesby, and

unanimously carried by the Board. Same being as follows:

RESOLUTION

BE 1T RESOLVED, by the County Legislative Body and/or the
Board of Counly Commissioners of Fayette County, Tennessee,
in regular session on this 23rd day of December, 1997, it being
the fourth Tuesday of the month and the reqular monthly meeting
date of the County lLegislative Body in the Courthouse in

Somerville, Tennessee.

That the General Purpose School Budget #141, for the fiscal
year ending June 30, 1998 be, and the same is hereby, amended

in the following words and figures, to-wit:
FAYETTE COUNTY BOARD OF EDUCATION

GENERAL PURPOSE FUND
FUND 141
DECEMBER, 1997

. INCREASE == DECREASE

71000 TINSTRYCTION T T oo e
71100 __REGULAR_INSTRUCTION PROGRAM e

71100 116 TRP Teachers

ERTRTIC B—

71100 163 TRP Teacher Assistants 4320 00

71100 201 TRP Social Security  $659.68
71100 204 TRP State Reétjrement " "~ T T en4e e T
71100 212 TRP Medicare _ $154.28

71100 322 TRP Evaluation and Testing ~ $1,000.00

t



71100 3 355 TRP Travel N ... _.%1,000.00

71100 399 TRP Other. Contracgéd‘Serv1ces o . . 86,8B0.00
71100 429 TRP. Inqtructlonal Supplies and Materlals_ .. .%$6,620.19
71100 722 TRP_ REGULAR_ Educatlon Equ1pment . . $%$2,800.00
TOTAL $30,000.00 $0.00
e e e e
72000  SUPPORT SERVICES e
72220  SPECIAL EDUCATION PROGRAM ~
72220 308 TRANConsultants AAAAAAAAAAAAA e $200.00
72220 355 TRAN Travel e 86,B04.10
72220 599 TRANOther Charges ... .$495.90
TOTAL: $7.,500.00 $0.00
GRAND ‘TOTAL: $37,500.00 $0.00
Total Increase: $37,500.00
Revenuesg: 46590 TRP Other State Education Funds $30,000.00
46590 TRAN Other State Education Funds $7,500.00
Total: ‘ $37,500.00
Revenue: Prior Total Avaitable Funds $18,591,383.92
Total Increase This Amendment $37,500.00

Total Available Funds This Amendment $18 628,883.92

Expenditure: Prior Total Estimated Expenditures $17,049,362.00
Total Increase This Amendment ~ $37,500.00
Total Est. Expenditures This Amendment $17 086,862.00

Also recommended by the Budget Committee was the following Resolution
amending the General Fund, #10l. Motion was made by Commissioner Harris, seconded

by Commissioner Arnett and unanimously carried by the Board adopting same as follows:

RESOLUTTION

BE IT RESOLVED, by the County Legislative Body and/or the
Board of County Commissioners of Fayette County, Tennessee,
in regular session on Lhis 23rd day of December, 1997, it being
the fourth Tuesday of the month and the regular monthly meeting

date of the County Legislative Body in the Courthouse in

Somerville, Tennessee.

That the General Fund Budget Amendment #1011, for the fiscal
vyear ending June 30, 1998 be, and the same is hereby, amended

in the following words and figures, to-wit:
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COUNTY GENERAL FUND
BUDGET AMENDMENT
FY 97/98
December, 1997

Total Funds Available This Amendment $6,137,617.51

Adjustment to Revenue Accounts:

48140 Contracted Services $+ 30,000.00
Total Increase This Amendment $ 30,000.00
Total Funds Avallable This Amendment ‘ $6,367,637.51

Adjustment to Expenditure Accounts:

53100 Clrcuilt Court
106 Deputies $+ 7,618.00
169 Part-time Personnel - 5,510.00
' $+ 2,108.00

53310 General Sessions Judge

105 Supervisor/Director $+ 17,500.00
201 Social Security + 1,085.00
204 State Retirement t 595.00
205 Employee and Dependent Insurance + 1,016,00
212 Ewmployer Medicare + 254,00
355 Travel 4 3,000.00
499 Other Supplies & Materials +  6,550,00
$+ 30,000.00

58600 Employee Benefits
201 Soclal Security $+ 131.00
204 State Retirement ' + 259.00
205 Employee & Dependent Insurance + . 871.00
212 Employer Medicare + 31.00
‘ $+ 1,292.00
Total Expenditure Increase This Amendment $ 33,400.00
Prior Estimated Expenditures $5,789,477.00
Total Estimated Expenditures $5,822,877.00
Estimated Ending Fund Balance as of June 30, 1998 $ 544,760.51

* k k k k Kk K k & K %

At this time the matter of Fire Department coverage with the City of
Somerville was brought up for discussion. Much discussion came up and many
suggestions made. Motion was made by Commissioner Thomas, seconded by Commissioner
Robison and carried by the Board ( one vote against) to pay the City of Somerville
the additional funds requested ($21,500), but if a contract is not signed for these
funds by December 31, 1997, that the Emergency Management Director be instructed

to implement his plan without Somerville as an answering department.

Thereupon, said meeting adjourned.

JIM VOSS - Chairman
County Mayor

ATTEST:

Dell T. Graham, County Clerk
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