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Jim Voss / County Mayor 

TO: FAYETfE COUNTY COMMISSIONERS 

FROM: ANN WILLIAMS 

DATE: MARCH 16:0 1999 

RE: COUNTY COMMISSION MEETING AGBNDA 

Attached are the minutes fur the February 23fd
,. 1999, County Commi.ssion meeting that 

will be voted on at the next tegUl.ar meeting. 

Also attached are corrected minutes ofthe December 23,. 1997 meeting. Somehow 
portiOJUJ ofper8O.DJ1el policies were deleted and in one instance, a pomon ofthe Sheriff's 
personnel policy was substituted for the Mayor's personnel policy. 
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COUNTY COMMISSION MINUTES OF DECEMBER 23, 1997 

ADDITIONS/DELETIONS 


Page 700 Third paragraph - Taken from tape ofactual meeting. 


Page 702 "Page 5" removed at top ofpage. 


Page 703 Section d. - Added rest ofsection d. 


Page 705 ''&.. Continued" removed between first and second paragraph. 


Page 706 "Page 1 0" removed at top ofpage. 


Page 711 ''Page 16" removed Bttop ofpase. 


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 Sheri.frs Personnel Policy. 

Thru Page 724 


Page 728 7.1.5-part ofpatBfIlph 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- Defmitions 
3. Five lines 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 patagIllph added 

Page 756 UPage 7" removed at top ofpage. 

Page 768 ~tion VIII and Section X reversed in order. 

Pages 770 Copy ofSheriff's Personnel Policy-deleted 
ThmPage781 
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*~cv/~ed*
C;OUNTY U:m.SI.ATlVE HUDY 

Decemher 23. 1997 

HR IT RRHF.M8RRED That the Fayette County LegislrlUve 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. 

Grahnm, County Clerk Rnd the followIng County CommlRRioners: John W. Arnett, 

Charles D. Brewer, Sr., Odis Cox, Robert L. Crnwford. ThomAs II. Fowler, Willie 

L. German, Jr., Ronald R. HarrIs, William Hayslett, lJavId Kelley, Alonzo 

Morman, Sr., David Morris, ClfHlcie D. Oglesby, Jr., "ollis O. RobIson, J. tL 

Sullivan, Jr., Rhea "Skip" Taylor, Wayne Thomas, Gordon Tomlin, Myles Wilson 

and Allen Yancey, Jr. 

WIll nIl members beIng present, the following proceedings were had 

And entered of record, to-wIt: 

Notion was made by CommisRioner Kelley, seconded by Commissioner 

SulliVAn, and utlAnimottRly cRrried 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 Tad Williams as recommended by tile 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 flooi 

was declared closed. 

Hotion was then made by Commissioner Sullivan, seconded by Commissioner 

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

nESOLUTION or AMENDMENT 
or TilE 

FAVETTE COUNTV ZONING nESOlUllON 

WI IE nFAS, rp-IlIl0~~P.O Codp. Allllolnied Section 13-7·105 empowers a counly legislative body 
10 flmpnd <my pioviBioll 01 fl 70llillH oldhlOnce following the amendment's submission for 
nPPlovnl, di~rtpplovnl 01 ~"qtff's1iolls 10 Ihe regional plannll1g cOl11mlsslon of lhe region in which 
Ihp. If1IlilolY covmed hy Ihf1 olllillnnc!") I~ located and following a public hearing Ihe lime and 
plrtcp. 01 which Is puhli!'lm!l in n Ill"wsllfIper 01 genetal chculalloll 111 Ihe county; and 

WI 'EnEAS, I\I!icle IV, Sf1eIiOIl ~, 01 Ihe rayene County Zoning Resolution addillonally 
loqllhf's n puhlic IIP-mlr1H by tim IrqiOfml plmmlng commission Ihe lime and place of which 
IO!.lp.llml willt Ihe (lInelldlllf1lll's COIIIOI1\ shall be advettlsed by al leas' one (1) publlcalion In a 
110wspnpm of Q("I1(."1 nl cilculn'iol1 ill rnYf'lIe Counly al leasl five (5) days In adVAnce 01 Ihe 
hf'millO hy Ihp. plrlllnitHJ COII1"li~~ion nllt! nl Ions! Iilleen (t5) days 111 advance of 'he heating by 
Ihp. counly cOlllmission; nnd 

WI 'EnEAS, notice 01 S\If;1! 11r>;lIil1q~ mHI the flIl1endrnenl's content was published In lhe Fayelle 
Coullly 1l0viow on Novf1l11bm ;.>r;, '!l1I1; nnd 
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WI n:IlEAS. 11m rnYf!lIn County llf!gIOllfl! rhmnlng Comflllsgion RI lis regulAr monlhly meellng 
lipId [II 1111" Fnyr>lIn Co"nty COlIIIIIOII~"" hI Romnrvllle. TentleSSep., 011 lJecml1ber 2, 1997, 
following fI public ImmlrlU; fflviewml fllld recommended approved 01 said Amendment by the 
rflyelle COllnty Comrn!!;slon; fllld 

WI !EIlEAS, Ihe COllnty LeHfslfllivf.! Dody andlor Ihe Board or Commissioners or rayette 
COIlll1y. Tennessee, 111 leglllm session assembled at the Fayelle County Courthouse on thIs 23td 
day of December, 1997. Imve hold n puullc heatIng on Ihe proposed amendment. 

NOW. II !EfU::fOIlE. DE Ir nESOLVED, by Ihe County leglslallve Body andlor the Board of 
COl1lll1issiollfHS 01 rAyelle County. Tennessee, III regular session assembled at lhe FayeHe County 
Cmlllhow;e on thIs 23ft! day 01 DncmnhP.r. 1997; 

"'A r AllllCLF VII OrlliF 70NING IlFSOLUnON or rAYETtE COUNTY, TENNESSEE. 8E 
AM[NIJEI) AS rOLLOWS 

. A. 	 Ul1dm 1\,lIelf.! VI' "I'JOvlsloml lor Lnnd Use DIstricts," SeGliol1s 1. t and 1.2.2 be 
ntllP'lIdml m~ lollows: 
( 1 ) Section 1.' 1m dnlf"llpd :1I1d replaced willi "rerrnilled Uses: Foreslty end 

nqliclIltulf'; Chllrcllfl~; P,lvole nonpfollt schools; Public and semipublic uses." 
( ?) Sodion I.?? hPo dnlnlml and teplaced willi "For chUtches - One (1) acre." 

11. 	 t In!iPl Sodioll G.'. I "1'PllI1i11n.d Uses" of Allicle VII . "ProvIsions for land Use 
Di~Irids." mId 10 the prp~f'!lll lislil1g the permllled lise "Cemeteries." 

C. 	 lImlm Sed ion :'.1.2 "SUP. SlIlInhlllty Stnndards," 01 I\'"cle VII . "rrovlslons for Land 
Districls," mid tim following 2 new secllons: 
( 	1) Secliol1 fl.I.?2.:' thnl would lead "For Cemete,Ies - one Bcre; for expansion of 

nil px/sting cf'lllp.lr!lY properly - None. 
( ;:» Sedioll 5.1,2.:15 IIml would read "For Cemeteries - 50 feel; for a cemetery 

nlnrlling fill nflillnled chu,ch or cemetery property I1ml has 50 feet of public road 
h0l11nge - NOllf'!. 

I his :1I11""HIlllent sImI! hp.col1lP. ellncllve 11m day following lis adopllon. the public weHere 
tf?fll,lrill(J II. 

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 VO.lfls then opened the 

floor to the public for comments in favor of or in opposition to the rezoning. 

WHh no comments being offered t floor was closed. 
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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 Rnd 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: 

Beginnirlg 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 R distance of 561.82 feet 
to a point being an external corner of the Luck 133 acre trnct 
(Bk. 411, Pg. 425) tehcne S 85" 41' 17" E, along said line a 
distance of 173.74 feet to a point being an internal corner of 
said J~uck'R 133 acre tract; thence sao" 24' 2S" 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 said line a distance of 525.82 feet to the 
point of beginning. Containing 30.67 acres. 

Hotton WRS then made by Commissioner Morris, seconded by Commissioner 

Arnett, and unanimously carried by the Board appointing the following as Notaries 

Public: District 1: L. 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 

Education, but none available. 

Commissioner Sullivan presented the recommendation of the County 

Development Committee and moved for the acceptance of Woodsedge Subdivision 

Phase Itt, 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 said 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 unRnimously 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. 

~ , If ' ""' 
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CommlRsloner Tomlin reported for the lIenlth & Welfare Commlttee 

(ltal presented their recommendation and moved thAt the name of Or. John Morris 

be shown on the sign for the new Fayette County Health DepArtment. Motion was 

seconded by Commissioner Fowler and unanimously carried by tIle Board. 

Reports were called for from the Criminal Justice & Public Safety 

Committee, but none presented. 

Commissioner Brewer nid the P8IIOJ1Jlel Committee reviewed the ponci81 and 

we found out that they were in order~ and our County Attorney bad reviewed them and 

we recommend paaase ofthem, and I 10 move. All the ot1ic81 in the County have 

mbmitted pemmnel policieIJ and they have been reviewed by Mr. Tomlin. They are 

buically the nme. There is one that is Mr. Kee"s that Mr. Tomlin has some questions 

about. I wu inJtmcted to go ahead and it it not neceaary to approve Mr. Kee's,juIt 

limply to acknowledge that it hu been submitted and that it hu been reviewed by the 

County Attorney and Mr. Tomlin hu lOme questions about it and Mr. TomHn will 

resolve those quemons u a later date. We do haw a motion that tbete be approved• 
. 

Seconded by Commillioner Morris and unanimously cmied by the Board. 

,~;IIIIJlOYlllentAt_\\,i11 

No PUlifY, henelif, or 1"'UC('dllre cOII.nined herein crenles nn ell1,Jloyment 
('oulnad I'm' nlly "eriod of .hm', All ellllJloyees will be cOllsldued employment-nl
will. 1~IIII'loyees mAy be tCl'IlIinuteti ror rnilure to sAtisrnctol'ily l,el'rol'll1 theil' dulies 
01' siml,ly .. I (he will of thr. clIIl'loyel', but fhey shnll not be terminnted ror n 
discl'iminntol'Y 01' iIIrgnllml'ftUSe. 

There will be n sb (6) mOllth I'nthnfioll ,Jc"iod for nil new ellll.loyees. DUI'ing this 
timc evcryone will he doscly Snl'('I"vbed in onlel' to becollle fnmilin.' witll duties nnd 
res I'ollsibilit irs. 
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limply to acknowledge that it hu been submitted and that it hu been reviewed by the 

County Attorney and Mr. Tomlin hu lOme questions about it and Mr. TomHn will 

resolve those quemons u a later date. We do haw a motion that tbete be approved • 
. 

Seconded by Commillioner Morris and unanimously cmied by the Board. 

,~;IIIIJlOYlllentAt_\\,i11 

No PUlifY, henelif, or 1"'UC('dllre cOII.nined herein crenles nn ell1,Jloyment 
('oulnad I'm' nlly "eriod of .hm', All ellllJloyees will be cOllsldued employment-nl
will. 1~IIII'loyees mAy be tCl'IlIinuteti ror rnilure to sAtisrnctol'ily l,el'rol'll1 theil' dulies 
01' siml,ly .. I (he will of thr. clIIl'loyel', but fhey shnll not be terminnted ror n 
discl'iminntol'Y 01' iIIrgnllml'ftUSe. 

There will be n sb (6) mOllth I'nthnfioll ,Jc"iod for nil new ellll.loyees. DUI'ing this 
timc evcryone will he doscly Snl'('I"vbed in onlel' to becollle fnmilin.' witll duties nnd 
res I'ollsibilit irs. 

'I'hrl"c will he A "rllorltUUlfC evnluntion eneh yenr ror every emlJloyee. Employees 
willl,,~ cvnlnll.ed 011 nUihulcs 'nw"rd worlt Alld co~worl{el'S, the qUAlify or work, nnd 
Hll~ willillglll'SS '0 USS"lIIl~ n'sl'ollsibility. This evnluAtion will be I,ersollnlly discussed 
with ('nth eml'loyee nt inh'l'vuis :tncll,lneed In fhe cIIIl,loyee file. 

l'cnolillcLlrUes 

An imlividunlil,t'd 1l1"",'IiHIllIt'1 nh~ will be mnintnillt'd 011 ench eml,foyee. It is the 
1'('spclIIsihiIHy of' ('ltd. t'1II1,luyt'c to IJI'ovidc nccm"nCe illfonllnfion to the ell1lJ1oye.'. 
1~lIIl'loyt't,S nrc nlsn n'slwnsihlc fur "CIJot'ling h) Ihe emlJloyCl' nny chnnges in Ihe 
iilfol'mnfiulI, which Iht,y "nvc IJn~vion5ly l'l'ovided. 

J 111111 igrntilUl.1'J1IICn 

"pon inifinl CIIII,luYIII('nC, nil cmployees n"e .. e(lulrcd (0 nUest that tltey nre 
1""'f"lIy rli~ihlc to "'''I'll ill flu' tluiCed SCnfcs. Ii:m.,loyt',('s nre fm'ther' ':C(luired to 
Itruvidr Cn fhe cmploycr ('nl.ir~ of documen'5 proving (hb cligibility. ' 
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IfniLLab.uLStnudnrds..A.ct 


W.m:lc.,uel,,,, All employee will be "Rid R l'cgulRI' 11I0nthly ~~IRI'Y which cove~'s RII 
hours worlled 111' to thirty-five (35) during eRch worh,week. lite workweek will 
hegin Rt 12:01 R.m. on Mond"y Rnd end Rt 11:59 1).111, on SundRY· 

(bc[limc/CulIlIJclIsnhuy ThUt'. All eligihle eIllIJlnyf.~f.·s shull he luthl ovel'lilne or 
gh'('n l:nlllllC.'nsnhu'y linlt~ (sllh,j(~fl 10 nllownhle limits) fut' nlllwm's worlu~d uver fm'.y 
(110) during flll~ wol'lnvrdL Nu ()"('rCinH~ or cOUlI,ensueury fimt~ will he enrnccl until 
the cml'loyee hilS n'orlH~d UII .ht· ,ioh O"l~r for.y (40) hOlll's I'm' his/hcr WOl'll period. 
(h'(~I'Hlllt'/('olllp(~nsn(t;I'y timl' is srht'cI"led lit .he disndiun of Ihe olfire hohh~r. 

(h'cr.:limcUnlc. All (~ml'lo.r(~(' who wen'lts ovcl,.inl(~ will receive overtime I,ny lit II 

.'nle of tillW nud one-hull'. An (~mploycl~'s 1I111lllni slth..,y divided by fifty-twu (52) 
weclts ddHlllines his/ht", w(-{-hl)' snlnry. The wechly slllnl'Y is fhcn dividcd by the 
nllmhel' 01' honl's in It 1I0nllni wlldn\'(~d, fo clelcl'Illillc flll~ rcgnlnl' hOllrly rnle of ItI'y. 
Thn. rah~ will fhell bc mlllliplh-ci It)' (IIIt~ ancl ollc~hnlf In cldcl'luine fhe ovuUme rufc 
01' I'=-y which will he lu,hl I'UI' nil hUlIl's ",o.-Ilcd over forty (40) during R weel" IInlcss 
c:nml,cnsnlm'y lime is gh'c'lI. No sultlifiollnl cUlnl,ellsnfion will he I,nid (01' hOllrs 
wtlritcd undcl' forly (40). 

SclcdiulI.ori:ulIIlJCnsntury Time. li:lllployces who nre rceluircd (0 wOl'h in exccss 
01' 1'00'Iy (tIO) hours Ilel' Wl~l~h may receive compenslllory time off In IiclI of ovn.ime nl 
fhe discretion of end. otlil'l~ holel ...... Sud. compensatory Ume shull be eRrneci III R 
ru.c of one nnd ollc-hnll' hom's I'm' (~nch hom' of CUlI,loYlUenl worlted over forly (40) 
h,UlI'S I'CI' weeh. An emilio)'''''' ('IUlllol nCCTlIC more fllnn for.y (tlO) h01i1'S of 
compclIsnfol'y lime. 

The lise of t:olllllcnslI'ory Umc is slIh,icd '0 "1'l'rovlIl hy (he employe.', Such 
nl'lu'ovnl willllo( he dcnit~d unlcss undue.. disrlll,fiOlLht Ihc_oJIic.c..oI:JlcllnrlJllclitlyill 
Itttlir. 

AUcndulicc. III onlt~r I'm' FlIydle COIIII~y '0 IIInill~nili 1I11c1 ., .."viele fhe highest 
level or service (0 fhe cumlnlmify, yOlll' nUcntlnnec is nhsolntely nccessnry. In ensc of 
nn illness or injury thn. wouttl Itrc\'cnt yon ....om ,'cl'ortillg to worl, nl yom' 
sdlcduled Umc, yon nrc I'('fillind to notify y01l1' eml,loyer III'in.. 10 fhe shar. or cneh 
wo..", tillY no Intc.' Ihnn 9:0n n."'. The Cime you enilis IInlJOl'lnnl In preparing yom' 
wOl'lllond. 

Uctnnls., Onice h01i1'S IIrc !\'Iotul"y fhnUlgh Frhlny from 9:00 n.lII. until 5:00 
It.lII. Th(~rc is one Itonl' when Ihe (~ml"oycc is .o.nlly rdicvcll of nil duties (or IUlich. 
I~nch cmployce shull sign It s('h(~llule showing .he Iln.-Ut:..I" .. cmlJloyce's \VOI'1i 

st:hedul(~. l~vCl"y mOIl.h Ull~ (,IIt(llop:l~ hns fhe dltfy 10 file II signed schedule fOI'III, 

which shull show sh:lt 1t'1I\'(', and ":trulion Inhcli. 

, ; 
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nn illness or injury t hn. wouttl Itrc\'cnt yon .... om ,'cl'ortillg to worl, nl yom' 
sdlcduled Umc, yon nrc I'('fillind to notify y01l1' eml,loyer III'in .. 10 fhe shar. or cneh 
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lluJidnys 

GCII(~rnlly, fhe folluwing hnliduys will be declnred onidnl holidnys, nnd elll.doyers 
will he t'Xclised rrom wnrl, wifhout chnrge (0 lenve. 

Nt~\" Y(\JI'··S I)Jly....................................................................................................IJ'II'II'I~y I 

MlIrfiu l,lIthc.· .(ing, ..... Unl' .................................................. 3nl Monday in ,'allll,al'Y 

I'rrsidt'n"s nny.............................................. ~ ..................... Jnl Mondny in Februnry 

(;ouII Ir..icllly................................................................................. Ira-itloy befo.·e Enslc.' 

J\'It'lllorinl I)ay ........................................................................ ''II'' I_,nsl MOllllny il' lVlny 

111(leltellllellce I)ny.............................................................................................. Jilly 4 

l.lul'(Jr I'ny.......................................................................... I sf 1\1olltlny ill SelJCelliber 

VclerJI."s I)ny ....•...•. * •••• ~ •••• * ••••••••• ~ .......................................................... Noveillbe.' II 

Tlumhsgiviug Ulty........................................................... 4th Thursday in Novembe.· 

Friday Ancl" Thnnhsgiving................................................... 4th Fridny in Novembu 

(:hrishnns .......................................(2 1/2 dRys) ................................... Uecenlber 25 


Chdshnns lIolhlnys will hl~ dt~cided 011 n yen..ly bnsis dCltcnding 011 the cluy 
of ClIl~ wt~cI, HmC U('f('mht~I' 25 fnlls "Itull. 

\VIU'n n holidny fnlls 011 Sntllrclay 01' SUlidRY, (he Mondny following (he holidny 

is suhstituted. These holi,ln)'s nrc subject (0 review nnd chnuge by fhe )i'nyelte 

(:o"n'y dl'dcd or ul'l'oillh·t1 ollidnl. 


SI)cchdl'uy,J'"uvisions. It:,,(.•,y clIo ... will he mnde Co nllow nil full-time employees 
on 011 l~ndl desigllnh~tI hulidny. If it is necessnry fOi' n .. emlJloyee 10 worlt on n 
holitlny, hc shnll he t'HmIH~nsnft,cI nt " mel' Chnt is onc nnd olle-Iudf fimes Uac 
t'lIIplol'rc's .'rgllln.· nate of Imy It,.. fhe hnul' netllnlly worked. The full-time employee 
mny rlt'd to receivc COllillcllsn'm'y time fhnt silldl he carned nt fhe ""'e of one nlld 
one-hnlf hour fOl" end. hour nctnnlly worl,ed ,hll·jug Ihe holidny nl the dj5~ ..etioll of 
the t~mllloycr. 

SiciJ.LClll'C 

Ji~n"lIillg mnl AccmJJnlalill~SiclJ. Uny!. Sid, leave sltnll be considered n bcnefit 
lu..1 I'.'ivilegc lUul lIot II I'i~ht Full time elllidoyees will n~ceive full .,,.y during 
hlclllull'ily enust'" hy ilhll'ss if sirl, lenve is tnllen. Sid, leuve is enl'ucd nt HIC rnle of 
otu~ lhlY I'l'" month (12 tlnys IWI' yt~=n). 

The."c is 110 IIIIUhllll1ll uffnmulutiun of sicl' lenve cl'edifs. Sicl, lenve hns no cash 
vnlne. In (he even' of nfin~IIH'II" nlillulised sicl, lenve will he credited townrd Ume 
of sel'vil~C nlld uscd (0 (~nlrulu.c n~IiI'clIIl~lIt hCliefiCs. 

" 
I. 	 !fm' the I'nqUlsl~ ufrulrulatioll, hvcllty (20) tlnys of mllIsed slch, lenve shnll 

(,CHilli itS nne (I) munth .ownnl.'cfircmcn( hencnts. 

II' nil employee is in n Ilnid s.alus fu .. one-Iudf of the 1II01I.h 01' more, he/she will 
he credited with one lIny (II' skit It'llve I'm' Ihe 11I01ith. Other wise, he/she wilillot 
JlClTlle nuy .ime fol' .he lIIon.h. 

Genernl Sicl\.Lcny.tnulc!.Jlml_l~nu:cdllrcs. 

I. Usc ur Sich. Lenvc. A II (~m .. loyce IIIlty utilize sid, Icnvc nllownllee feU' nhsellees 
dne '0 his/hcr own illness HI" inju.,y. Ski, ICllve mlly he used during nil illness or 
lIIo~hCI', fUtlICI', wife, hllsbnntl 0'" rhildrcn. Sid, Icnvc IIIlIy nlso be uscd fOl" 

ul.l'oinhllclifs wi~h n Iitel1s(~d .lorIOl', dcnUsf, or recogllizclllJrncliUollcn. "'hcli 
nl'l'rul)rin'h~. II I,nrtinl skltel:IY mill' h{~ used I'n.hl~I' Chnll n run dny. i!:ml,loyccs who 
ht~fOmc ill during .he IH~riUlI fir 'hd.. vncnfioll IIIlly reqnest 'hnt Ulcil' vncnlioll he 
h~ml'un,rily 'crlllinuh~tI nlltllll(~ linlt~ dllmged '0 sid, Iravc. lIowever, such I'Cclliest 
must he jns'ilil~d hy mealls HI' a .Iodor's stulelllclI' 111'011 n~llI ..n to \Vorll, No 
l~ml)IIIY'~{\ IIIny gh'(~ OJ' loan sirlt h'n\'t~ tn nllo'h(~." employee. 

lluJidnys 

GCII(~rnlly, fhe folluwing hnliduys will be declnred onidnl holidnys, nnd elll.doyers 
will he t'Xclised rrom wnrl, wifhout chnrge (0 lenve. 
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Chdshnns lIolhlnys will hl~ dt~cided 011 n yen .. ly bnsis dCltcnding 011 the cluy 
of ClIl~ wt~cI, HmC U('f('mht~I' 25 fnlls II Ito II. 

\VIU'n n holidny fnlls 011 Sntllrclay 01' SUlldny, (he Mondny following (he holidny 
is suhstituted. These holi,ln)'s nrc subject (0 review nnd chnuge by fhe )i'nyelte 
(:olln'y dl'dcd or ul'l'oillh·t1 ollidnl. 

SI)cchdl'uy,J'"uvisions, It:,,( .• ,y clIo ... will he mnde Co nllow nil full-time employees 
on 011 l~ndl desigllnh~tI hulidny. If it is necessnry fOl' n .. emlJloyee 10 worlt on n 
holitlny, he shnll he t'HmIH~nsnft·cI nt " mee Chnt is onc nnd olle-Iudf fimes Uae 
t'lIIplol'rc's .'rgllln.· nate of Imy It,.. fhe hnul' netllnlly worked. The full-time employee 
mny rlt'd to receivc comllellsn'm'y time fhnt silldl he carned nt fhe .. nle of one nlld 
one-hnlf hour fOl" end. hour nctnnlly worl,ed ,hll·jug Ihe holidny nl the dj5~ .. etioll of 
the t~mllloycr. 

SiciJ.LClll'C 

Ji~n"lIillg mnl AccmnulalingSiciJ. Uny!. Sid, leave sbnll be considered n benefit 
lu .. 1 I'.'ivilegc lUul lIot II right Full time emldoyees will n~ceive full .,,.y during 
hlclllull'ily enust'" hy ilhll'ss if sirl, lenve is tnllen. Sid, leuve is en.-ned nt HIC rnle of 
otu~ lhlY I'l'" month (12 tlnys IWI' yt~=n). 

The."e is 110 IIIIUhllll1ll uffnmulutiun of sicle. lenve cl'edifs. Sicl, lenve hns no cash 
vnlne. In (he even' of nfin~IIH'II" ,,1I1I .... 5ed sicl, lenve will he credlled townrd Ume 
of sel'vil~e nlld used (0 (~nlrulu.c n~IiI'ellll~lIt bcnetiCs. 

I. !fm' the I'nqUlsl~ ufrulrulatioll, hvellty (20) tlnys of IIlIused slch, lenve shnll 
(,CHilli ns nne (I) munth .ownnl.'cfircmcn( helletits. 

II' nil employee is in n Ilnid s.alus fu .. one-hldf of the 1II01I.h 01' more, he/she will 
he credited with one lIny (II' skit It'llve I'm' Ihe 11I01ith. Other wise, he/she willllot 
JlClTlle nuy .ime fol' .he lIIon.h. 

Genernl Sicl\.Lcny~.nulc!.Jlml_l~nu:cdllrcs. 

I. Usc ur Sich. Lenvc. A II (~m .. loyce IIIlty utilize sid, Icnvc nllownllce feU' nhsellces 
dne '0 his/hcr own illness HI" inju.,y. Ski, ICllve mlly he used during nil illness or 
lIIo~hel', fuUlel', wife, hllsbnntl 0'" rhildrcn. Sid, lenve IIIlIy nlso be uscd fOl" 
ul.l'oinhllclifs wi.h n Iitel1s(~d .lorIOl', denUsf, or recogllizclllJrncliUollcn. \\'hell 
nl'l'rul)rin'h~, II I,nrtinl skltel:IY mill' h{~ usecll'n.hl~I' Chnll n run dny. i!:ml,loyees who 
ht~fOmc ill during .he IH~riUlI fir ,hd .. vncnfioll IIIlly refines. 'hnt Uleil' vncnlioll he 
h~ml'un,rily ferlllinuh~tI nlltllll(~ linH~ dllmged '0 sid, Iravc. lIowever, such I'Cclliest 
must he jns'ilil~d hy mealls HI' a Ilm""r's stnlclIICII' 111'011 n~llI .. n to \Vorll, No 
l~ml)IIIY'~{' IIIny gh'(~ OJ' luan sirlt h'n\'t~ tn nllo'h(~." employee. 



2, UuqllllcnlnUun uf Sh:h, J,('an.. l~ml'lnyt~cs nre n~(llIi ..cd to noUry the emltloyel' 
liS f.~nrly ns IHlnihlf.~ on Uw nl's' flny ur theh' sid, Icnvc "hSCIlt.:(', An employee mils' 
tnhe IUl.. ' or n tiny 115 skit h'IH'(~ ",h"1l dodOl', ,Icn.nl m' 0l,tklll ""I)Oin'ments "I'C 

I'c(luircd for ~he f.'ml.loY(·l~ 01' his/hu fhihlrcn. Sidllcnvc mny h(! fnhen in multiples 
of nol 1t'55 flulII OIH~-h"lf (Ill) (In.l'~' Alll~lIIployec who dnims sh'l, lenvc will, nrtcl' 
'he .hinl ('onsCl'ulivc tiny flf ilhu'ss, Itt~ n'(I"in~cI (0 furnish II ('u.ilicn'c from It 

I,hysidnn s'ltting Ihe 1II" .. n~ HI' Ult~ sidmcss 01' i..jlll'Y. Tilt! .10(:101"5 sln'cmcil' shoultl 
ulso ..rovide tllU' suicl (~ml'l"yl'(' hilS htf.~11 in('nIH,dfnh~(1 fur \\'orlt I'cu' .he I,criud 01' 
his/hcl' nhsrllt'f.', nlHl Hill' 11l'/slll~ is n~lIill I'hysh'nlly nh"~ 1o l'ul'''l'In hislher Iinties, 

J, J!~~hllnstiuIIJt[ Sirh I,l'in't', II:mplnyccs who huvc mWllnll HI' .heh' nCfumuln.cd 
skit Icsl\'c will 110' I'ccdvc liunlldnl rOltlltCnslltion ful' :HhlifiulIlIl tlnys needed clue '0, 

illness 01' in';,,"Y. ifcU' nny mhliljuunl lime neetled, .he f.~m .. luycc will he considercd 
liS on sa Icnvc-withou(-pny-slnfns unless .he cillployee hus nlly nc:rltlllulnlcd vltrnfiull 
lilllc 01' fOUtttCllsn'""y timf.~ n~",aiuillg, The Clllt"oyt~C mlly n'(IIH~s' thnt ndditionnl 
sid, IClive he nctlitccl ngnins. IIH~ 1'l'lIlnillillg vI,,'ulion m' fompensnhU'y limc, 
Accnlllllln.cd sidtlenvc shnll nut ht~ mH~c1 rc)l' worhcI"s l'ulI1pensnfinn henelits. 

Any non-t'IIIC1'gcllcy su ..gt·t')' will hc "b.-ussc" wi.h Ihc employcl' before .he 
surgery is schedule,1. I!:vhltun~ (If nhusc of this h(,flclit will he gl'Olilids rOl' dismiss,,1 
01' clisd.,UIIIU'y n('finn, 

il. Ifnmily_ Mcdh:nllJrllvcAtt. Irnmily Medicnl L.enve lime will he foken due fo 
cIIIIJloyee 01' ('ligible fnmily IIIcmhCl"s illness 01' cligible condition. Sick lenve will be !Ised 
silllnlCnlH~ously maUl cxhtmsh~cI whell IfRmily Medicnl Lcnve time Is nuthorlzed. Ji'nmily 
M(~di('nl I Jrnve Imlit,y 5hnlllH~ ns follows: 

f. 	 Ih'liniliolts: 

n, 	 IWgihl(~ t~III.,loyCl·: IWgihle ellll,loyees nl'e Chose who hnve heen 
('mploycd I'm' n. Icns. twclvc (12) lIIonfhs, who hnve ,u'ovided n' lells' 
I t250 hours of s('..vi('l~ during Hie twclve (12) memehs berore lenve is 
1'r(IUl~sh·tl nlld who wo..klll n \VOI'" sUc where nf Icns. IUty (50) 
clllpluYl~CS nrc 011 the Imyroll (eithe .. nt fhnt site 0" ",Uhln It seventy-nve 
(75) milc .."dillS). 

h. 	 "nrcnt: Moth"., or .il.her of nn ellll,loyee, 01' nil ndult \V'IO hod dny-to
dny n~slJ(msihiliCy for rnl'ing f ... , the cmlJloyee lhn'lng his 0.' hel' 
childhood yl~nrs in 'tlnre ur the IInturni .,nrents, 

t'. 	 SUII 01' dnughh'I'/dlild: Uiologicnl, ndollfed, 01' foslc .. child, n slel,child, 
legnl wl,nl, CJI' fhild of n penon stnlldillg in the .. osition of I,nrents, 
who ,u'e IIlUlcl' Ule nge of eighteen (18) yeon. Children ",Ito nl'c 
eighteen (I H) yellrs 01' olelel' c)lInliry, ir they nre illcnlmblc of selr-rnre 
bernuse ..I' 111('11'"1 or .,hysicnl disnbilify. 

d, St'I'iOIlS h('nUb condition: An illness, illjtH,y, imltnirmrn', Or' Ilhysirnl 
01' 1lIl'"tnl cmulitiol1 involving cithe.· inttntient cnl'c 01' confilming 
C.'rnhnrnl hy n henlth fnl'e I,roviclel', 1Gxnml1l('s or 5l'rion5 hrnl.h 
conditions illrhule hut nrc not limited '0 hr:u. n"nd(5, hrnrt 
("omlilions I'ecluiring hro,,' bY-IInSS 01' vnlve operntions, most CnfleCI'S, 
hndt "Iterntions "('(llIh'jug utensi\lc Ih(,I'nI'Y (U' sUl'gicn1lu'orednres, 
sfrnhrs, 5ev('1'C rr5pirnhu'y foudiliollS, 51)illnl in.jurirs, sev(','e nr.hrUis, etc. 

2, UuqllllcnlnUun uf Sh:h, J ,('an .. l~ml'lnyt~cs nre n~(llIi .. cd to noUry the emltloyel' 
liS f.~nrly ns IHlnihlf.~ on Uw nl's' flny ur theh' sid, Icnvc "hSCIlt.:(', An employee mils' 
tnhe IUl .. ' or n tiny ns skit h'IH'(~ ",h"1l dodOl', ,Icn.nl m' 0l,tknl ""I)Oin'ments "I'C 

I'c(luircd for ~he f.'ml.loY(·l~ 01' his/hu fhihircli. Sidllcnvc mny h(! fnhen in multiples 
of nol 1t'55 flulII OIH~-h"lf (Ill) (In.l'~' Alll~IIII)loyec who dnims sh'l, lenvc will, nrtcl' 
'he thinl ('onsCl'ulivc tiny flf ilhu'ss, Itt~ n'(I"in~cI (0 furnish II ('u.ilicn'c from It 

I,hysidnn s'ltting Ihe 1II" .. n~ HI' Ult~ sidmcss 01' i .. jlll'Y. Tilt! c1O(:lol"s sln'cmell' shoultl 
ulso .. rovide tllUt suicl (~ml'l"yl'(' hilS htf.~11 in{'nIH,dfnh~(1 fur \\'orlt I'cu' .he I,criud 01' 
his/hcl' nhsrllt'f.', nlHl Hill' 11l'/slll~ is n~lIill I'hysh'nlly nh"~ 1o l'ul'''l'In hislher Iinties, 

J, J!~~hllnstiuIIJt[ Sirh I,l'in't', II:mplnyccs who huvc mWllnll HI' .heh' nCfumuln.etl 
skit Icsl\'c will 110' I'ccdve liunlldnl rOltlltCnslltion ful' :HhlifiulIlIl tlnys needed clue '0, 

illness 01' in';,,"Y. ifeU' nny mhliljuunl lime neetled, .he f.~m .. luycc will he considercd 
liS on sa Icnvc-withou(-pny-slnfns unless .he cillployee hus nlly nc:rltlllulnlcd vltrnfiull 
lillie 01' fOUtttCllsn'""y timf.~ n~",aiuillg, The Clllt"oyt~C mlly n'(IIH~s' thnt ndditionnl 
sid, IClive he nctlitcel ngnins. IIH~ 1'l'lIlnillillg vI,,'ulion m' fompensnhU'y limc, 
Accnlllllln.cd sidtlenvc shnll nut hl~ mH~c1 rot, worhcI"s l'ulI1pensnfinn henelits. 

Any non-l'IIIC1'gcllcy su .. gt·t')' will hc db.-ussc" wi.h Ihc employcl' before .he 
surgery is schedulcel. I!:vhltun~ (If nhusc of this h(,flclit will he gl'Olilids rOl' dismiss,,1 
01' clisd.,UIIIU'y n('finn, 

il. Ifnmily_ Mcdh:nllJrllvcAtt. Irnmily Medicnl L.enve lime will he token due to 
cIIIIJloyee 01' ('ligible fnmily IIIcmhCl"s illness 01' cligible condition. Sick lenve will be !Ised 
silllnlCnlH~ously maUl cxhtmsh~cI whell IfRmily Medicnl Lcnve time Is nuthorlzed. Ji'nmily 
M(~di('nl I Jrnve Imlil'Y 5hnlllH~ ns follows: 

f. Ih'liniliolts: 

n, IWgihlf.~ t~III.,loyCl·: IWgihle ellll,loyees nl'e Chose who hnve heen 
('mploycd I'm' n. Icns. twclvc (12) lIIonfhs, who hnve ,u'ovided n' lells' 
I t250 hours of s(' .. vi('l~ during Hie twclve (12) lIIemlhs berore lenve is 
1'r(IUl~sh·tl nlld who worklll n \VOI'" sUc where nt Icns. IUty (50) 
clllpluYl~CS nrc 011 the Imyroll (eithe .. nt fhnt site 01' ",Uhln It seventy-nve 
(75) milc .. "dillS). 

h. "nrcnt: Moth"., or .il.her of nn ellll,loyee, 01' nil ndult \V'IO hod dny-to
tiny n~slJ(msihiliCy for rnl'ing f ... , the cmlJloyee lhn'lng his 01' hel' 
childhood yl~nrs in 'tlnre ur the nntllrnll,nrents, 

t'. SUII 01' dnughh'I'/dlild: Uiologicnl, ndoilled, 01' foslc .. child, n stelJehUd, 
legnl wl,nl, CJI' fhild of n penon stnlldillg in the .. osition of I,nrents, 
who ,u'e III1lICI' Ule nge of eighteen (18) yenn. Children ",Ito nl'c 
eighteen (I H) yellrs 01' olelel' _,lIRliry, ir they nre illcnlmblc of selr-rnre 
bernuse .. I' 111('11'"1 or .,lIyslenl disnbilify. 

d, St'I'iOIlS h('nUb condition: An illness, illjtH,y, imltnirmrn', Or' Ilhysirnl 
01' 1lIt'"tRI cmulitiol1 involving cit he.· inttntient cnl'c 01' confilming 
t.'rnhnrnl hy n henlth fnl'e I,rovidel', 1Gxnml1l('s or 5l'rion5 hrnl.h 
conditions illrhule hut nrc not limited '0 hr:u. n"nd(5, hrnrt 
("omlilions I'ecluiring hrnrt bY-IInSS 01' vnlve operntions, most CnfleCI'S, 
hndt "Iterntions "('(llIh'jug utensh'c Ih(,I'nI'Y (U' sUl'gicn1lu'orednres, 
sfrnhrs, sev('1'C rr5pirnhu'y fouditiollS, 51lillnl in.jurirs, sev(','e nr'hrilis, etc. 
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I. 

I. 	 I,('nv(~ l'nJvisions: 

II, 	 An (~ligihh~ ('ml'ln}'rt~ mlly Cnlle UI' to hvrh'e (12) weehs ofniliutid leAve in 
n hvdv(~ (12) munn. I'uiod for .hc bh'n. of Achild 01' Ihe 1,IA(:emcIII of A 
d.iltll'ol' IHlopfiuli 01' rosIe.. cnrc. Undel' .he Tennessee MAlel'nify LeAve 
Ace, n 1"'lImh,' mny Cnlt" I1ddiliolllll fOl1l' (4) wee"s of uilimid Icnve if the 
Chnc (3) mun.h mlvnnrc notice is in coml,IiAlice. LeAve IIIAy Also he 
.nhen .n ntn~ I'u .. n deihl, slHUlse, (JI' I)Arclit who hnve A serious heAlth 
(,Ululit iOIi. 

h. 	 The righ' to IlIhc h'Jn'c 111)1)lies e(IUAlly Co mnle And femnle emldoyees 
who n,'e ('ligihh'. 

(:. 	 Un.,nid lenve f(U' the ,mrlJOses of cllre fo,' A newbor .. child or II newly 
ndol,fecl 01' "mlec.' ('nn! thild IIIl1st he tnhen before fhe end of the nrst 
hvelve (12) lIumlhs I'ullowlug Ule dnle of bh'U, or I'lnccmcnl. 

tI. 	 All cxperhlll( lIIo.her mAy tAlte nnlmid medlcnlleAve "IJOn Ihe bi..I" of 
.he (:hiltl, m' III'inr to Ule hir'h of her child for necessnry medicnl CAI'e Alld 
if hcr cOIuliUoll nnders he,' unAble to wOl'h. Sil1lilAl'ly, for Ado"tiOIl 0" 

fosh~I' ('''''I', lenVI' IIUlY be (nllen lllJOIl the 1,lncement of nbsence f ..om wOI'I, 
is ,'e(lull"cei fur .he 1.lnt~cml'nl to I,,'oceecl. 

c, 	 An eml,luyec mny .nhe ""I,nid leAve to CArc for' n I,nrent or SI'Un!e of nny 
Ilge who, bN'nusc of serious mell(AI or IliLysicnl condition, is in the hosl,itnl 
01' of heI' hl'lIl11l c:lII"e fndlUy. An ellll'loyee IIIlly nlso IAlle lenvc 10 CAre for 
II 'IJOuse 01' It Itnfent of nny nge ,,,110 is UllRhle to CJlI'e for his 01' her own 
hnsic hygi(~IH" 1I1111'iCionninceds 01' SAfety. Exnmples httlude A I,nrent 01' 

spouse wh(Jst~ tinily living Adivifies IIl'e hnl'Aired by such condUions AS 
Ab;ht'illlt~ ..ts elisc'nse; sln,lte 01' who Is recovering frolll mAjor sm'gery OJ' 

who is ill nU1I1 sellgl's or tel'minAI illiless. 

f. 	 If:ligihle l'IIIploy(· ..·s, who m'e tlllnble Co I,erfonn the fundiolls of the IJOsition 
held hc("nlls,,~ of n suiolls henltla condition, mlly re(lnest III' to .welve (12) 
weelts uIII",iel "·",'e. The (en.. serious henllh cOlldlllo .. is Inlended to cover 
(~olHlilions or iIInt'SS(~S Ihnt nlTeet nil c"'I,loyee's It('nltlt '0 Che extent fhAt he 
m' she IIIny h(' :.h~it'li. Ihnal work on r('occnlTing bAses 01' for more .hnn A 
few tlnys with tn'nfmt'ul or recovery. 

g. 	 1':IIII.loycc5 n~flllt'sfiltg IIIcdicnlleAvc due 10 fhei .. own illllcss 01' IlIjlll'y must 
simullnncfllIsly t~xlIJUlS' Imy siel, leAve, nnnnnlleAve, IJe..sonnl dAYS 01' 

vn('utioll tlnys. TIIl~ combillntiol1 of sicl, leAve, nnnuAllenve, nonting 
Iwlhlnys nnd Ulllu,hlienve IIIAy nol exceed (welve (J. 2) weeks. An 
employee who fnils (0 I'e(ul''' n. the elld or An AIJI,rOved lenve of Ilbsellce 
shnll he considered (0 hnve ..esigned At (he end of the leAve of nbsellce, but 
IIIny he eligihle fur nhire in the full nnd com"lete discretion of the FAyeUe 
County ollidlii. 

h. 	 Ihwing Itt'rhuls of.Ullulhllcnve, nil clIIl'loyee will not Acc.'ue Ally Addi.iOIlRI 
seniorUy HI' similn.' ellll,loyment benclils during the lenve. 

i. II' SIHHlS('S nn~ "'IIII,luyed hy the snme ellll,loyet' nnd wish to lAke leAve for 
the "',,·c or n IU'W dliltl or Il siel, .,,,rcnt; thei.. AggregAte leAve is limited (0 

hv(,h,t' (12) \""d,s, F.,.. eXlnnl,lc, if the I,enoll (nhes eight (8) wecllS or 
II'U\'C 10 fnn' r",' :I fhild, thc mother will he entitled to fOlll' (4) weells leAve, 
"01' n loin' of hvd\'{' (12) wcells of '('nve. 

I. 

I. I ,('nv(~ l'nJvisions: 

II, An (~ligihh~ ('ml'ln}'rt~ mlly Cnlle UI' to hvrh'e (12) weehs ofniliutid leAve in 
n hvdv(~ (12) munn. I'uiod for .hc bh'n. of A child 01' Ihe 1,IA(:emcIII of A 
d.iltll'ol' IHlopfiuli 01' rosIe .. cnrc. Undel' .he Tennessee MAlel'nify LeAve 
Ace, n 1"'lImh,' mny Cnlt" I1ddiliolllll fOl1l' (4) wee"s of uilimid Icnve if the 
Chnc (3) mun.h mlvnnrc notice is in coml,IiAlice. LeAve IIIAy Also he 
.nhen .n ntn~ I'u .. n deihl, slHUlse, (JI' I)Arclit wll(~ hnve A serious heAlth 
(,Ululit iOIi. 

h. The righ' to IlIhc h'Jn'c 111)1)lies e(IUAlly Co mnle And femnle emldoyees 
who n,'e ('ligihh'. 

(:. Un.,nid lenve f(U' the ,mrlJOses of cllre fo,' A newbor .. child or II newly 
ndol,fecl 01' "mlec.' ('nn! thild IIIl1st he tnhen beforc fhe end of the nrst 
hvelve (12) lIumlhs I'ullowlug Ule dnle of bh'U, or I'lnccmcnl. 

tI. All cxperhlll( lIIo.her mAy tAlte nnlmid medlcnlleAve "IJOn Ihe bi .. I" of 
.he (:hiltl, m' III'inr to Ule hir'h of her child for necessnry medicnl CAI'e Alld 
if hcr cOIuliUoll nnders he,' unAble to wOl'h. Sil1lilAl'ly, for Ado"tiOIl 0" 

fosh~I' ('''''I', len VI' IIUlY be (nllen lllJOIl the 1,lncement of nbsence f .. om wOI'I, 
is ,'e(lull"cei fur .he 1.lnt~cml'nl to 1"'Oeetei. 

c, An eml,luyec mny .nhe ""I,nid leAve to CArc for' n I,nrent or SI'Un!e of nny 
Ilge who, bN'nusc of serious mell(AI or IliLysicnl condition, is in the hosl,itnl 
01' of he I' hl'lIl11l c:lII"e fndlUy. An ellll'loyee IIIlly nlso IAlle I('nvc 10 CAre for 
II 'IJOuse 01' It Itnfent of nny nge ,,,110 is UllRhle to CJlI'e for his 01' her own 
hnsic hygi(~IH" 1I1111'iCionninceds 01' SAfety. Exnmples httlude A I,nrent 01' 

spouse wh(Jst~ tinily living Adivifies IIl'e hnl'Aired by such condUions AS 
Ab;ht'illlt~ .. ts elisc'nse; sln,lte 01' who Is recovering frolll mAjor sm'gery OJ' 

who is ill nU1I1 sellgl's or tel'minAI illiless. 

f. If:ligihle l'IIIploy(· .. ·s, who m'e tlllnble Co I,erfonn the fundiolls of the IJOsition 
held hc("nlls,,~ of n suiolls hcnltla condition, mlly r('(lnest III' to .welve (12) 
weelts uIII",iel "·",'e. The (en .. serious henllh cOlldlllo .. is Inlended to cover 
(~olHlilions or iIInt'SS(~S Ihnt nlTeet nil c"'I,loyee's It('nltlt '0 Che extent fhAt he 
m' she IIIny h(' :.h~it'li. Ihnal work on r('occnlTing bAses 01' for more .hnn A 
few tlnys with tn'nfmt'ul or recovery. 

g. li:IIII.loyccs n~flllt'sfiltg IIIcdicnlleAvc due 10 fhei .. own illllcss 01' IlIjlll'y must 
simullnncflllsly t~xlIJUlS' Imy siel, leAve, nnnnnlleAve, IJe .. sonnl dAYS 01' 

vn('utioll tlnys. TIIl~ combillntiol1 of sicl, leAve, nnnuAllenve, nonting 
Iwlhlnys nnd Ulllu,hlienve IIIAy nol exceed (welve (J. 2) weeks. An 
employee who fnils (0 I'e(ul''' n. the elld or An AIJI,rOved lenve of Ilbsellce 
shnll he considered (0 hnve .. esigned At (he end of the leAve of nbsellce, but 
IIIny he eligihle fur nhire in the full nnd com"lete discretion of the FAyeUe 
County ollidlii. 

h. Ihwing Itt'rhuls of.Ullulhllcnve, nil clIIl'loyee will not Acc.'ue Ally Addi.iOIlRI 
seniorUy HI' similn.' ellll,loyment benclils during the lenve. 

i. II' SIHHlS('S nn~ "'IIII,luyed hy the snme ellll,loyet' nnd wish to lAke leAve for 
the "',,·c or n IU'W dliltl or Il siel, .,,,rcnt; thei .. AggregAte leAve is limited (0 

hv(,h,t' (12) \""d,s, F.,.. cXlnnl,le, if the I,enoll (nhcs eight (8) wcellS or 
II'U\'C 10 fnn' r",' :I fhild, the mother will he cntitled to fOlll' (4) weells leAve, 
"01' n loin' of hvd\'{' (12) wcells of '('nve. 



2. 	 Nu.ilit'nHon nntl Sdu'cl"ling: 

It. 	 An t'ligihh~ t·ltIl'ln}'t~.~ mult' I,.'oville "H~ ~ml)l"y~J' nl l~n~1 'lth"Cy (30) dny!t 
nclvnlU't~ .. ulit't~ ul" fh~ necd I'm'lenve rOJ' hi..I", lulol,tio.. ol'.,humed medlcnl 
h'cnhlH,.. I, ",Iwlt .he necel rm'lenve b foreseen hie. 'l'hi~ (hlr'y (30) dny 
ndvntlcc lIuUec is lIot l'eflnh'cd in cnses of medlrnl emergency 01' oIlier 
IInforcsrt'uhlt, "~v"lIh, snch ns I,..emutnre birth, 01' sudden c:hnnges in n 
""Uellt's l'nndilion fhn. n~(lnlre n chnnge In nhecluled medic:n' 
""cllhuc.. t 

h. 	 "nrell's whn nn~ nwniHng the ndol.Cioll or n child nnd nl'e given liute 
lIufire nf Ull~ nvstilahilify of n chiltlmny nlso he CUIII,,' frolll fhls thirty 
PO) "IIY nofift,. 

it. 	 eel"'ilienCion: 

n. 	 The employer I"(!SCI"V(~S .he right (0 vedry nil employee's rCfllles( fOt' 

r"mily mctlit'ullleJH'e. 

h. 	 If nil clIIl'ln)'(~(~ n'cl"es(s ICllve het~n"se or u 5CriOll5 henltl' conditiun 
01'10 nn'c fcU' n fllmity with n scrlous hrnlth condition, fhe employer 
U'flnh'l'li fhn. HH~ l"r'llIl'5' he t"'Plmr'ed hy fCI".mrnlioll issued hy fhe 
hen"h ..nn~ " .."vich-I' of .lte eligible elll.duyee or the fnmily memhel' 
SIll "1'lu"nl,.-intl', II" .hc clIIl,luyel' hns ....~nsun to (1,,('sHoll the originnl 
rel"filifntioll, lIu~ (~ml"oyrl' mny, nt ChI' elUl,loye.. t " u.,ense, I'Cfluire 
n sN'und Ullin ion "rom n diITeI'e.. t hen.... fl1l"e pl'ovl",,' chosen hy the 
..~ml.luYl~". Thl' (~I1II'lnyl'l' un " n~gllhtl· bmds ,mny IIOt em.,.oy .hnl henUIl 
c'ure IU"ovicl"I', If n "c50lnlicm of the co ..met enll not be ohtnined by ~ 
s('concl Ctl,inion, It Ihi .... HI,inion IIlny he oblnlned rl'Om nno.her' lu'ovider 
nlld Ihnl upilliou will he I1lml nnd binding. 

r. 	This ccrUfirnfioJl IIII1S' cOlltnln .he dn.e 011 which Ihe seI'ious henlth 
c'OIulifiuli hl'gnll, its .,I'obnble dlreelloll, nlld nl',u·o .... lnee medlenl fnefs 
wilh whirl. tht" hnowlcdge or the lten .... cnl'e IJI'uvidel' regnnllllg fhe 
('unclifioll. The f.~ ..tilic.'ulion must ul50 s'nfe the eml,loyee's need to enl'e 
for nte SClIl, dnnghh'I', siumse ol'lmrenl nlld mllsl include nil estimnte 
of the nmount of lime the emlJloyec is needed fo CAl'e fOl' the fnillily 
IIIcmhet', 

d. 	 Mcdh'nl rCI"'inl'ntion shnll he trenlcd ns cnnndrltHnl nnd ,n'ivilrged 
inronnn.ion. 

e. 	 An employee will he 1"C(luln~d to relml" I.erlodicnlly Co lh~ ellll,loyea' of 
ff...~ sfn'lIs nlUllIll~ intrillion of the clIIl,luyee to I'rCnnl Co worll . 

... 	 li:ml,loyc'cs who hllvc tnhell ""lmlti lenve IllUler fhis IJoliey must 
furnish 'he rml,loy",' wUIt n medicnl cc ..finc:nUoll fnlill .he emilloyee's 
ht'uUII c:nl"C l,ro\'idt'l" IItne Che ClI1."nyee I" nhle Co reSllllle WOI"1t hefore 
rdun. Is gnlUft~cl. 

2. Nu.ilit'nHon nntl Sdu'cl"ling: 

It. An t'ligihh~ t·ltIl'ln}'t~.~ mult' I,.'oville "H~ ~ml)l"y~J' nl l~n~1 'lth"Cy (30) dny!t 
nclvnlU't~ .. ulit't~ ul" fh~ necd I'm'lenve rOJ' hi .. I", lulol,tio .. ol'.,humed medlcnl 
h'cnhlH, .. I, ",Iwlt .he necel rm'lenve b foreseen hie. 'l'hi~ (hlr'y (30) dny 
ndvntlcc lIuUec is lIot l'eflnh'cd in cnses of medlrnl emergency 01' oIlier 
IInforcsrt'uhlt, "~v"lIh, snch ns I, .. emutnre birth, 01' sudden c:hnnges in n 
""Uellt's l'nndilion fhn. n~(lnlre n chnnge In nhecluled medic:n' 
""cllhuc .. t 

h. "nrell's whn nn~ nwniHng the ndol.Cioll or n child nnd nl'e given liute 
lIufire nf Ull~ nvstilahilify of n chiltlmny nlso he CUIII,,' frolll fhls thirty 
PO) "IIY nofift,. 

it. eel"'ilienCion: 

n. The employer I"(!SCI"V(~S .he right (0 vedry nil employee's rCfllles( fOt' 

r"mily mctlit'ullleJH'e. 

h. If nil clIIl'ln)'(~(~ n'cl"es(s ICllve het~n"se or u 5CriOll5 henltl' conditiun 
01'10 nn'c fcU' n fllmity with n scrlous hrnlth condition, fhe employer 
U'flnh'l'li fhn. HH~ l"r'llIl'5' he t"'Plmr'ed hy fCI".mrnlioll issued hy fhe 
hen"h .. nn~ " .. "vich-I' of .lte eligible elll.duyee or the fnmily memhel' 
SIll "1'lu"nl,.-intl', II" .hc clIIl,luyel' hns .... ~nsun to (1,,('sHoll the originnl 
rel"filifntioll, lIu~ (~ml"oyrl' mny, nt ChI' elUl,loye .. t " u.,ense, I'Cfluire 
n sN'und Ullin ion "rom n diITeI'e .. t hen .... fl1l"e pl'ovl",,' chosen hy the 
.. ~ml.luYl~". Thl' (~I1II'lnyl'l' un " n~gllhtl· bmds ,mny IIOt em.,.oy .hnl henUIl 
c'ure IU"ovicl"I', If n "c50lnlicm of the co .. met enll not be ohtnined by ~ 
s('concl Ctl,inion, It Ihi .... HI,inion IIlny he oblnlned rl'Om nno.her' lu'ovider 
nlld Ihnl upilliou will he I1lml nnd binding. 

r. This ccrUfirnfioJl IIII1S' cOlltnln .he dn.e 011 which Ihe seI'ious henlth 
c'OIulifiuli hl'gnll, its .,I'obnble dlreelloll, nlld nl',u·o .... lnee medlenl fnefs 
wilh whirl. tht" hnowlcdge or the lten .... cnl'e IJI'uvidel' regnnllllg fhe 
('unclifioll. The f.~ .. tilic.'ulion must ul50 s'nfe the eml,loyee's need to enl'e 
for nte SClIl, dnnghh'I', siumse ol'lmrenl nlld mllsl include nil estimnte 
of the nmount of lime the emlJloyec is needed fo CAl'e fOl' the fnillily 
IIIcmhet', 

d. Mcdh'nl rCI"'inl'ntion shnll he trenlcd ns cnnndrltHnl nnd ,n'ivilrged 
inronnn.ion. 

e. An employee will he 1"C(luln~d to relml" I.erlodicnlly Co lh~ ellll,loyea' of 
ff ... ~ sfn'lIs nlUllIll~ intrillion of the clIIl,luyee to I'rCnnl Co worll . 

... li:ml,loyc'cs who hllvc tnhell ""lmlti lenve IllUler fhis IJoliey must 
furnish 'he rml,loy",' wUIt n medicnl cc .. finc:nUoll fnlill .he emilloyee's 
ht'uUII c:nl"C l,ro\'idt'l" IItne Che ClI1."nyee I" nhle Co reSllllle WOI"1t hefore 
rdun. Is gnlUft~cl. 
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~, 	 I\lnilll(,lIlIlItc or IIl'nUh I1l1d connA Urlldifs U"dug lI""nhl I.rnve: 

:to The ('mllloyt'I' ~hnlllUnin'nin henlCh imml'lUlce benefils, Imitl by fhe 
t'l1I1.loyt'l' I'm' UU~ ('IlII,loyee, d .. ring I,eriods or ""I'nid Icnve without 
itl'enlll,tiulI, The (~lIIltlf)yee muse I,ny nny 1"'Yllle .. ' for fnmily 
fClVt'l'nJ~t~ III'l'millt"~t 01' olhel' l,nYl'ull dcdncfihlrs rOl' insurAnce IJUlieies, 
01' Ulf ht'IH'llh IIIlIy lIut he continued. 

h. 	Tlu~ l~mllloyt'l' hils II right to n~cCJvr .. rrom .he cIIII,loyer nil henllh 
insunUll't' pn'miulIIs IUtid during .he "ulI"hllenve if the eml,loyee fnils 
lu rehll''' 'u wOI'I, "fh~I·lenve. leml,loyees who rnil 10 I'C'UI''' to "'0")( 
hCC'Ullse Ch,'y Itt'(' mlS,hle Co I,erfonn fhe rllll(fiollll of .heh' joh hecnuse 
of n"'h' em' .. s ....iuus IH~nlfh comliCh,.. 01' hecnllse or Ihe continued 
1It~(~(~ssify ttl' ('ndug rcU' n serinusly ill rllmily ",emltea' IIIny be euml" 
....om UH~ 1'('('ul,11II'e I, .."vlsioll. 

f. 	Le,n'e fnlu~1I lIIuh'" Ihis Iwliey does not cfJllslifutc n (Innlirying evcllt 
fhnt eliCilh~s un ('Ulpluyee to COnnA hlsUI'Rllfe (ovunge. lIowever, 
fhe (Iunlifying (,\,(~lIt h'iggering COlinA covl'l'Rge mny OCflll' ,vhcli it 
1H.·c"nu~s dt·ndy hnoWIl tllnt nil cmployee will nnt he re.urnlng to wOl'h, 
nnd fhenl'OI'c trnses to hc entitlcd '0 lenve under fhis Iwllry. 

6, 	 n('.hn·(~cI Imel Inh'nllilh'ul !.("nve: 

n. 	 LeAve tnllfll nllch'... he ..oll(~y enll he .nhen i"frnniUenUy 01' 011 n 
l'cdUt~etll,'nvt~ nltt'dule when medicnlly necessnry n! certified hy the 
henl~h ('nrc II1'o\'ich~I·. Intl'l'lIIittenf ICAVC ()I' ..edufed lenvc schedules fOl' 

routille t:nrt~ or n new fhild mny he tnlu~1I only wilh the "1ll,rOvnl or the 
rutl,loyel'. The ('IItI,loyec nnd Ihc entlJloycl' must lIlu.unlly ngree 111'011 

the st'ltetluh .. 

h. 	The emllloy .... ItIny h~mlto ..n..ny fl'lUisrer empluyees Oil intermiUcnt 01' 

..e«luucl h'Jn'(~ st'ht'dlllt~5 10 UII r(llIlvnlell' nlfel'nnlive I.osltion Ihnt mny 
he'h~I' IHTnUlmnclllh~ fllt~ illh~ ..."llIelif 01' I'edncetllen,'e schedule. 

t'. 	 h,'ermitel'''' or n'cl"n~cll(~nve mny he ~I' ..('nd 0\'('1' n periotl or Hlilc 
Inngt~ .. fhull (12) W('('h~ fofnllenve in nOlle twrlve (12) mOllth I)uiotl. 

7. 	 Hrstol'ntiulI: 

n. 	 1~IIIJtloy,~(·s who :In~ grun.ed lenve nnder this IlOliry sh"" he ..eins.nletl
't) lUI eeluh'nlt'II' CI .. Ihe ssunc Imllifinn hchll,riul' In Ihe commencement 
of fltd,' 1t~1I\,". 

h. 	 (:erfnin highly compcllsnted employers, who sne snluricd nnd nmong 
the (en "enellt (10%) bighest IUlhl cUlI.loyees, IIIny he denied 
."rs'oI'RHoli. ItrsenrnUon mny he denird ir (n) .he rllll_loyer shows thnt 
SUl'l1 n dCllinl is IICUSSIUY to I)n~vent suhsfnutinl nnd grievous injury '0 

nu~ t'ItII,luyrr·s OIH'.'utions, (h) (he ('JUplny,'." nufifi('~ Chc t~IIII'luyt'e HuH 
iI intends '0 clcny resh)rnlion Oil slich h:uis It' fhe lillie (hc clIIl,loyet' 
ddr.'mint's .hnt sud. juju."y woulel Ufflll", .. ml (f) in nny rnse which the 
Irnvc hilS (~OIllIlI('II(,ccI, .he emllloyt-... rh~t'fs not to n.nr.. Co worl, within 
n reAsonnbie period or (imc nfrel' rerciving surh lIofiee. 

~, I\lnilll(,lIlIlItc or IIl'nUh I1l1d connA Urlldi.s U"dug lI""nhl I.rnve: 

:to The ('mllloyt'I' ~hnlllUnill'nill henlCh imml'lUlce benefils, Imitl by fhe 
t'l1I1.loyt'l' I'm' UU~ ('IlII,loyee, d .. ring I,eriods or ""I'nid Icnve without 
itl'enlll,tiulI, The (~lIIltlf)yee musl I,ny nny 1"'Yllle .. ' for fnmily 
fClVt'l'nJ~t~ IJI'l'millt"~t 01' olhel' l,nYl'oli dcdncfihlrs rOl' insurAnce IJUlieies, 
01' Ulf ht'IH'llh IIIlIy lIut he continued. 

h. Tlu~ l~mllloyt'l' hils II right to n~cCJvr .. rrom .he cIIII,loyer nil henllh 
insunUll't' pn'miulIIs IUtid during .he "ulI"hllenve if the eml,loyee fnils 
lu rehll''' 'u wOI'I, "fh~I·lenve. leml,loyees who rnil 10 I'C'UI''' to "'0")( 
hCC'Ullse Ch,'y Itt'(' mlS,hle Co I,erfonn fhe rllll(fiollll of .heh' joh hecnuse 
of n"'h' ,m' .. s .... iuus IH~nlfh comliCh,.. 01' hecnllse or Ihe continued 
1It~(~(~ssify ttl' ('nriug rcU' n seriously ill rllmily ",emltea' IIIny be euml" 
.... 0111 UH~ 1'('('ul,11II'e I, .. "vlsioll. 

f. Le,n'e fnlu~1I lIIuh'" Ihis Iwliey does not cfJllslifule n (Innlirying eveut 
fhnl eliCilh~s un ('Ulpluyee to COnnA hlsUI'Rllfe (ovunge. lIowever, 
fhe (Iunlifying (,\,(~lIt h'iggering COlinA covCl'Rge mny OCflll' ,vhen it 
1H.·c"nu~s dt·ndy "noWIl tllnt nil employee ",ill nnt he re.urnlng to ",ol'h, 
nnd fhenl'OI'c trnses to he entitled '0 lenve under fhis Iwllry. 

6, n('.hn·(~cI Imel Inh'nllilh'ul !.("nve: 

n. Lenve tnllfll nllch' ... he .. oll(~y enll he .nhen infrnniUenUy 01' 011 n 
l'cdUt~etll,'nvt~ nltt'dule when medicnlly necessAry n! certified hy the 
henl~h ('nrc II1'o\'ich~I·. Intl'l'lIIittenf leAvc ()I' .. edufed lenve schedules fOl' 

routille t:nrt~ or n new fhild mny he tnlu~1I only wilh the "1ll,rOvnl or the 
ellll,loyel'. The ('IItI,loyee nnd the entlJloyer must lIlu.unlly ngree 111'011 

the st'ltetluh .. 

h. The emllloy .... ItIny h~mlto .. n .. ny fl'lUisrer empluyees Oil intermiUcnt 01' 

.. e«luucl h'Jn'(~ st'ht'dlllt~5 10 UII r(llIlvnlell' nlfel'nnlive I.osltion Ihnt mny 
he'h~I' IHTnUlmnclllh~ fllt~ illh~ ... "llIelif 01' I'edncetllen,'e schedule. 

t'. h,'ermitel'''' or n'cl"n~cll(~nve mny he ~I' .. ('nd 0\'('1' n periotl or Hille 
Inngt~ .. fhull (12) w('('h~ .o.nlleAve in nOlle twrlve (12) mOllth I)uiotl. 

7. Hrstol'ntiulI: 

n. 1~IIIJtloy,~(·s who :In~ grun.ed lenve nnder this IlOliry sh"" he reins.nled 
't) lUI r""h'nl"II' or Ihe ssunc Imllifinn hchll,riul' In Ihe commencement 
of fltd,' h~II\,". 

h. (:erfnin highly compellsnted employers, who sne snluded nnd nmong 
the (en "enellt (10%) bighest IUlhl eUlI.loyees, IIIny he denied 
."rs'or"Holi. ItrsenrnUon mny he denird ir (A) .he rlllitloyer shows thnt 
SUl'l1 n dCllinl is IICUSSIUY to I)n~vent suhsfnutinl nnd grievous injury '0 

nu~ t'UlI,luyrr·s OIH'.'utions, (h) (he ('JUplnyt"" nufifi('~ Chc t~IIII'luyt'e HuH 
iI intends '0 clcny resh)rnlion Oil slich h:uis It' fhe lillie (he clIIl,loyet' 
ddr.'mines .hnt sud. juju."y woulel Offill", .. ml (f) in nny rnse which the 
Irnvc hilS (~OIllIlI('II('ecl, .he emllloyt-(' rh~t'fs not to n.nr .. Co worl, within 
n rensonnhlc period or (imc nftel' rerciving surh lIofiee. 



H. The Twclve (12) !\Ioulh .-criOtI. 

The (welvc (12) mouU. ,Jeriod during which nil em.J!oyee is entitled to 
hVl~lvc (12) weu'l, weeiis of li'nmily Medicnll.enve Act is mensul'ed 
fonvnrd hegillning ,'unmu'y 1 of ench yen... 

Tiuutllii 

Jm:lcmcilt \Venthcl'. I';\'cry l~ml)loyce must mnlle n Itc.'sonnl judgment nhont 
surety in InlVcling to und 1'..0111 worl, during inclement wen.hcl', If the offiee is ollen 
duriug inclemcnt \Venlhl'I' Sind should you chose lIot to trnvel to wOI'll, thc Hme will 
bc clun'ged to YOIII' vm'n.ion. Should vncntion not be nvnilnble fOl' the individunl 
(~lIIploycc, the time will he cOlisitlel'cd lenve withuut IJAy. 

1\1n'cI11ily__LcnfC 

Tennessee Code Annotated 4-21-408. 


A f('mule eml)loyc,~ who hns hl'CU ellll,loyed by the snme employe.' fOl' nt lenst 12 
t:uns{'('lIlive months us II I'('gul;u' fnll-time eml,loyee, ns determined by the elllilloyel' 
nt Ihe job site OI'locn'ioll, lIIuy he nbsent frolll slIch emlJloyment for' n period not to 
cueed fOllr months for pH'gulnu'y, chihJbirth nnd nursing the infnnt, where 
npplicnhlc (stich IH.~I'iori 10 hc hereinnftel' referred to n tlmntenrity lenve"). 

A f..~mnle clilidoycc who ~ivl's nt lenst U .. 'ee 1II0uths ndvnnce nolice of mnternlty 
lenve, Iterlengt.. of mnlernify h.'nve, nml her intcntion to l'cl .. I''' to full-time 
employmcnt nncI' mnh'rnity It~n\'l', slmll be restored 10 .hel' I,reviou! or " similnl' 
posWon with the 5nnH~ slntus, pay, lenglh ofscrvil'c crcdit nlld seniurity, wherevel' 
npl.Ii,'nhlr, us of lhe clnh~ of lin It'nVl~, 

A fl'IIUlh~ CmIJloYl~l~ whn is lu'evcnted from giving ".ree mOllth's ndvnnce notice 
hcrnnst~ of It IIIcdirnl (~nH~rgt~lI(,y which necessitntes thnt mnternify lenve begin 
enrlier Ihnn origillnlly nnUdllUh'ci, shnllilot forfeit her rights nnd benefits under .his 
I,jul solely hernuse ur ht,1' fnillln~ to givc .hree 1II0nlhs ndvnllee notice. 

An employee IIIny tltilil.(~ nClTtlcd but unused sid, lenve, vncalion lenve, 0.° 

fOmIJl~nsnhn'y Ume to n'lIIlli .. on Il 1"11.1 shefus during moternity lellve. Any leave 
lulten nftel' .hose ncc ... u~cI tlnys. hnve eXl,ired shnll be wilhout Ilny, Mntet'liity lenve 
shnllnot nffect Ule elllployel~fs "ight 10 n~tclvc vncntion Ume, sicl, lenve, ()Cultlses, 
,uh'1U1CCIIICIII, scniodfy, 1t~lIgfh of sc..vice credit, henefits, 1.lnlis 01' lu'ogl'n ... s fOl' 
whid. she \'Vn~ eligihle nt "H~ ,Inlc of her lenve, nlly olhel' hellelies 01' .'Ights of het' 
eml,loymcllt incident (0 her ('Ulploymcnt I)Osition; I,rovided, however, (hnt the 
ell1l,loye.o need not l'l'ovide 1'01' the cost of nny bellefits, 1)ln1l5 01' programs dllrhlg the 
Ill~..iod of mntenlUy lenv(~ unlt~ss slich eml.loyca' so provides for nil emilloyees on 
'enve of nbsence. 

If nn emll'oyee's joh ....sitiou is so u .. i(llie thnt the ellll,loyel' CRllllot, nne.. 
rcnsolluhle effor.s, fill I hnt posHion tellll,ol'nl'i1y, fhen fhe employer shnllnot be 
Unhle mulcl' (his I'"I" fut, I'nihuc '0 I'einstnte the employee nt the end of hel' 
mnlcnlily Il'lwe I,uiod. 

The Inll'lJOse of this I,nrt is to provide leove time to femnle ellll,loyees for 
I,regnnncy, childbh,.h, nlld nursing the I .. fnllt, "hue nl'l'licnble; therefore, if nil 
employer' finds thnt lhe "emnle employee hns utilized the Ileriod of mntel'llity lenve to 
n('lively Inuslle other ('ut ••loymcnt OI'I)Ortnnities, 01' if the employer lilld! thnt the 
emlJloyee hilS worl,ed lunl-time m' full-time fo.' nltothel' eml,loye.' during the I.el'iod 
of mute,'uify lenve, tlll'n the employer' sllnll lIot be linble undel' Uli! Ilal" fol' fnilure to 
..('in5h.lt~ Ihe eml,htyt.'c nt tlH~ t'lld or her mnfel'nity lenve. 
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H. The Twclve (12) !\Ioulh .-criOtI. 

The (welvc (12) mouU. ,Jeriod during which nil em.J!oyee is entitled to 
hVl~lvc (12) weu'l, weeiis of li'nmily Medicnll.enve Act is mensul'ed 
fonvnrd hegillning ,'unmu'y 1 of ench yen ... 

Tiuutllii 

Jm:lcmcilt \Venthcl'. I';\'cry l~ml)loyce must mnlle n Itc.'sonnl judgment nhont 
surety in InlVcling to und 1' .. 0111 worl, during inclement wen.hcl', If the offiee is ollen 
duriug inclemcnt \Venlhl'I' Sind should you chose lIot to trnvel to wOI'll, thc Hme will 
bc clun'ged to YOIII' vm'n.ion. Should vncntion not be nvnilnble fOl' the individunl 
(~lIIploycc, the time will he cOlisitlel'cd lenve withuut IJAy. 

1\1n' cI11ily __ Lcn fC 
Tennessee Code Annotated 4-21-408. 

A f('mule eml)loyc,~ who hns hl'CU ellll,loyed by the snme employe.' fOl' nt lenst 12 
t:uns{'('lIlive months us II I'('gul;u' fnll-time eml,loyee, ns determined by the elllilloyel' 
nt Ihe job site OI'locn'ioll, lIIuy he nbsent frolll slIch emlJloyment for' n period not to 
cueed fOllr months for pH'gulnu'y, chihJbirth nnd nursing the infnnt, where 
npplicnhlc (stich IH.~I'iori 10 hc hereinnftel' referred to n tlmntenrity lenve"). 

A f .. ~mnle clilidoycc who ~ivl's nt lenst U .. 'ee 1II0uths ndvnnce nolice of mnternlty 
lenve, Iterlengt .. of mnlernify h.'nve, nml her intcntion to l'cl .. I''' to full-time 
employmcnt nncI' mnh'rnity It~n\'l', slmll be restored 10 .hel' I,reviou! or " similnl' 
posWon with the 5nnH~ slntus, pay, lenglh ofscrvil'c crcdit nlld seniurity, wherevel' 
npl.Ii,'nhlr, us of lhe clnh~ of lin It'nVl~, 

A fl'IIUlh~ CmIJloYl~l~ whn is lu'evcnted from giving ".ree mOllth's ndvnnce notice 
hcrnnst~ of It IIIcdirnl (~nH~rgt~lI(,y which necessitntes thnt mnternify lenve begin 
enrlier Ihnn origillnlly nnUdllUh'ci, shnllilot forfeit her rights nnd benefits under .his 
I,jul solely hernuse ur ht,1' fnillln~ to givc .hree 1II0nlhs ndvnllee notice. 

An employee IIIny tltilil.(~ nClTtlcd but unused sid, lenve, vncalion lenve, 0.° 

fOmIJl~nsnhn'y Ume to n'lIIlli .. on Il 1"11.1 shefus during moternity lellve. Any leave 
lulten nftel' .hose ncc ... u~cI tlnys. hnve eXl,ired shnll be wilhout Ilny, Mntet'liity lenve 
shnllnot nffect Ule elllployel~fs "ight 10 n~tclvc vncntion Ume, sicl, lenve, ()Cultlses, 
,uh'1U1CCIIICIII, scniodfy, 1t~lIgfh of sc..vice credit, henefits, 1.lnlis 01' lu'ogl'n ... s fOl' 
whid. she \'Vn~ eligihle nt "H~ ,Inlc of her lenve, nlly olhel' hellelies 01' .'Ights of het' 
eml,loymcllt incident (0 her ('Ulploymcnt I)Osition; I,rovided, however, (hnt the 
ell1l,loye.o need not l'l'ovide 1'01' the cost of nny bellefits, 1)ln1l5 01' programs dllrhlg the 
Ill~ .. iod of mntenlUy lenv(~ unlt~ss slich eml.loyca' so provides for nil emilloyees on 
'enve of nbsence. 

If nn emll'oyee's joh .... sitiou is so u .. i(llie thnt the ellll,loyel' CRllllot, nne .. 
rcnsolluhle effor.s, fill I hnt posHion tellll,ol'nl'i1y, fhen fhe employer shnllnot be 
Unhle mulcl' (his I'"I" fut, I'nihuc '0 I'einstnte the employee nt the end of hel' 
mnlcnlily Il'lwe I,uiod. 

The Inll'lJOse of this I,nrt is to provide leove time to femnle ellll,loyees for 
I,regnnncy, childbh,.h, nlld nursing the I .. fnllt, "hue nl'l'licnble; therefore, if nil 
employer' finds thnt lhe "emnle employee hns utilized the Ileriod of mntel'llity lenve to 
n('lively Inuslle other ('ut •• loymcnt OI'I)Ortnnities, 01' if the employer lilld! thnt the 
emlJloyee hilS worl,ed lunl-time m' full-time fo.' nltothel' eml,loye.' during the I.el'iod 
of mute,'uify lenve, tlll'n the employer' sllnll lIot be linble undel' Uli! Ilal" fol' fnilure to 
.. ('in5h.lt~ Ihe eml,htyt.'c nt tlH~ t'lld or her mnfel'nity lenve. 
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VncnUUltLenve 

!luulilicnIiUllJoLYUl'ntioll Time .. Vncntiolls will he grnllted to regnln .. full Hille 
cmploy(~cs ('"Ienllt'cd 011 Hll~ Imsis of one (I) dny I,er lIIonfh (for vaentioll Inll'l,oses, 
Olll~ wcd, is defined liS 'ivl' (5) worh, dnys. No more Ihan 15 days Hme can be ea ....ied 
UVt~I' '0 Ihe nex( yen ... 

lIse oLYncution Time. Vurntiull lime will 110' be uvnilJlble fOI" use by All fllIl,loyee 
unlil it is :U~('I"ucd. Vnruliun IC:lve ...ny be used oilly nt times nl'ln'oved ill ndVAnee 
hy • he cUlI,loyel'. Vncnfiull H'flucs'S will be hOllored '0 .he extent I,ossible. Senior'ity 
will be 115('11 to de.ermint, nny h~nvc recilies' cOlinieiS. No ell1l,loyecs mny give 01' 10Ail 
vncnlioll (0 nllolllcl' t~lIIltluyr(', 

llisl10siCiuli "ufAcunctLYotnticutLeoYILUpUlt'feHuiuntioll 

li:xcrl,t us OU.CI" wist· l'nJvided nnd subject 10 the limitation sinted in this section, 
"Imll (el"llliU:ltion of the ellll,loYlllcnt, the cml,loyce shnll be I,nid for nil Acerlled ImC 
ullused vncnlion lenve he 01' site lIIay tune ns of his or hel' hut wOl'ldng tiny. Also, 
cnch fel"lninnfillg eml)luyct~ shull be Imid n lu'ornled IJOrCioll of llllnccrued vAcntioll 
lenve. "nyment slanll be, nl .he 0l.lioll of the clIIl,loyer, eithe .. by (el'lllinnilenve 01' 

hy htllll' sum IJRymenl. III either event, 01' whether tennillntioll is volllllfnl"y or' 
ilivulnlltRl"y, Ute distTeliuli to cleh~"lIIine Ihe employee's Insl worldng dAY is resel'ved 
10 Ihe nl'lu'ol.rinle nuthorUy. 

TCl'lninnllenve is Ulllt I'l'.-ioel during which lUi emilloyee remnlns 011 the 
Imyroll heyond his f)I' h('" I:Is' wol'ldng dny until nil of his or hea' ncerued Annunl 
It'uvc hus bccn clhulISh'cl. 

II' nn ellll"oYl'l~ is .,:ticl feU' his 01' hel' ncernetl but unused AlUmnllcnve by 
h'nuinnllenvt', IlIl' dl.h~ Oil which his 01' hel' nnullnllen\'e is exhnusted shnll be Ihe 
oIHd:II d:.y or lerminaCioll, 

Ihlring II I'l'riod of "'l'Iuinallenvc, nn eml,loyee shnllnot enr.. ndditionAI 
;uuumi or sich Il~nv(~ nllcl shniliwi be eligible for use of sidl leave, nlld shnllilot be 
(~ligihlt· for nny snlal,)' illfl'l'lIse. lIowevcl', nn emldoyee shnll receive (Tedit fOl' 
nny ollidnl holid;lYS un'lIITing during n "eriod of 'enninnllen\'e. 

'1' n .cl'minuting cmploYl'c dt.·ds '0 he Imid fol' his 01' hel' nccnled but unused 

annunllcnve by 11111111 slim pnymclI(, the CIUIJloyee's Insl wo.-king dAYS shAll be nte 

unidnl dufe of Cenninatioll. ' 


I'nymellt fol' nC(TlH'd nlilluallenve under .his secCion ShAliliot be limited to the 

mnximum nccmlluhltion nlllount which IIIny be cn....ied forwnnl r.'om olle enlendA" 

yenl"10 .he lIext if the Inst wOI'lting clny! ocenl'S .,riol' (0 Junnn.-y I (even if .he 

tcrminnllenve IJuiud extends heyond Jnnnnl"y I). 


An employee who is dismissed fOl' gl"OSS misconduct or who I'csigns to avoid 
dismissnl fOl' gross miscolldlld shnllnot be entitled to nny COll1l,ellsntioll for Accrued 
hu. unllsed nnnunilenve n. UU~ .ime or dismissal. 

All pcuonncl enlilh'lI In nn,Tlle "nnllnlleAve mny rC(luest lise of Annunllenve nt 
fllt~ l'i.,edn(~d Hille hy nl'pli('nCiuII to the disCI"etion or the ..p.,roving Authorlly, who is 
n~slJ(Hlsible fOl' 1,lnlllling (ht~ \Vorl, under his 01' he.' contn)l, nlld should he A.,.u'oved 
uilly nf Slid. limes ns UIt' l'lIIl'loY('e ('Iut best be slm.-cd. 

VncnUUltLenve 

!luulilicnIiUllJoLYUl'ntioll Time .. Vnentiolls will he grnllted to regnln .. full Hille 
cmploy(~cs ('"Ienllt'cd 011 Hll~ Imsis of one (I) dny I,er lIIonfh (for vacntioll Inll'l,oses, 
Olll~ wcd, is defined liS 'ivl' (5) worh, dnys. No more Ihan 15 days Hme can be ca .... ied 
UVt~I' '0 Ihe nex( yen ... 

lIse oLYncution Time. Vurntiull lime will 110' be uvnilJlble fOI" use by All fllIl,loyee 
unlil it is :U~('I"ucd. Vnruliun IC:lve ... ny be used oilly nt times AI'ln'oved ill ndVAnee 
hy • he cUlI,loyel'. Vncnfiull H'flucs'S will be hOllored '0 .he extent I,ossible. SeniOl'ity 
will be 115('11 to de.ermint, nny h~nvc recilies' cOlinieiS. No ell1l,loyees mny give 01' 10Ail 
vncnlioll (0 nllolllcl' t~lIIltluyr(', 

llisl10siCiuli "ufAcunctLYocnticutLeoYILUpUlt'feHuiuntioll 

li:xcrl,t us OU.CI" wist· l'nJvided nnd subject 10 the limitation sinted in this section, 
"Imll (el"llliU:ltion of the ellll,loYlllcnt, the cml,loyee shnll be I,nid for nil Acerlled ImC 
ullused vncnlion lenve he 01' site mny tune ns of his or hel' hut wOl'ldng tiny. Also, 
cneh fel"lninnfillg eml)luyct~ shull be Imid n lu'ornled IJOrCioll of llllnccrued vAcntioll 
lenve. "nyment slmll be, nl .he 0l.lioll of the ellll,loyer, eithe .. by (el'lllinnilenve 01' 

hy htllll' sum IJRymenl. III either event, 01' whether tennillntioll is VOIIlIl(RI"y 01' 

ilivulnlltRl"y, Ute distTcliun to cleh~"lIIine Ihe employee's Inst worldng dAY is resel'ved 
10 fhe nl'lu'ol.rinle nuthorUy. 

TCl'lninnllcnve is Ulllt I'l'.-ioel during which lUi emilloyee remnln! 011 the 
Imyroll heyond his f)I' h('" I:Is' wol'ldng dny until nil of his or hea' accrued Annunl 
It'uvc hus heen clhulISh'cl. 

II' nn ellll"oYl'l~ is .,Ilicl feU' his 01' hel' "ceruetl but unused AlUmnllcnve by 
h'nuinnllenvt', IlIl' dl.h~ Oil which his 01' hCI' nnullnllen\'e is uhnllsled shnll be Ihe 
oIHd:II d:.y or .erminaCioll. 

Ihlring II I'l'riod of h'l'Iuinallenvc, nn eml,loyee shnllnot enn. ndditionAI 
;uuumi or sich Il~nv(~ nllcl shnlllwt be eligible for use of sidl leave, nlld shnllilot be 
(~ligihlt· for nny snlal,)' illfl'l'lIse. lIowevcl', nn emldoyee shnll receive (Tedit fOl' 
nny ollidnl holid;IYs on'lIITing during n "eriod of 'enninnllen\'e. 

'1' n .cl'minuting cmploy('c dt.·ds '0 he Imid fol' his 01' hel' nccnled but unused 
annunllcnve by 11111111 slim pnymell(, the CIUIJloyee's Insl wo.-king dAYS shnll be nte 
unidnl dufe of tenninatioll, 

I'nymellt fol' nC(TlH'd nlilluallenve under .his sec Cion ShAliliot be limited to the 
IIlllximum nccmlluhltion nlllount which IIIny be cn .... ied forwnnl r"om one enlendA" 
yenl"10 .he lIext if the Inst wOI'lting clny! ocenl'S .,riol' (0 Junnn.-y I (even if .he 
tcrminnllenve IJuiud extcnds heyond Jnnnnl"y I). 

An employee who is dismissed fOl' gl"OSS misconduct or who ,'csigns to nvoid 
dismissnl fOl' gross miscolldlld shnllnot be entitled to nny COll1l,ellsntioll fol' Accrued 
hu. unllsed nnnunilenve n. UU~ .ime or dismissal. 

All pcuonncl enlilh'lI In nn: .. lle "nnllnlleAve mny "c(luest lise of Annunllenve nt 
fllt~ l'i.,edn(~d Hille hy nl'pli('nCiuII '0 the disCI"etion or the .. p.,roving Authol'lly, who is 
n~slJ(Hlsible ren' 1,lnlllling (ht~ \Vorl, mldel' his 01' he.' contn)l, nlld should he Am,roved 
uilly nf Slid. limes ns UIt' l'lIIploY('e ('lUi best be slm.-cd. 



UCI'Cllvcmcnt Lcnve 

In the cnse of denU. ill the' (~lIIl'loyce's immcdiA.e ""mily (fAlhel', mothel', 
hllslunul, wire, dtild, 01' ~I'lnulfhihl) (he cUlI_loyee will he given two (2) worldng dAYS 
Imill 'e:ave whirh will lIot h(~ dUl ..g(~d '0 vncRtion lenve. If the emldoyee hRS 
uf('umulated sid, ICI"'(', tlH~ employee Illny 'nhe nchliCion,,1 th,'ce (3) dnys of sid, 
h~nv.~ to utend 1)(,~I'envt'''H~nt Ie'llve ftn' nn immeclinte fnmily member, 

The clllllIoyec shnll he given 0Il(~ (I) worldng dAY pAidlenve which wililiot be 
chnrged 10 vJlcnlioll Icnvc in f,he cnsc of denth of II Sfc,Jehild, hrothel', sister, lIIo(lIel'
in-hnv, fIiUlcl'-ill-hnv, 01' gnmdluU'ent of the employee. If Ule eml)loyee hAS 
nccmulllnh~d sieil It~nv(', nle,'Y lllaay tnlte 1111 ndditionnl two (2) tlnys of Uu'!h' slcllleAve. 

1"01' nny other hlood nlnth'e or dose fl'icnd, .he eml1loyee mny 'AI(e one (I) dAY of 
nn:mlmlnh~d sid, 1t'lWC if nvnilnhlc, 

It is d('sirons rOt' All ellll,loyees to fulfill theh' dufy '0 seI've ns lIIemben of jUl'ies 01' 

10 trsUry whcn cnlled in boUt Ift'derHI Alld StAte cour's. Thcl'efot'e, .he following 
lu'ocedlll'cs shHII.'cgnlnfc whclI un eml)loyee is cHlled fOl' jUl'y du'y 01' sub,loeliAed to 
rOllrt 

(I) 	The eml,loyee will he gnmled sa lenve or Hbsence when fhe el1llJloyee is 
subpoenned 01' di..cch~d by In'ol,el' Authol'ity to DIJpen.- in Ii'edel'HI 01' Sente 
Ccmr. ns Jl wihlt~ss 01' jnror, 

(2) 	The eml,loycc \\'iIIl'c('ch·t~ his regullU' COlllpclIsnfioll d"ring nle Ullle Ite/she is 
s(~l'Ving ns 11 jun.... 

(3) 	The eml,loyec mllst n'fmullo his employel' All COI1lI)ensntion of rees fhHl he 
l'Cl'cives for senillg ns n juror during lIonnnl lVorldlig hOIlI'S. 

(4) 	 If UIC.~ emilloyee is nlicvcd from court 01' jury du'y d .. ring worltillg houl'S, the 
(~lIIllloyce mllst nll.,..t hudl to hislher ellll,loyer. 

(S) 	 The :thove IU'ovisiolis ronl'cl'liing COIIII)Cnsnlioll 1'01' Hme in court do 1I0t 

nl,.,ly if .he employt'l~ is involved in 1"'ivAle IUigntion. On .hese occnsions the 
('mployee mlls( tllll., vnn,Hun ICllve, cOIIII,cnsnhu'y eimes ol'leAve withont 
pny. 

Any clllidoyee suslnining UII injury 01' Hn Illness during (he cOline nnd scolJt~ of 
his eml,loyment which is dl~tel'lllined '0 be cOIIII,ensHlJle under Ule IU'ovisiolis of .he 
'VorllCl"s COIII..ensnlion I,nw shnlllJe entiUed '0 .'eceive ill-lille-of du'y inj .... y leAve. 
This lenvc shnllllol he fOllllh'lI ngninst Any Hccrued sid' leAve (hat the eJllI,loyee Itns 
nn~nnlUlntecl. Tltl' provisions or fhe Worl,e.-'s COUlI,ellsHtion LAW will detCl'lIIine 
hClieliCs flu,l m'e "cl:ei\'nhl(~ by (hl~ em,doyec. 

Fnll-lime ellll,luy("('s whn :U'c members of lilly lIIiIi'III'Y reserve comlJOliellt \vill be 
grnnted lIIi1ihu'y Il'nve flU" Sluh time liS they Jue in the mililnl'y sel'Vice 011 lield 
tntining 01' ndivc duty fut' p"'I'imls not to clceed IU'cen (15) wOI'king dnys .,el' 
calcndlll' yt'Ut', This (inu~ mny nut he IIsed fo .. weell.end th'ills. Such .'equested leAve 
shull bt· slIPluU'(ed with fOI,ie's uf the nrmed forces orden, 

UCI'Cllvcmcnt Lcnve 

In the cnse of denU. ill the' (~lIIl'loyce's immcdiA.e ""mily (fAlhel', mothel', 
hllslunul, wire, dtild, 01' ~I'lnulfhihl) (he cUlI_loyee will he given two (2) worldng dAYS 
Imill 'e:ave whirh will lIot h(~ dUl .. g(~d '0 vncRtion lenve. If the emldoyee hRS 
uf('umulated sid, ICI"'(', tlH~ employee Illny 'nhe nchliCion,,1 th,'ce (3) dnys of sid, 
h~nv.~ to utend 1)(,~I'envt'''H~nt Ie'llve ftn' nn immeclinte fnmily member, 

The clllllIoyec shnll he given 0Il(~ (I) worldng dAY pAidlenve which wililiot be 
chnrged 10 vJlcnlioll Icnvc in f,he cnsc of denth of II Sfc,Jehild, hrothel', sister, lIIo(lIel'
in-hnv, fIiUlcl'-ill-hnv, 01' gnmdluU'ent of the employee. If Ule eml)loyee hAS 
nccmulllnh~d sieil It~nv(', nle,'Y lllaay tnlte 1111 ndditionnl two (2) tlnys of Uu'!h' slcllleAve. 

1"01' nny other hlood nlnth'e or dose fl'icnd, .he eml1loyee mny 'AI(e one (I) dAY of 
nn:mlmlnh~d sid, 1t'lWC if nvnilnhlc, 

It is d('sirons rOt' All ellll,loyees to fulfill theh' dufy '0 seI've ns lIIemben of jUl'ies 01' 

10 trsUry whcn cnlled in boUt Ift'derHI Alld StAte cour's. Thcl'efot'e, .he following 
lu'ocedlll'cs shHII.'cgnlnfc whclI un eml)loyee is cHlled fOl' jUl'y du'y 01' sub,loeliAed to 
rOllrt 

(I) The eml,loyee will he gnmled sa lenve or Hbsence when fhe el1llJloyee is 
subpoenned 01' di .. cch~d by In'ol,el' Authol'ity to DIJpen.- in Ii'edel'HI 01' Sente 
Ccmr. ns Jl wihlt~ss 01' jnror, 

(2) The eml,loycc \\'iIIl'c('ch·t~ his regullU' COlllpclIsnfioll d"ring nle Ullle Ite/she is 
s(~l'Ving ns 11 jun .... 

(3) The eml,loyec mllst n'fmullo his employel' All COI1lI)ensntion of rees fhHl he 
l'Cl'cives for senillg ns n juror during lIonnnl lVorldlig hOIlI'S. 

(4) If UIC.~ emilloyee is nlicvcd from court 01' jury du'y d .. ring worltillg houl'S, the 
(~lIIllloyce mllst nll., .. t hudl to hislher ellll,loyer. 

(S) The :thove IU'ovisiolis ronl'cl'liing COIIII)Cnsnlioll 1'01' Hme in court do 1I0t 

nl,.,ly if .he employt'l~ is involved in 1"'ivAle IUigntion. On .hese occnsions the 
('mployee mlls( tllll., vnn,Hun ICllve, cOIIII,cnsnhu'y eimes ol'leAve withont 
pny. 

Any clllidoyee suslnining UII injury 01' Hn Illness during (he cOline nnd scolJt~ of 
his eml,loyment which is dl~tel'lllined '0 be cOIIII,ensHlJle under Ule IU'ovisiolis of .he 
'VorllCl"s COIII .. ensnlion I,nw shnlllJe entiUed '0 .'eceive ill-lille-of du'y inj .... y leAve. 
This lenvc shnllllol he fOllllh'lI ngninst Any Hccrued sid' leAve (hat the eJllI,loyee Itns 
nn~nnlUlntecl. Tltl' provisions or fhe Worl,e.-'s COUlI,ellsHtion LAW will detCl'lIIine 
hClieliCs flu,l m'e "cl:ei\'nhl(~ by (hl~ em,doyec. 

Fnll-lime ellll,luy("('s whn :U'c members of lilly lIIiIi'III'Y reserve comlJOliellt \vill be 
grnnted lIIi1ihu'y Il'nve flU" Sluh time liS they Jue in the mililnl'y sel'Vice 011 lield 
tntining 01' ndivc duty fut' p"'I'imls not to clceed IU'cen (15) wOI'king dnys .,el' 
calcndlll' yt'Ut', This (inu~ mny nut he IIsed fo .. weell.end th'ills. Such .'equested leAve 
shull bt· slIPluU'(ed with fOI,ie's uf the nrmed forces orden, 



Ifull-time eml,loyt'cs who nrc members or n mililn.'y resel"Ve milt who bnve 
(~oll1pl(~.cd theh' milU:u'y-lmiliing duty f(U' the cnlendsu' yenl', nlld nl'e .-enctivRted rot' 
nchliliolll1l fntining, will ht~ ulluwccl nil nddilionnl fineen (15) dnys millhu-y leRve ir 
nu~ nddilionnlmilitnry .ruilling: 

( I) (h:nus thwing ClIl~ nlll'lHllH' yen ..; nIHI 

(2) 1i'..Inlis (he employee's milillu'y 'ruining ohligntioll for the subsetluent 

fnlendftl' yen ... 


Ulll'ilig slich time thn •• he cllllduyee is 011 miliCn.'y .rnining lenve, he/she shnll 
I'cceive rnlllJUy nnd henefi.s to which he/she would olhenvisc be entitled. 

I'ur,'rime/rempUfnryJ.GIIlIJlOYfCS 

A IJlu'f-lhlll'!'el1lluu'~H'y {~m"'()yee desigllnlion will he IIsed rot' those employees 
whose n'gulslI' Rssigm'd wOI'I, srhedule Includes 110 more Ullin (hirty-two (32) hours 
IICI' weeit. The bellefi.s set 0111 in this IIInnnnl nrc intcnded to nl'tlly only to rull-time 
l·mplnyc('s. Tlu'sc r .. les nncll'l'gnlneions nrc nol intcllded to ('senblish lu,hllenve of 
nny Idnd 1'01' IUlrt-tillu'!h'JIIlwrnry clIIlJloyees. 

Jtisc ri III illn tiUIl.S tn temen t 

As nn ('flunl 0I'IUJrhmily (~lIIl'loYl~I', eml)loyment will be hnsed "1)011 cOlisidernfioll 
of thc (11U"iIi(~ntion of nil UlIlI'itllnts for emldoymenC. Uisnimililltion bnsed "I)on nil 
nl'l'licnnt's nice, color, Sl~X, n'ligion, national origin, nge or disnbility wililiot be 
f()lenlh~cI. An ellll'loye(~ will n',ten't nlleged discl'illlilintol'Y nctivity to the eleded 
ollicinl. II' Uac 1"'ohll'lII tn'flll'S with the elected ollicinl, then fhe ellll,loyee will relml't 
to the County Mnym', 

Sextmtllnrnssmcnl 

As IHlI't of li'nyeUe County's rmHinuing commitment to eflllni ellll)loyment 
OI'lulI'hllliey, fhe (;Ollilty udhl'res to the following ltoliey: 

( I) 	 It is iIIegnl Jllld ngnillst Ull~ policies of Ihe County for lilly employee, nutle or 
femnle, (0 selnnlly hanlss uno' her employee by (n) mnldng unwelcome sunnl 
IIdvnnccs or l'efllll'S'S rOl' sUlInl fnvol'S CU' other verbnl 01' .,hyairnl cOlllnd or n 
s('xunlnulurc n ('olltlilion of 1111 employee's conUnued emlJloymenf, 0.' (b) 
mulling suhmission .u or H',icdiollS of surh conduct the bRsis for emilloyment by 
slirh fcmdllcl. 

(2) 	Any cmplnye,e whu hl'li(~\'l's he or she hns been the subject or selllni hnrnssment 
sholiid ""'1101'1 Ule nll(~gl~cI n('( or conduct imllIedinlely to the County Mnyor 01' 

npl'l'ullri:t'e l'lcfh'cI onida'. 

(3) 	All inrorlllu.ion H'IH...h·cI will be held ill sll'ictesl cOllndcnce nlld will only be 
disdust'd 011 II lIC.~cd-'o-'Uln\V hnsis in order 10 illvestigllfc "lid l'esolve the mnUel', 

(") 	"'11l~ County will "ullill its ohligation 10 ullderlnlte nil npln'olu'lnte invesligntioil, 
whit:h nmy indudc informing lhe "Ueged IlItI'nSSCl' of the cOlllltinint .. nd giving 
fhllt 	IJl~I'SOn nil 0IJllUl"ulli.y 10 l'eSIJond to Ihe nllegntion, 

Ifull-time eml,loyt'cs who nrc members or n mililn.'y resel"Ve milt who bnve 
(~oll1pl(~.cd theh' milU:u'y-lmiliing duty f(w the cnlendsu' yenl', nlld nl'~ .-enctlvRted. rot' 
nchliliolll1l fntining, will ht~ ulluwccl nil nd"ilionnl fineen (15) dnys IUlllttu-y leRve Ir 
nu~ nddilionnlmilitnry .ruilling: 

( I) (h.'fun thwing ClIl~ nlll'lHllH' yen .. ; nml 

(2) 1i' .. Inlis (he employee's milillu'y 'ruining ohligntioll for the subsetluent 
fnlendftl' yen ... 

Ulll'ilig slich time thn •• he cllllduyee is 011 miliCn.'y .rnining lenve, he/she shnll 
I'cceive rnlllJUy nnd henefi.s to which he/she would olhenvisc be entitled. 

I' ur,'rime/rem pUfnry J.GIIlIJlOYfCS 

A IJlu't-lhlll'!'el1lluu'~H'y {~m"'()yee desigllnlion will he IIsed rot' those employees 
whose n'gulslI' Rssigm'd wOI'I, srhedule Includes 110 more Ullin (hirty-two (32) hours 
IICI' weeit. The bellefi.s set 0111 in this IIInnnnl nrc intcnded to nl'tlly only to rull-time 
l·mplnyl'('s. Tlu'sc r .. les nncll'l'gnlneions nre nol intcllded to ('senblish lu,hllenve of 
nny Idnd I'or IUlrt-tillu'!h'JIIlwrnry clIIlJloyecs. 

J tisc ri III illn t iUIl.S tn temen t 

As nn ('flunl 0I'IUJrhmily (~lIIl'loYl~I', eml)loyment will be hnsed "1)011 considernfioll 
of thc (11U"iIi(~ntion 01' nil UlIlI'itllnfs for emldoymenC. Uisnimililltion bnsed "I)on nil 
n""liennt's nice, color, Sl~X, n'ligion, nationnl origin, nge or disnbility wililiot be 
f()lenlh~cI. An elllilloye(~ will n',ten't nlleged discl'illlilintol'Y nctivity to the eleded 
ollicinl. II' Uac 1, .. ohll·1II tn'flll'S with the elected ollicinl, then fhe ellll,loyee will rellOl't 
to the County Mnym', 

Sextmtllnrnssmcnl 

As IHlI't of li'nyeUe County's fmHinuing commitment to ellnnl ellll)loyment 
OI'lulI'hllliey, fhe (;Ollilty udhl'res to the following ltoliey: 

( I) It is iIIegnl Jllld ngniltst Ull~ policies of Ihe County for lilly employee, nutle "1' 
felllnle, (0 selnnlly hanlss uno' her employee by (n) mnldng unwelcome sunnl 
IIdvnnccs or l'e'IIIl's'S rOl' BUlInl fnvol's CU' .,ther verbnl .,.' .,hyaitnl cOlltnd or n 
s('xunlnulurc n ('olltlilion of 1111 employee's conUnued emlJloymenf, 0.' (b) 
mulling suhmission .u or H',iediolls of surh conduct the bRsis for eml,loyment by 
slirh fcmdllcl. 

(2) Any cmplnye,e whu hl'li(~\'l's he or she hns heen the subject or selllni hna-nlslllcnt 
shollid ""'1101'1 Ule nll(~gl~cI nl't or conduct imllIedinlely to the County Mnyor 01' 
npl'l'ullri:t'e l'lcfh'cI onida'. 

(3) All inrorlllu.ion H'IH ... h·cI will be held ill s • ..ietest cOllndence nlld will only be 
dinlust'd olin lU~cd-'o-'Uln\V hnsis in order 10 illvestigllfe nlld l'esolve the mnUel', 

(") "'11l~ County will "ullill its ohligation to ullderlnlte nil npln'olU'inte invesligntioil, 
whit:h nmy indudc informing lhe "Ueged l .. unlscl' of the cOlIIl,lnlnt .. nd giving 
fhllt IJl~I'SOn nil 0IJIWI"ulli.y 10 l'eSIJond 10 Ihe nllegntion, 
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(5) 	Any I)l~rson who hus hl~l'lI fuund by the County nner investignUon to hnvc 
sexunlly hanassed un employee will be subject to npp..o .... inte sRllctions 
dCI,cnding on the dITUllls(nlH~es, from R warning in his or hel' file "I' to and 
including fenllinatioll. 

(6) 	Any I'etalintol'y acUon of uny Idnd tnl(el. by nny Ilcnons as a l'cs,lI. of an 
inllividualmaldllg n rCllOr' of sexual harassment is prohibited nlld shall be 
I'Cgnnled as a selulI'ute nnd distinct cause fOl' COlllllh,int. 

AlcuhulruuLUnlgs 

Ii'nYl~Uc County I'crogllius Chnt nleohol nUtI th'ug nbuse in (he work )Jlnce hns 
hcconH.~ n mnjol' com'em, \Ve hdicve lhut by reducing d .... g and Rlcoholnse we will 
improve the s8fe'y, hc~dth nIHI productivity of ellll,loyees. The object of the county's 
nlcohol alld dl'ng 1)OIicy is h) IlnH'ide 8 safe nlld henlthy worl, plnce fOl' nil 
'~III.,loy(·(·s, tn comIlly wifh f('lh~n" nrul s(:,le heaUh null surety .-egulatiolls, nnd to 
..revent JHTidcnts. 

The IISl', Iu)SS('ssion, snll', t ransfcl', lJurchnse or being nndcl' Ule inl1uence of 
intoxil-liting litlmll', JIIl'gal eh'lIgs or oUler illto:xicnnts by ellllJloyees nllyUme Oil 
fOllIlHlIly 1I,'cUlist's 01' while 011 t'OIIlIUlIIY business is lu'obibited. The iIIegnlllse of 
nlly ch'ug, nnrcoti«.: 0" controlled substnnce is prohibifed. Ii:mployee5 mllst not relJOI" 
1'01' duty or be on compllny prol.crty while under the inl1uence of, or have in .heir' 
possession while on company IlI'ul,r..ly, any intoxicnting liflnol', marijunlla 01' 

int'gully ohtniucd ,h'ug, unITC)tit~ 01" other iIIeg .. 1 substnnce. 

I\listnh,u&~rr.on 

All misfnkcs nnd/m' errors will he rel,orted to the eml,loyer immedintely before 
nny ndion is (nl(ell '0 cOlTed the mislnh.e 01' e .... ol·. Any elTon made by nn employ'ee 
(hut involves the re,'civing 01' disbllrsillg of cnsh which cnuses n shoa'ioge ill funds 
tlUlt '~Ullllot be collected by the employee rrom the I)ersoll receiving the rll .. ds, shnll 

be Hie resllOllsihility of the elllilloyee. The eml.loyee shAll ..eimblll'Se the lost funds 
"POll denumtl of (he employer. Irnihu'c to I'cimbtl.'se los. funds for nuy mist"If,es 
sUld/or e .... ors mny be g.'ollnds ror lel'lliinn'ion, 

~ulllidcllthllitY.Jlr.om~e.Jl.etu[ds 

Any n~conl med ill I his onice or mnUel' I,el'tnlning to Ulis office will not be 
discussed outside the onice. All records lu'e 0l,en to the Imblie excel)t those 
exeml,t,'d by stututc, Any IJcnmn desiring to review nny l'ceOl'" ..ot excllll)led by 
statllft.~ will be nllowed to do so in I,el'son inside the office. No emilloyee will take 
nny rceonl ontsidc the omn~ 01' elisenss nny record ou.side the office with nllY 
l,cl'Son. IlIIln'ollel' disdoslln~ of olliee reronls IlIny be gl'Olllld5 for te.....inntion. 

GifLfuUc.)'. 

An employee slmlillo' nut'IIt ensh ns n girt 01' gl'ntllity fl'OIII n customer 01' 

yt'uden'. Smnll gifts (i.e. candy, cooldes, nnd f .... U) mny be nccell'ed by nn eml,loyee 
~IIHI shnred with thc entire olnce, 'rhe emilloye.' should be notified of Rlly girt 
n~c.~eivccl hy the office in unlet' '0 expl'ess om' nlllJl'ecinCioli. III a ense when nn ilem 
is in (Im~sti()lI, the lllnth~1' should he refelTed to the Eml,loycr', 
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Cullflitu[lntcrest 

No ell1l,loyee of this olllce will accel,t employment 01' any I,ayment fol' services 
from It business or vendol' flmt would receive 01' Ilrovide service Co 01' from this office 
through Ihnt ellll,loyee. Any (IUesfiolls l"cgnnling U.is I)olicy should be I·cfe .... ed (0 

the Onidnl. IfUl"thcrIllOl"c, no eml,loyee will cOllh"ncl worl, frolll a business or 
vendol" .hnt would I"cceive or I,rovide scrvices to 01' fnull this office thl'ough that 
elll .,Ioyee. 

AUIClIdllletltJ.Uluies 

It is the reslHUlsibilily of nil cUlI,loyees to ca.... y 01lt anti COlllilly with the nales and 
regllln1iolis contained in this lIulIIllnl. The elilidoyee should be nwa.-e thnt IIlese 
Itulcs =md negulntiolls nrc subject (0 IJeriodie review and change by the ellllJloYCI', 
Berol'c I'clying "POll the IU"ovisions set Ollt herein, it is the eml,loyee's l'esllOlisibility 
to du~cI(with the emilloyci' 10 sec if Ally chnnges hnve oecu....ed. 

Admowledgmcnt of Receillt 

01' I'ersonnel I'olieies 

As indicnted by Illy sigllnhln~ helow, I hcreby lIc1mowledgc receil't of a copy of 

the Personnel l'olicies, 


I f .... lhel· AdUiowledgc Ihllt: 

(I) 	I will .-end (hese personnel IlOlidcs nlld nllY (Iueslions ,,,hich I hnve cOllceruing 
these rules and regul:ttiolls will be addressed to my elllilloyer'; nud 

(2) 	 I IIIlderstnnd thnt my ellllJloyment will be subject to the IJI'ovislolls contnined III 
these l)el'solilieIIJOlicies nlong with any snbse(IUcn' chnnges 01' nmendments. 

ICIIII,loyee's Siglln'ure 

--_._----_....._-_. 
I)nh~ 

._-----_._._ ........ . 

lemployer's Sigunhu-c 
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lemployer's Signuhne 



Ii'AygT'l'Ii; COUNTY 
MAYOIt'S I'I~nSONN1~1, 
li:M"LOYI~I~ IJANnnO()J( 

No policy. henent. 01' 1"'oredul'e .colltnitl('d hr.-rin cJ'('n(e~ nil employment 
nm'mff rOl' nny I,('riod of .iml'. All eml'loyee~ will bl' cOIuidrred eml'loymeJlt~n(
win. Ii:mlJloye..s nlny he .cnninnlcd rOt, rnU.... e Co ~nfisfnclo..ily "el'fonn (heir dnties 
or ~im.,ly nf fhe will or fhe ell1l"oyu, but .hey shnll flO' he fl'nninn.cd rOl' n 
distTiltlinnhwy fJI' iIIrgnl,HII'llOSl'. 

Then." will be n sh (6) lIIou.h 1)J'ohnfion 1)("I'iuti rot, nil new cmployers, I)nl'in~ Chis 
time evrryullc will he closely SIII'('I'vbrd in order to hecome fnmilinr' wi.h duties nlld 
rrsl10llsihilif irs. 

Thl'l'e "'iII he n Ile..fo ...nnnce evnlnnfion enclt yrn,' fol' eveTY rmployee. Ii:ltlfJloyees 
will be evnlnnfed 011 nUifudrs hnvnnl wo..r, nnd co-wol"l(rrs, fhe (IUnlity of wo..lt, nlld 
fhe lVilliJlgnr~s 10 nssllme I'CSIWIISibili.y. This evnlun.inn will he I.el"sonnlly discussed 
wif h rnclt enil,loyre nt inlt'l'vnls nllel plnced in "I(~ rmpluyre fill'. 

l'ca-solilletJfjlcs 

An indivichtnli1.rd prnmnlici file will be II1nintnilird 011 ('nch ('ml,loyer. It is the 

rr~,mll~ihmCy of enc.h (,1111J1oyee '0 .,..ovide nerm'nCe infol'lnnfion to Che em.,lo}'e.'. 

l~m"J()yt'('~ nn nl~o l'r~lJ(nt~ihle f'JI" rCIJOrting ff) Che eml,loyr," nfly chnllgc~ in HIe 

infonnniioll, whirh Clt('y hnve fll'Cviously .n'ovide«1. 


hUllligrntiolJ.l'n,Jcrs 

Upon hlitinl rltll,'oymenf, nil rll1,'loyre~ nrc "('(Inired '0 nUr~t fhnt they nrc 
Inwfully rligihle '0 wo..lt in fhe United Sfnfe5. 1i:1111,loyrrs nrc fur.hel' required to 
IJI'o\lide (0 .he eml,loye.' co"ie~ or docnmellh pl'Oving flli~ cligihilify. 

lYorkwccit. An cl11l,loyre will he Imid n reguln.. mon.hly snln."y which coven nil 
hom'~ wOl'ht'd ni' to U'h,ty-nvr (35) chll'jug enclt ,vorlnV('eh. The wOI'lnvcrt, will 
hrgin nf 12:01 n.m. 011 Momlny nlld rnd nf 1(:59 (,.111. on Sundny. 

Vvcrtimc/(;OIllIJCJlsntorY.Timc. All efigihle (,lIIploy('('s shnll he Imid overtime or 
gh'l'1I c(JI1tI't'n~nh"'y Hille (slIh,it'd fo nllownble limits) rOl' nil hoUl's wo ..lu.~d ove,' forty 
(40) during the wo.-lnveett, No ovel,time 01' cOlIIl'rnsnfory Hme will be enrnecilltitil 
Un" ell1ployee hns worhed on Che ,inh ovet" forty (40) houn; for his/hrl' worl( I,el'iod. 
Ove,'Hme/compensAtory time is ~('hednled nt tll(~ discretion of the office holdft', 
IIIt'ligihle I,e,,~oll~ fOl' ovt'l'time/rOlllpcnsnfory time inrlmle the following: Apl)ointed 
(JI' li;rrflrcl .. rl·~(ms. ))rlmrhlH'nt IIrncl~, nml ~..ch ulhrr!ol n!t nrc nllowcclmulcl' fhe 
';rclcnll 'Vnge nlld IImll' Lnw8. 

Onl'::fime ltnfc, "n ('m.,loyrr who worh!t ovcrtime will I'Ccrivc ovcrtime I'ny nt n 
nth" of time nlld one-hnlf. An employ('e'~ nnllunl sAlnry divided hy nrty-hvo (52) 
wcelts d('fenl1inr~ hi~/he .. wreldy ~nlnl'y. The wceldy ~nlnr'y is fhell divided by the 
n"mhe.' of h()m'~ in n lIonllnl wOl'lnveelt '0 detcnninc fhe I'Cglllnr" hourly mil' of pny. 
Thnt rnfe will fhrn he nmlfil,licd hy one nnd one-hnlr to dcfennine the overtime rnle 
of "ny which will he pnid rol' nil hom's w()l'lu~d ovel' fm'ly (40) during n weelt, unless 
rnml'rll!l;nfm'y fimr i~ ~ivrn, No n(ldiUonnl com..en~nfion will he I,nid rOl' h01ll'5 

worhrd muir'" fm·. y (,to). 7/3 ' 
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of "ny which will he pnid rol' nil hom's wOl'ltcd ovel' fm"y (40) during n weelt, unless 
rnml'rll!l;nfm'y fimr i~ ~ivrn, No ",ldWullnl COml)en~nfion will he I,nid rOl' h01ll'5 
worhrd muir'" fm'. y (,to). 7/3 ' 
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S_clcctiolioLCOUl,)cn:mtory.Tbnc. l~mltloye(,5 who nrc rC(llIircd to wo.-It in excess 
of fo ..ty (40) hom's ,)CI' wee't may rc('eive cOIIII,ell!;a'ory time ofT in lien of overHme at 
the tli5ucfioll of each office holelcr. Stich eOIllIJl~nsnh... y time shnll be ea..ned at a 
ra.e of one and one-hnlf hour5 fot, eneh hOlll' of emiJloYlllelit wo ..lu~d over fo ... y (40) 
hours l,cl' weell. An ellll"oyrr. rannot acune lIIo..e chnn forty (40) h01l1'5 of 
('01ll1,ells8h,..y 'imt'. Ineligible pel'50llS for overUlllc/coml.ellsa'ory time include the 
following: AI'l'oin'rd 01' 1~lr('lrd per5ons, ()ellnrhnc,,' IIclUb, nnd such others ns are 
nllowed untlel' .he Fcdel'al "Vnge and 110m' Laws. 

The use of cOllll'cmm'ol'Y Hille is 5ub,ied fo nlllll'ovnl hy (he ellll)loyel'. Slich 
apl.rovnl wilillot he denied IInles!; tUldu(LdisI]IIJtiO.Lh.t (hc_omcc_Q.._dcpal~lmcntJv.iIl 
oceul:.. 

AUcndaucc. In onlet· for JfnyeUe COllnty '0 mAintain and IJI'ovide the highest 
level of service to the community, YOIII' attendnnce is absolu'ely necessn.'y. In cnse of 
nil illiless 01' ill,iut'y thnt would iJrevent you from rellO.-ling to work at YOIII' 
5chrclnled Hme, YOII nl'e J'('(llIil'eci ftt nolify yonI' eltlllloye"llt'ior to .he slnl't of ench 
worl, dny no Intel' thnll R:()O n,lII. The Hille you cnll is intl,ortnnt in lu'elJRring yOIll' 
worldond. 

!teconls. Office hOllrs nre Mondny throngh (fridny rrom 8:00 a.m. unfil5:00 
p.m. There is one ho",' where fhe eml,loyee is totally relieved of all duties for Innch. 
I~nch emilloyee shall sign a schedule showing the fJnrHeulnl' employee's wor'l, 
5Chedule. Ie'\'ery mOIl.h .he eml,loyee hns fhe duty to file n signed schedule form, 
which shnll show sid, lenve, nnd vncntion tnllen. 

lIoliduys 

(;(,lIernlly, lite following holidnys will he clcdA.-rci nffidnl holiciny!ol, nllll ('lUltloyrrs 
will he (,"fIlS('d "1'U1il worl, wUhon. dllU'ge h, len\'c. 

Nc\" V«:,n.'"'s I'ny.......................•......•....•...........................................................J.t.I'III.oy I 

MnrUn "ulhel' I(illg, ..... nny.................................................. 3rtl MUllelny in .'nllllnI'Y 

l'resiclc.II's I)ay .................................................................... Jrcll\'1()II(lny il' Irel,r1IRI'Y 

(" • Ot'(I Ii'lit" I ny.................................................................................. IfIII" I ny I'" _.Ins t
Jrlt)1 e Ii' CI. 


Melt.c).-inl I'ny .............................................................................. ~ .. Illlst I\'lc)lIllny il) t\1ny 

Illclcl,eltclcllCC I)ny................................................................................................'llly 4 

Ilnl,or I)"y .......................................................................... Isf Moll«lny ill SCI,(cI111,e.. 

\'rfernll's I)ny .......................................................................................... NC)Vrlllltcl' II 

Thnnhsgi\'ing Uu}' ........................................................... 4th Thul'5llny ill Novemher 

Friclny Ariel' Thnnitsgiving ................................................... 4th It..idny in Novemher 


. . 

Chrishnn!; ....................................... (2 112 dnys) ................................... "ecembca' 25 


(:hrishnns lIulidnY5 will hc decided 011 Ayena-Iy hnsis t1cl,emling 011 the tiny 
or the weelt thnl Uccemhel' 25 fnlls 111)011. 

When a holiday rnlls on Sntllrtlay or Sunday, the 1\10lldny rollowing the holidny 
is suh5titu.ed. These holidnys nrc suhject to review aud chnnge by .he l?nyeUe 
CouII'y eleded or nl'l.oin'ed ul1idnl. 

SI.ecinll'ny.r..uvisions. IG,'el'y "fror. will he mnde '0 nllow nil rull-time employees 
ofT 011 eAch tle~igllnled holitll,y. If it is lIecessnry 1'01' nn ellll"oyee '0 WOrll1J1I A 
holidny, he shnn he contl)(,lIsn'ed nt n rnte thnt is olle nnd one-hnlf times the 
emilloyec's ngulnr nile or .my rm· the h01l1' ndnnlly wm'l(ed. The full-lime ellll)loyee 
mny elect to I'e('ei\'e ('ompensahu'y time thnt shnll he eArned Itt the "nte or one and 
one-hnll' honl' ror eAch honr nchmlly \\'ol'l,ed during the hnlidny at the discretion of 
.he ('mployr... 

Sh.:hLLcnvc 

J~nn.i ..g nml Accumnlnting SiclLl)nys. Sid, Irnve shnll he considered a benefit 
nnd I,rivilcge nlld 110' II rigid. liull Ume clIIl,loyecs will ..eceive fuiliJaY d .. ring 
incnl,ncity ('nused hy mues~ if sid, lenve is tnl(cli. Sid, I"nve is enrned at .he ..nle of 
olle dny Ilfl' nWIl.h (12 «IIIYs pCI' yenr). 

S_clcctiolioLCOUl,)cn:mtory.Tbnc. l~mltloye(,5 who nrc rC(llIil'cd to wo.-It in excess 
of fo .. ty (40) hom's ,)CI' wee't may rc('eive cOIIII,ell!;a'ory time ofT in lien of overHme at 
the tli5C1"efioil of each office holelcr. Stich comlJensnh ... y time shnll be ea .. ned at a 
I'a'e of one and one-hnlf hour5 fot, ench hOlll' of emiJloYlllclit wo .. lu~d over fo ... y (40) 
hours l,cl' weell. An clIIlJloyrr. rannot aeune lIIo .. e chnn forty (40) h01l1'5 of 
('01ll1,ells8h,..y 'im('. Ineligible pel'50llS for overCiIll('/coml.ellsa'ory time include the 
following: AI'l'oin'rd 01' 1~lr('lrd per5ons, ()ellnrhnc,,' IIclUb, nnd such others ns are 
nllowcd untlel' .he Fcdcl'al "Vngc and 110m' Laws. 

The usc of cOllll'cmm'ol'Y Hille is 5ub,ied fo nlllll'ovnl hy (he (,1II1)loyel'. Slich 
apl.rovnl wilillot he dcnied IInles!; tUldu(LdisI]IIJtiO.Lh.t (hc_omcc_Q .. _dcpal~lmcntJv.iIl 
oceul: .. 

AUcndaucc. In onlet· for trnyeUe COlility '0 mAintain and IJI'ovide the highest 
level of service to the community, YOUl' attendnnce is absolu'ely necessn.'y. In cnse of 
nil illiless 01' ill,in .. y (hnt would iJrevent you from rellO.-ling to work at YOIII' 
5chrclnled Hme, YOII nl'e J'('(llIireci ftt nolify yonI' eltlllloye"llt'ior to .he slnl't of ench 
worl, dny no Intel' thnn R:()O n,lII. The tillle yotl cnll is intl,ortnnt in lu'elJRring YOUi' 

worldond. 

!teconls. Office hOllrs nre Mondny .hrongh (fridny rrom 8:00 a.m. unfil5:00 
p.m. There is one ho",' where fhe eml,loyee is totally relieved of all duties for Inneh. 
I~neh emilloyee shall sign a schedule showing the fJnrHeulnl' employee's wor'l, 
5Chedule. Ie'\'ery mOIl.h .he eml,loyee hns fhe duty to file n signed schedule form, 
which shnll show sid, lenve, nnd vncntion tnllen. 

lIoliduys 

(;cllrrnlly, lite following holidnys will he clcdA.-rci nffidnl holiciny!ol, nllll ('lUltloyrrs 
will he (,"fIlS('d "1'U1il worl, wUhon. dllU'ge h, len\'c. 

Nc\" V«:,n.'"'s I'ny .......................•......•....•........................................................... J.t.I'III.oy I 
MnrUn "ulhel' I(illg, ..... nny .................................................. 3rtl MUllelny in .'nllllnI'Y 
l'resiclc.II's I)ay .................................................................... Jrcll\'1()II(lny il' Irel,r1IRI'Y 
(;0(,,1 Ifri(lny ................................................................................... Ifri'lny l,rft)I'c I~ns(ci' 
Melt.c).-inl I'ny .......................................................................... ~ .. Illlst I\'lc)lIllny il) t\1ny 
Illclcl,eltclcllCC I):ty ................................................................................................ 'llly 4 
Ilnl,or I)"y .......................................................................... I sf M oll«lny ill SCI,(cI111,e .. 
\'rfernll's I)ny ........................................................................................... Nc)vrlilltc.· II 
Thnnhsgi\'ing Uu}' ........................................................... 4th Thur5llny ill Novemher 
Frielny Ariel' Thnnitsgiving ................................................... 4(h It.-idny in Novemher 

. . 

Chrishnn!; ....................................... (2 112 tlnys) ................................... "ecemhca' 25 

(:hrishnns lIulillnY5 will he decided 011 A yenrly hnsis t1cl,emling 011 the tiny 
or the weelt thnl Uecemhel' 25 fnlls 111)011. 

When a holiday rnlls on Sntllrtlay or Su .. dny, the MOlltlny rollowing the holiday 
is suh5titu.ed. These holidnys nrc suhject 10 .-eview aud chnnge by .he l?nycUe 
Conll'y rleded or "1'I.oin'ed ul1idnl. 

SI.ecinll'ny.r .. uvisions. IG,'el'y "fror. will he mnde '0 nllow nil rull-time employees 
ofT 011 cAch tlc~igllnled holhll,y. If it is lIecessnry 1'01' nn ellll"oyee '0 WOrll1J1I A 
holidny, he shnll he C(Ultl)ellsn'cd nt n rnle thnt is olle nnd one-hnlf times lhe 
eml,loyec's ngulnr nile or Imy rm· lhe h01l1' ndunlly wm'l(cd. The full-lime ellll)loyc(' 
IIIny eleef to I'c('ei\'e ('ompensahu'y time thnt shnll he eArned Itt the "nte or one and 
one-hnll' hour ror eAch hour nchmlly worl,ed during thc hulidny at .he discretion of 
.he (,lIIployrl'. 

J~nn.i .. g nml Accumulnting SiclLl)nys. Sid, Irnve shnll he considered a benefit 
nnd I,rivilcge nlld 110' II rigid. li,,11 Ume ellllJluyees will .. eceive fuiliJaY d .. ring 
inCnlJncity ('nused hy mues~ if sid, lenve is tnl((~II. Sid, lenve is enrned at .he .. nle of 
olle dny Ilfl' nWIl.h (12 «Inys pCI' yenr). 
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The.'e is nn II1Sl1imtlm nffllllluilifion of sid, ICllve tTcdHs. Sifll h~~,vc has 110 ('nsh 

vnlilc. 'n fhe C\'etlC uf ref irrll1f'ltf , nil um's(~cI sirl' I(,l\\'(' willlJl~ (Trdifrd .ownnl time 

of sen,ice nnd uscd In rnh'ulll.e 1'{'CirrIlH~II' h('n('(its. 


" 
I. 	 For flw l'''qtOsr of flilt-lIlnUnn, h"""fy (20) days or II"us('ci skit h':lv(~ shall 


(:onll' ':IS ulle (I) mon.h fnwnnl1't'.in'lIu'n' In~IH'IiCs, 


If 1111 elllployee is ill n puid sta'"s fur mH~-hntr of flu' 1II0ntl, m' lIIore, he/she will 

he cTedifcd willt one clny of sid, h'n\'t~ for IIH~ IIHmfh. Olh.·" wisc, he/slit· will 110' 


:Jennc :my fimc fol' fhe month. 


Gl'I1('1'l1J Sid, l,l'IHle !t.,les ami PI'()n'(lnrcs. 

l. }15cuI'Sickl/cave. An cmpl())'('(~ nUl)' "Wile sid, It'a\'(' nllnwnllfc fOt, nhs('lIccS 

duc to his/hel' own illness 01' injury. Sit'h I":",,, mny he IIs(,.1 (IUI'ill~ nil illness of 

mo.her, fnfhe,', wife, Imshnml or ('hil,lrcn. Ski, h'lt\'(~ may :tlso he uscd r.,., 

IIp(luinhnellfs wi.h n lirellsrd dndnr, CIl'lIeiS', 01' l"c('ogni/,(,tI pntf.ifinnel's. Whell 

np"..olu'in'le, n .,,,rfinl sich .h,)' mfty ht~ used nlCher Chull II rnll dny. l~mployee8 who 

hccome ill dn..in~ Ihe I,eriod or fheh' vm~nfinll ...ny I'c(lurs' IIwl .hei.. vneneiol1 he 

leml'0rtu'ily ICf'lninnfed :md .hr. time dllmgcd fo sid, Ir:'\'(~. IIfHvevcl', snrh ,'cclues' 

must he ,iusfincd hy mentis of n dm"or's s'n'cmen( "pon I·du.... '0 wOI'h. No 

clltl,loyee mny give CU' lonll sid( len"(~ '0 nnofher eml,'o}'e(~. 


2. HucumclltnCion urSie", Lcnvc. li:ItII"uyees IIn~ n'(ll1in~tI (n notify Ihe employcl' 

liS enrly ns possihle 011 .he nrsf dny of ,hei.. sidt leflve :lhsellf(" All clUlJloyce IIIUS' 


tnl(e IU1I't of n dny ns ski, lenve when dOf'OI', dCII.al or "ptirnl nl'lulinfmen's nl'e 

1'('(luil'cll ror Ihe employre or his/her ('hil.lrell. Sid( Irnve "'ny he hlilell in nmUiI,les 

of uot less (hnn one-linn (1/2) dnys, An rml,loyee who dnims sid( len,'c will, nr'cl' 


·Ihe fhird consecutive dny of iIIncss, he recluired to rurnish n eertincn.e rrom A 

I,hysici:m slnting Ihe ,,;slurc of fhe siclmess or injury. Thc doctor's s'n(emen( should 
"Iso .,rovide •hAt snhl ellll.'oyee h:ls hecn im~nltnri'n.cd rnt, \VOI'I, rOl' the pcriod of 
his/hel' nhsence, nltd fhnt he/she is ngnin physirnlly nhle '0 perfor... his/her dUlies. 

3. J~xhnus(iull or Sich,Lcnl'C, li:mltloyecs who hflve "seci nil of their n('rnlllul:,'c(1 
sicl, lenvc will not receive linnndnll'oml,cnsn'iull rHl' :uhlitic)II111 cluys nceded duc to 
illness HI' Injury. Iful' nl1y oddifiollul .imc needeel, (he cm,.loyec will hc considcred 
liS 011 n lenve-wilhoul-IJny-s'nfus unless the ellll,foyce hilS any ncculllufntccl VOCAtion 
timc 01' cOntl,ensnfory timc remnining. The employee IIwy n"luest Hull ndditionnl 
ski, Icn,'c he credited ngninst (he n~mnilling "n('nlion or ('oIllIJcns"hn'y time. 
Accllmulnfccl sich. leove shollllof be IIsed fot' wOI'I(CI"s ("ol1ll'clIsnfion hellenls. 

Ally lIoll-el11el'(~e"cy sUI'gcI'y will he dis('ussecl wifh fhe employel' herOl'e fhe 
surgery is scheduled. l~vitlelltc of llhnse of .his hClicne will hc gnmluls for'dismissnl 
or discilllinnl'y nflinn. 

4. fmnilyJ\'Jcdicnl LCIlv.c_Ad. Fnmily Medirnl I ,cnve timc will he (AI,el1 dne to 
cm"Joyee 01' eligible fnmily membrl"s illness 01' eligible romlition. Ski, lenve will he used 
~ill1nllnn('().. sly ""til exhRusted when IfAmily Mrdknl I 1('llVr time is nll'ho..i1.l~d. Fumily 
Mcdi('nl Lcnvc Ilolky sholl he ns follows: 

I. 	Ih·n"ifiulIs: 

A. 	 Ii:ligil,le employee: I~ligible elllilloyces nrc .hoNe who Imve hren 
('ltIl'lnyed rm' nt lenNf hvelvc (12) IIIcmUls, who hllve pmvi(lcd It' h.'nst 
1,250 hnul'S of service «hll'jug the hvrh'c (12) lIIonlhs hefore lenve is 
"C(lncsted And who \Vorl, at n \vo"', sitc whe.'e at lenst finy (50) 
rmilloyees nrc 011 the "ny..oll (dUICI' n' flml site 01' within n scvenly-nve 
(75) mile I'ndins). 

'-' 
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The.'e is nn II1Sl1imtlm nffllllluilifion of sid, IClive tTcdHs. Sifll h~~,vc has 110 ('nsh 
vnlilc. 'n fhe C\'etlC uf ref irrll1f'ltf , nil um's(~cI sid, I(,l\\'(' willlJl~ (Trdifrd .ownnl time 
of sen,ice nnd uscd In rnh'ulll.e 1'{'CirrIlH~II' h('n('(its. 

" 
I. For flw l'''qtOsr of flilt-lIlnUnn, h"""fy (20) days or II"us('ci skit h':lv(~ shall 

(:onll' ':IS ulle (I) mon.h fnwnnl1't'.in'lIu'lI' In~IH'IiCs, 

If 1111 elllployee is ill n puid sta'"s fur mH~-hntr of flu' 1II0ntl, m' lIIore, he/she will 
he cTedifcd willt one clny of sid, h'n\'t~ for IIH~ IIHmfh. Olh.·" wisc, he/slit· will 110' 

:Jennc :my fimc fol' fhe month. 

Gl'I1('1'l1J Sid, l,l'IHle !t.,les ami PI'()n'(lnrcs. 

I. }15cuI'Sickl/cave. An cmpl())'('(~ nUl)' ". iIi!:e sid, It'a\'(' nllnwnllfc fOt, nhs('lIccS 
duc to his/hel' own illness 01' injury. Sit'h Ic':",,, mny he IIs(,.1 (IUI'ill~ nil illness of 
mo.her, fnfhc,', wife, Imshnml or ('hil,lrcn. Ski, h'lt\'(~ may :tlso he uscd r.,., 
IIp(luinhnellfs wi.h n lirellsrd dndor, CIl'lIeiS', 01' l"c('ogni/,(,tI pntf.ifinnel's. Whell 
np" .. olu'in'le, n .,,,rfinl sich .h,)' mfty ht~ used nlCher Chull II rnll dny. l~mployee8 who 
hccome ill dn .. in~ Ihe I,criod or fheh' vm~nfinll !lilly I'c(lurs' IIwl .hei .. vneneiol1 he 
.eml'0rtu'ily tCf'lninnfed :md .hr. time dllmgcd fo sid, Ir:'\'(~. IIfHvevcl', snrh ,'eclues' 
must he ,iusfincd hy mcnlls of n dm"or's s'n'cmen( "pon I·du .... '0 wOI'h. No 
clltl,loyee mny give CU' lonn sid( len"(~ '0 nno.hcl' eml,'o}'e(~. 

2. HucumclltnCion urSie", Lcnvc. li:ItII"uyees IIn~ n'(ll1in~tI (0 notify Ihe employcl' 
liS enrly ns possihle 011 .he nrsf dny of ,hei .. sidt leflve :lhsCllf(" All clUlJloyce mus' 
tnl(e IU1I't of n dny ns ski, lenve when dOf'OI', dCII.al or "ptirnl nl'lulinfmen's nl'e 
1'('(luil'cll ror fhe employre or his/her ('hil.lrell. Sid( Irnve "'ny he hlllell in nmUiI,les 
of uot less (hnn one-linn (1/2) dnys, An rml,loyee who dnims sidt len,'c will, nr'cl' 

. the fhird consecutive dny of iIIucss, he recluired to rurnish n certincn.e rrom n 
I,hysici:m slnting Ihe ,,;slurc of fhe siclmess or injury. Thc doctor's s'n(emen( should 
"Iso .,rovide • hnt snhl ellll.'oyee h:IS hecn hH~nIJnri'n.cd rnt, \VOI'I, rOl' the period of 
his/hel' nhsence, nltd fhnt he/she is ngnin physicnlly nhle '0 perfor ... his/her dUlies. 

3. J~xhnus(iull or Sich,Lcnl'C, li:mltloyccs who hflve "seci nil of their n('rnlllul:,'c(1 
sicl, Icnvc will not receive linnndnll'oml,cnsn.iull rHl' :uhlitic)II111 cluys needed due to 
illness HI' Injury. Iful' nl1y oddifiollul .imc needeel, (he cm"loyec will hc considcred 
liS 011 n Icnve-wilhoul-IJny-s'nfus unless the ellll,foyce hns any ncculllull1tccl vocntion 
timc 01' cOntl,ensnfory timc remnining. The employee IIwy n'cllIes( Hull nd"Wonnl 
ski, Icn,'e he credited ngninst (he n~lIInilling "n('nlion or ('oIllIJcns"hn'y time. 
Accllmulnfccl sich.lenve shnllllof be IIsed fot' \forlter's ("ol1ll'clIsnfion hellenls. 

Any 1I01l-el11cl'(~c"cy sUI'gcI'y will he dis('ussccl wifh fhe employel' herOl'e fhe 
surgery is schcduled. l~vitlelltc of llhnsc of fhis hellcne will he gnmluls fOl' dismissnl 
or discilllinnl'y nflinn. 

4. fmnilyJ\'Jcdicnl LCIlv.c_Ad. Fnmily Medirnl I ,cnve timc will he (nl,el1 dne to 
cIIII,Joyee 01' eligible fnmily membrl"s illness 01' eligible romlition. Ski, lenve will he IIsed 
~ill1nllnn('() .. sly ""til exhRusted when IfAmily Mrdknl I 1('llVr tillle is nll'ho .. i1.l~d. Fumily 
Mcdi('nl Lcnve Jlolky shnll hc ns rollows: 

I. Ih·n"ifiulIs: 

n. Ii:ligil,le elUllloyee: I~ligible elllidoyees nrc .hoNe who Imve hren 
('ltIl'lnyed rm' nt lenNf hvelvc (12) IIIcmUls, who hllve pmvi(lcd It' h.'nst 
1,250 hnul'S of service «hll'jug the hvrh'c (12) lIIonlhs hefore lenve is 
"C(lncsted nnd who worl, at n \vol'l, sitc whe.'e at lenst finy (50) 
rmilloyces nrc 011 the .,ny .. ,,11 (dUICI' n' tlml site 01' within n scvenly-nve 
(75) milc I'ndins). 

'-' 
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h. 	 I-nnut: Mo"lel' 01' fnthel' of nil ellll,loyet', 01' nil ndnle who hnel dny-to
dny ,'eslionsibilHy fol' (nring fOl' fhe employee during his 01' he,' 
childhood yenl'S ill I,hu'c of the nnfurnlllnrenfs. 

C. 	 SOli 0" dnngbter/fhild: lJiologicnl, ndolltcd, or foster child, n stellchild, 
'('Ani wnl'll, 01' child of n l,el'SOIl stnnding in thc Jlosition of IUH'cnts, 
\Vho m'c undel' the nge of eighteen (18) yenn. Child,'en who nrc 
eighteen (18) yem's or ohler (IUnUfy, if they nrc iucnpahlc of self-fnre 
hernllsc of melltnl 01' physical disnhilify. 

d. 	Serions lu'nlfh cHndWon: All illlI(,SS, injm'y, ilul,ninncnt, 01' physiral 
01' mentlll condition involving eithel' inpntient cAI'e 01' fontinning 
(nn'ment by n henlfh rnre IlI'ovidel'. Klllll1llllt's of srl'iolls hrnlth 
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fhe ('hild, 01' prior to the hirth of her chiltl for 1IC('r~sn ..y mrdicnl CAre And 
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g. 	 1~1II1)loyces reclnesting lII('dkalleave dne Co .heir OWII illness or injnry IIIlIst 
silllllilancolisly exhaust allY sid" Icavc, allllllnileav(', personal dnys or 
vnca.inn days, The comhination of sid, I('ave, annllnlleavc, noating 
holiclnys nncl nn.,nicllenve mny not ncerd hvelve (12) \Vecl,s. All 
clllploy('c who fnils (0 reCunl nt the end of nn npltnJvcd lenve of ahsence 
shall be considercd to have resigncd Ht the elld of Ihe leave or nbsence, but 
lIIay he digihle fOl' rehire in fhe fun nnd ('omplete tliSlTefion of fhe Fnyette 
COllilly officinl. 

h. 	 Unl'ing I.el'iods of IIl1lmid leave, nn cml'loyee will lIot IHTrue nlly additional 
seniority Of' similar cIIIIJloyment henefits during .he leave. 

i. 	 If sluJllses un' employed hy the same elilidoyel' nncl wish to 'nl,e leave for 
Ihe ,care of n new dlild or n sick luuell'; their aggregate leave is limited '0 
twclve (12) weeks. Ifor exallll,le, if the 1'1'1'8011 fnh,es eight (8) weelts of 
Icnve '0 care fOl' a ('hild, fhe 1II0.hcl' will he enfilled '0 fOllr (4) weeks leave, 
f01'1I tof;.1 of (wclve (12) weel,s orleave. 

2. 	 NoUficalioll :111«1 Scheduling: 

a. 	An eligihle clIIl,loy('c IIIl1st I,rovide the employel' a' Icnst thil"y (30) days 
nd\'IIII(~e Iw.ife of fhe necd for leave for hir.h, udop.ioll or planned medical 
"'('uhnen', when .he necd f .. rlcave is fOl'Cseenhle. This thirty (30) dny 
:ulvnllfe no'ire is lIof l'c'luinti in rns('s nf IIIl'difl1l rmI'.'~(·IU'y 01' othel' 
tlilforeseellhie evcllts, slIcb ns 1)I'Clllllhll'c hirfh, 01' sudden ('hnuges in a 
paHclI'·s condition fhat l'e(llIire a ('hallge ill s('hedllietl mcdical 
(rcnhncnt. 

b. 	"aren's who are mVlliting the nciolltioll of n child and nrc given little 
notice of the avnilahilify of a child lIIay nlsn he exempt frolll this thirty 
(30) day noliee. 

4. 	 Cer.ifienti«m: 

a. 	The elllidoyer rcscnes the I'ight to vel'ify :111 cmployee's 1'('(lues' for 
family mrdiraillenve. 

b. 	 Ir nil clI1."oyee recluests leave hecallse of a serious hcnUl" condition 
01"0 care (01' a family with a serious healH. condition, .he employer 
"C(luins .hnt .he I'c(lnest be sUI'IJOrted hy ccrWicaHoll issued hy Hac 
henUh care I,rovhlu of the eligible employce 01' (he family melllbe,' 
ns nl'ln'olnjAte. If the employel' hAS rcason to (,tlcstioll .he o.-iginal 
futification, H.e cmploye.' nmy, n. the rlUl.lnyrl"s expcnsc, ,'cfluit·C 
a second ol.inion from a dilTerent hel,llh Cnt'C provide.' chosen by the 
employer. The clllployCl' on a regnlnt' bnsis IIIlIy not employ Hmt health 
('nre 1)I'ovider. If It resolnUoll of the conflict cnn not be obtained hy a 
second opinion, n third opinion IIIny he ohtained rrom another I,rovider 
and (ha. opinion will he filial and hinding. 

c. 	 This cutilica.ion IIIIIS' (,OIHain the dn(e Oil which thc serious henUh 
condition begAn, its I.rohahle direction, and npPI'ol,rinte mediCAl fncts 
\VUh ",hich thc Imowlrdge of fhe h('nlth ('nt'e IlI'uvidel' rrgnnlillg .he 
cOlidiCioli. The ('el'tinntion must nlso shlte the employee's need to care 
for .hc SOli, d:mghtel', sl10IIse or parent and must indude nn es.imnte 
of .hc nmoun( of lime the employee is lIec(led to cure for the family 
litembcl', 

d. 	 Mediral cc..tification slmll be .rcated as fonfidcntinl and pl'ivileged 
infornm. ion. 
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e, 	 All eml.loyce will he n'(llIired to rcport I.eriotiirnlly to lhe employe.. or 
Ihe s'allis nllt! Ihe illtention of.he clIIl,loyce'o relnrn '0 work 

f. 	 1~II1IJloyees who hAve fal(en Uilimid leAve untirl' • his policy lUust 
furnish the employe.' with a medical certification fa'om the fmployee's 
hculth care lu'uvidel' Chnt the emilloyee is able '0 I'csume worh, befOl'e 
.'el .. r .. is grunted. 

5. 	 l\Inin.eIUUlre of IIclIUh nnd COnnA IJenelib Buriug IInpaid "eltvc: 

n. 	 The ('lIIl'loycl' shall maintain heallh illsllnmcc hen('('its, I'nid by 'he 
elllidoye.' for the em,doyee, during ,.crinds of ..1I1.llid lenve without 
inte.... lI.,tion. The ellll,loyee lIIust IU'y nlly I.nyment fm' fnlllily 
covernge I.remiums, or other l)nYI'oli tledllctibles for inslII'ance policies, 
01' the benefits nmy not be confinlled. 

h. 	 The eml,loyel' has n right to recover from Hie employee all heaUh 
insurance premiuUls I,aid during .he IInpnitileave if .he eml.loyee fails 
'0 ret .. rn 10 WOl'll af'el' leave. 1~1II ..I()yees who fnil to return to wOI'k 
heeallse they are unable to pel'fonn the fllllrfinns of their job because 
of Uu'h' OWII scriolls henUh condition or hccnllst' of Ihe conlillnecl 
nec('ssily of cnring fol' a sCI'iousty ill falllily membel' mny he exempt 
frolll I he reral,tllre I)rovision, 

('. 	 Leave tnlten under Ulis Ilolicy docs not c:onsCicute n clunlirying event 
thnt entitles an employee to COHI{A insurance covernge. lIowever, 
the (ilialifyilig event triggea-ing COnl{A c()vCl'age may OCCIII' when i. 
h('comes clrar.y Imowil nlllt an cm.,loy('e will not be I'ctun.ing to \VOrll, 

and thcrefore c.eases '0 he enfilled '0 leave tIIlder this ,mliry. 

6. 	 Hednced and Intennittent Leave: 

a. 	 !.cllve Inlten under the Imliey can he Inhen illtel'lniHl'ntly 01' 011 a 
reduced leave schedule whell mcdirnlly IIccessl"'y ns certifit'd hy the 
healCh care lu'ovide.'. InlenniUent leave 01' I'educcd leave schedules foa' 
nUitine ca.'c of a new child IIIIlY he tal(cil emly with the al'IIt'ovnl of the 
employer. The cltllJloyee and the ('1II1.loyel' mllst mutually agree "1)011 

the schedule. 

h. 	 The employer mny fellllJOrarily • ransfe I' elUl,loyees 011 intermillent or 
reduced leave schedules 10 an e(luivalcnt alternntive position that fIIay 
hetiel' aecommodaCe Che inlermittent or reduced leave schedule. 

c. 	 Intermittent or ""dnred leave IIIny he s)Jrrnd over n period or time 
longe.' than (12) we('hs totAllenve in a one hvrlve (12) month I"'riod. 

7. 	 Itestornlion: 

a. 	 1~IIIIJloyel's who are grnnted leave under this I)olicy shall be reinstated 
10 all ('(I"ivalent 01' Ihe sallie l)Osition held I,rior to the commencement 

or theh·leave. 

h. 	Cer.ni.. highly compensated emilloycl"s, who nre salaried and among 
the ten percent (10 4%) highest Imid employees, mny he denied 
1'('stOl'alion. nl"sloralioll lIIay he denied ir (a) the employer shows that 
sud. a deuinl is lIecessn ..y to I,revent suhs.nutinl and gl'ievous inj ...'y to 
Ih(~ t'lIIployCI"S OIU' .."tious, (h) the ('m.tluyn nolili,'s Ihe em.,loy(~e that 
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or theh·leave. 

h. Cer.ni .. highly compensated emilloycl"s, who nre salaried and among 
the ten percent (10 4%) highest Imid employees, mny he denied 
1'('stOl'alion. nl"sloralioll lIIay he denied ir (a) the employer shows that 
sud. a deuinl is lIecessn .. y to I,revent suhs.nutinl and gl'ievous inj ... 'y to 
Ih(~ t'lIIployCI"S OIU' .. "tious, (h) the ('m.tluyn nolili,'s Ihe em.,loy(~e that 
it intends '0 deny resloration 011 snch bnsis at the time the ellll.loyer 
drll"nnines Ihnt sud. in.in .. y would Of ('III', IIlitl (t') in nny case which the 
I('Jtvc hitS fommelt('cd, the eml,loyee ... Iet:ls lIul 10 I' ... hu'n 10 \Vorl( within 
a nasonahle lJeriod or time aner rN'rivill~ surh not icc. 



8. The Twl'lve (12) Mon.h l'eriOlI. 

The twelve (12) month .,eriod dll1'in~ whirh nil rlllployre iN l"ntilled to 
hnlve (12) wur" wrcl(!'! of Fnmily Mcdit'nl Len\'e Ac. is ml"n~ul'cd 
forwnrd heginning .hmun..y t of ('neh yen ... 

Time orr 

InticUlcnL\Vcnther. Every ellll,loyee must mnlte n l,enonnl,ludgment nbout 
~mfely in "'nveljug 10 nml fnnn worl, clall'jug indcmcnl wrl1fhrl'. tr Ihe officc is 0I'CIl 

during inclcment wcnthcl' nnd !'!lu)IIld yon chose IIOt to Crnvel Co worl(, Hie time will 
he chnrged fo youI' vn('nCioll. Sholiid vn('nfion not hl' nvnilnhle rOl' ChI' individunl 
l"lIIplnyl"l", Ihe timc will he cOlisitil"I'ed leA\'c wiUum. "ny, 

.l\lntcrnity_Lenvc 

Trllllrs!'!ec Codc Annotltled 4-21-408, 


A remule ellll'loyee who IIns heen ellll,loyed hy fhe snille rl1ll,loyer for' nl lenst 12 
consecutive mon.hN ns n ngnlnl' full-time eml,loyce, ns dl"lenninrd by the eml,loyel' 
nl lhe joh site or locntioll, IlIny he nbsen. fl'OI1l sneh employment fol' n I,uintluot 10 
ellfeed foUl' months ror I"'rgunncy, childhir.h nnd nllrsing nil' illfnnC, whel'e 
npillicsthle (snch I'l'I"iod to he hneinnffel' I·rfe....ed Co n "nmCnnify Irnvc"). 

A femnle em"loyl'c who giveN nt lensf Hn'cr monChN ndvnllce noticc of mntunity 
lenve, hCI"eng'" of mnternity lenve, nnd her intention to .-cCUI'll Co full-tillle 
ellll,Ioymenf nr'rl' mnternity Irnve, shnll he ..es'ol"t'~d to her previous or n similn .. 
position wi.h .he same s'nhts, .,ay, length of service credit alld seniOl'ity, wherever 
nlll.licnblr, as of the dnfe of her lea\'e. 

A remale etl1lJ1oyee who is (,revented from giving threc month's ndvnnce noticc 
hrcause of n medical emergency which nccessitates thnt ItIntenlity leave begin 
enrliet' thnn origiltlilly nlllicipntecl, shnll not forreit her rights nnd hellefits under this 
flnrt solely h('('ause of hel' faihll'e to give three months ndvnnce notice. 

An employer mny ufilizc nrnnrd hilt IIlInsed sick le:n'r, vnratioll lenve, or 
compensn(m'y time to I'ellutin on n llaid stntus during mnfernity leave. Any leave 
tnlten nfCel' those accrlled days have CJl'il'ed shnll he wUltont llay. Mnternity lenve 
shnllno. alTeet fhe ellll,loyee's I'ight (0 ,'eceive vncAUon time, sid, leave, bonuses, 
ncivnncemenC, srniol'ity, length of sel'vice Cl'edif, benefits, 1,lans m' IJI'ogrnnu for 
whirh she wns rligihle nt .lte dnte or hCI' lenve, nny ofl.el' benefils 01' righfs or hel' 
eml,loymen. inddrnt to hel' l"ml,loyment I,osition; provided, howe\'el', thnt the 
employel' need no. I,rovide fOl' .he cost of nny benefils, I'lnll~ m' .,rugl'nms during the 
perioel of mn'el"llity lenve unlr~s sllt.h employer so "nJvides fOl' nil employees on 
I('nve of nbsence. 

If nn employee's ,inh IJOsifioll is so nniclue fhnt Cite emltloye.. ('nlillot, nftca' 
I"cnsonnble elTor'ts, rill fhAt I,osition 'ell1llOl'nrily, ."rll the ('1II1,loyel' shnll not he 
liAble IIndel' 'hi!'!.,nl·' fen' fnilun~ to I'einsfate the e"'llIoyee nt the end of her 
mnternity lenve IlCl"iod. 

The Iml'lHJNC of this pnr' is to lU"ovide lenve lime h, femnle employees rOl' 
IlI'egnnlH:y, chiltlhh·.h, nnd mmdng the infnnt, where npillicnblc; thererOl'c, if nil 
eml,loycl' finds thnt fhe femnle employee hns utilized fhe period of IIInte.-nity lenve to 
nctively Int.-sue othel' elll.,loymen' olll'OI'tnnities, or if the eml,loyel' finds Ihn. the 
ellll,loyee hns worltrcllU1I'f-fime 01' full-time fOt' nlloU,rl' rlUldoyel' during Chf, .. el'jod 
of IIIntenlity lenve, fhen the emilloyer shAll not he liable nnder this I,nt'( rOl' fnihll'e to 
reinstnte the employee nt the end of hel' IUst'ernify lenve. 
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8. The Twl'lve (12) Mon.h l'eriOlI. 

The twelve (12) month .,eriod dll1'in~ whirh nil rlllployre iN l"ntilled to 
hnlve (12) wur" wrcl(!'! of Fnndly Medit'nl Len\'e Ac. is ml"n~ul'ed 
forwnrd heginning .hmun .. y t of ('neh yen ... 

Time orr 

InticUlcnL\Vcnther. Every ellll,loyee must mnlte n I,enollnl.iuclgment nbout 
~mfely in "'nveljug 10 nml fnnn worl, clall'jug indemcnl wrl1fhrl'. tr Ihe officc is 0I'CIl 

during inclcment wcnthcl' nnd !'!holiid yon chose IIOt to Crnvel Co worl(, Hie time will 
he chnrged fo youI' vn('nCioll. Sholiid vn('nfion not hl' nvnilnhle rOl' ChI' individunl 
l"lIIplnyl"l", Ihe timc will he cOlisitil"I'ed leA\'c wiUum. I'lty, 

.Mntcrnity_14cnvc 
Trllllrs!'!ec Codc Annotltled 4-21-408, 

A remule ellll'loyee who IIns heen ellll,loyed hy fhe snille rl1ll,loyer for' nl lenst 12 
consecutive mon'h!'! ns n nglllnl' full-time employee, ns dl"lenninrd by the eml,loyel' 
nl lhe joh site or locntioll, IlIny he nbsen. fl'OI1l sneh employment fol' n I,uintluot 10 
curcd foUl' months ror I"'rgnnncy, childhirth nnd IIlIning nil' illfnnC, whel'e 
npillicsthle (snch I'l'I"iod to he hncinnffer n·fe .... "cI Co n "nmCnnify Irnvc"). 

A femnle em"loyrc who giveN nt Icnsf Hn'ce mon1hs :ulvallce notice of matunity 
lenvl', hel'leng'" of mnternity Il'ltve, nnd her intention to .-cClII"II Co full-tillle 
ellll,loymcnf ar'rl' mnternity Iravl', shnll he .. es'ol"t'~d to her Jlrevious or a similn .. 
position wi.h .he same s'nhts, .,ay, length of service credit alld seniOl'ity, wherever 
nlll.licnblr, as of the dnfe of her lea\'e. 

A remalc etl1lJ1oyee who is (,revented from giving threc month's advnnce noticc 
hrcause of n medical emergency which necessitates thnt ItIntenlity leave begin 
enrliet' thnn origiltlilly nlllicipntecl, shnll not forreit her rights nnd hellefits under this 
flnrt solely he('nnse of hct' faihll'c to give three months ndvnnce notice. 

An employee IIIny ufilizc nrnned hilt IIlInscd sick le:n'e, vnrntioll lenve, or 
compensnfOl'y time to n~lIutin on a Imid statns during mnfernity leave. Any lenve 
tnlten nfCel' those accrned days have CJl'il'ed shnll hc wUltont Imy. Maternity Icnve 
shnllno. nlTed fhe ellll,loyee's "ight (0 ,'eceive vncAtion time, sid, leave, bonuses, 
ncivnncemenC, srniol'ity, length of sel'vice Cl'cdif, benefits, I,hms 01' IJI'ogrnnu for 
whirh she wns rligihle nt .he dnfe or hCI' lenve, nny othel' henelils 01' righfs or hel' 
eml,loyment incident to hel' l"ml,loyment I,osition; provided, how('\'el', thnt the 
employel' need no. I,rovide fOl' .he cost of nny benefils, plnlls m' .. rugl'nms during the 
perinel of mnfenlity lenve unless Slit." employer so l'nJvides fOl' nil employees on 
lenve of nbsence. 

If nn employee's ,inh l)Osition is so nniclue fhnt Cite ellll,loyer ('nlillot, nftcl' 
I"cnsonnble elTOI'ts, rill fhAt .,osition 'ell1llOl'nl'ily, ."1'11 the rllll,loyel' shnll not he 
liAble IIndel' thi!'!l'nt'( fen' fnilut'e to ,'einstnte the elll11l0ycc nt the end of her 
mnterllity leave IlCl"iod. 

The IUlrll"!,!c of this part is to lU'ovide lenve lime h, femnle employees fOl' 
In'egunm:y, chiltlhh,.h, nnd mmdng the infnnt, where npillicnble; therefm'c, if nil 
em"loyel' finds thnt fhe femnle employee hns utilized fhe period of IIInternity lenve to 
nctively Iml'sne othcI' elll.,loyment 0lll'0l'tnnities, or if the eml,loyel' finds Ihn. the 
ellll,loyee hns woriteclllnrf-fime 01' full-time fOt' nuoU,et' emldoyel' during Chf, .,cl'jod 
of IIIntenlity lenve, fhell the emilloyer shnll not he liable nndel' fhis I'nt't rOl' fnihll'e to 
reinstnte the employee nt the end of hCI' IUstfernify lenve. 
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Vacatiou_Leave 

QualilicatiUltfol~Vacatioll_TiUlc. Vacafions will he gnlllfcd '0 regular fun time 
('mIJloyee~ ('alcnlated Oil fhe hasis of one (I) tiny 1"'1' mon.h (fol' vacation IlIu'IJ05e5, 
olle weel, i~ drfined AS five (5) worl, dnys. No more fh1m 15 dnys fillle can be cnrried 
over to fhe ned yronr, 

Usc of_VacatiUlLTime. Vncation Ume will not be avnihtble I'()I' lise hy an em,duyee 
until iC is accrued. Vacation leave may he IIsed olily At fimes AIJlll'(Wed ill Advallce 
hy .he NIII,loyel'. Varntion I'NI"es's will he honored Co .he extent IJOssible. SeniOl'ity 
will be IIsed '0 defen.. ;ne Any leave 1'('(I"est conllices. No ('lIIldoyee5 may give 01' loan 
vacation fo anofher ellll,loyce. 

UiSIJOsitioILO[Acc[ued_VatntiQILLcnv_c_lIltonTcllllinnti.ou 

(~nel't ns othel' wise Ilt'(;vidrd And snhject to fhe limitA.ion sfnted in Chis section, 
"1'011 termination of the eml"loYlllent, the eml,loyee shAll he Imid for all accrued but 
Ilillised vncafionlrave he 01' she may have as of his 01' her last working day. Also, 
t'nch ft'l'IninAfing ('1I11,loyee shAll be l'Aid A I,rorn'ed IJUrUolI or unAccrurd VAcation 
IrAvr. "Ayment shAll be, at .he Oi"ion or .he elllitloyel', either by fcrlllinnileave 01' 
by hllllil slim IUlymelit. '11 eifhel' even I, or whe.her .erminafiol1 is volnntal), or 
involuntAry, the clisne.ion to de. ermine (he rm.,loyrc's lAS' working dny is rcsel-vetl 
to fhe nl",."o.,rin'e Authority. 

Tl'I'mi .. nllt'nve is fhnt pCI"ioc! during whit:h nn ('m.,loyee remnins 011 the 
IlnYI"oli beyond his 01' 1tt'I' Ins. wol'ldng dAY until nil or hi!ll m' hel' A('crnct! annual 
lenve hn!ll heen uhAnsfed. 

If nn (,III"loyrc is pAid fOl' his 01' hel' ncnued hilt nIHI!IIt'd nnnuallcnve hy 
'enninalleAvr, thc date 011 which his 01' her allUml' leave is exh:msted shnll be the 
ollid=" dny of 'N'minAtion. 

""ring n IJuiud of tCf'lninnlleAve, An emilloyee shAll not eArn AdditionAl 
!llIlIunl 01' sid, lenve nnd shnll not he eligihle fm' use of sid, lenve, And shall not be 
rligihlt' for any SAlAry inc.-ense. lIowevcl', nil cmployee shull receive credit fOl' 

nllY onicinl holidays OCCUlTing during A I.erioel of fel'lllinni lenve, 

If It h~ ..miIiAtilig eml,Ioyee elcds '0 he Imid for' his m' Itr .. Accruetl but unused 
nnnnAllrave hy hlllli. Sill.. IUlYlllent, the eml,loyee's Inst worldllg dnys ~Imll he the 
offidnl dnCe of Ct'rltlinAtioli. 

"nYlllrlt' for Aeenled Allllnnllt'Ave under this sedioll shaliliot be limieed to the 
I1I1UilllUIil Accnmulnfioll amount which mAy be cArdrd forward fl'Om one cnlendA.' 
yrnr '0 .he next if the las' \VOI"lling dnys OCCUI'S prim' .n .Inllnn,·y I (evell if (he 
tt'rminnllrave period edends beyond .JatlnAry I). 

All t~lIIlllnyre who is dismiss('d fol' gross misrondud 01' whn I"('signs Co nvoicl 
dismissnf for gross misconduct sllnll not be ('1I.iUed fo Any cOIIIl,enSAlion for nccrued 
hut mmsr" AnnUAllrnve At the time of dismissnl. 

All I,cnwnncl ('uHf led to An.."e nmUlalleAve mny 1"r(luest use of nnnnnlleAve At 
the sprcifird time hy nl",licAtion to .he discretion of fhe nl'pl"Oving nuthority, who is 
I"rsl'0nsihle for 1,lnulling the wo..". tllldt''' his 01' hel' con.rol, nnel should he A"I'I'Cn'cti 
only At such tilll(,!; AS the employee CAn hrst be spnred. 

Qunlilicntiuttfol:....Vncntioll_Timc. Vncnfions will he gnlllfcd to rcgnlnr fun time 
('mIJloyee~ ('nlcnln.ed Oil fhe hAsis of one (I) tiny 1"'1' month (fol' vncAUolI IlIu'IJ05e5, 
olle weel, i~ drfined AS five (5) worl, dAYs. No more fh1m 15 dAYs fillle enn be enrried 
over to fhe ned yroAr, 

Usc of _VncntiutLTime. Vncnlioll Ume will not be nvnihtble I'()I' lise hy nit em,duyee 
until iC is nccl' .. ed. Vncntion leAve IIIny he IIsed olily nt fimes AIJlll'(Wed ill ndvnllce 
hy .he NIII,loye,'. VnrnCion I'NI"esls will he hOllored eo .he extent IJOssible. SeniOl'ity 
will be IIsed '0 deten .. ;ne nlly leAve 1'('(I"est conlliees. No (,lIIllIoye(,5 IfIny give 01' lonn 
vncntion fo nno.her ellll,loyce. 

UiSIJQsitioILO[Acc[ued_VntntiQILLcnv_c_lIltonTcllllinnti.ou 

(~nel't AS othel' wise Ilt'(;vidrd nnd suhject to fhe limiCn.ioll sfAted in Chis section, 
"1'011 terminAtion of the eml"loYlllent, the eml,loyee ShAll he Imid for all accrued but 
Ilillised vacafionlrave he 01' she may have as of his 01' her last working day. Also, 
(,Ach f(,l'Ininnfing ('1I11,loyee shall be I,nid a I,rorn'ed IJUrUolI of unncerlled vncAfioll 
IrAve. l'Aymellt shnll be, flt .he Oi"ion of .he ellll"oyel', either by fc .. minnllenve 01' 

by hlmll sum IIDYlllelif. '11 eifhel' even I, or whe.her .erminafiol1 is voluntall' or 
involnnfnry, .he clisnefioll to defermine (he cm.,loyrc's In~( working dny is resel'Vctl 
to the nl",."o.,rin'e nll.horUy. 

Tl'I'mi .. nllt'nv(' is thnt pCI"ioc! during whit:h nil ('mployee .. ('mnills 011 the 
IlnYI"oli beyond hi~ 01' 1t(,I' Ins. wol'ldng dAY until nil or hi!li m' hel' nrernet! nnnllni 
lenve hn!li heen uhnnsfcd. 

If nn eml'loyre is pnid for' his 01' hel' ncnued hut nIHl!lird nnnllnllcnve hy 
.enninnllrnvr, .he dn'e 011 which his 01' her HlIUIUI' len\'e is exhAusted shAll be the 
ollici=" dAY of 'N'minAtion. 

""ring n .Juiud of tef'lninAlleAve, nil emllinyee shAll not enrn ndditionnl 
Illlllllni .,.' sid, lenve And shnll not he eligihle fOl' usc of sid, leflve, find shnllnot be 
rligihl(' for nny sniAry inc.-ense. lIowevcl', nil employee shllil receive credit fOl' 
Ally onicial holidays OCCUlTing during A I.eriod of fel'lilinal leavc, 

If It h~ .. millntillg eml,Ioyee elcds '0 he Imid for' his m' her nccruetl but unused 
nnnunlleAve hy hlllli. Sill .. IlDyment, the ellll,loyee's In!lit worldllg dAYS slmll he the 
offidnl dA'e of 't'I"ltIinntioli. 

"Aymen' for nccnlcd nllllnAII(,Ave under this sedioll shnll not be limited to the 
I1I1UilllUIil IIrcnnmlntioll nmonnt which II1ny be cnrdrd fonvnrd fl'Om one tnlendAl' 
yrnr '0 .he next if .he Ins. \VOI"lling dllYs OCCUI'S .,dOl' 'U .Inllnn,·y I (even if (he 
CuminnllrA"e "eriod edends beyond .Inlllln .. y I). 

All t~lIIlllnyre who is dismisst'd for gross misrondud 01' whn I"('signs Co nvoicl 
dismissnf for gross misconduct shAll not be ('lItitied fo nlly COIIII)rnsnlion for Accrued 
hut mlllsr" nnnunllrnve n. the time of di!lit1lissAI. 

All I,rnwnncl (,lItined to nenne Ammnllellve mny n(lu('st use of nnnnnllcnvc nt 
the specifird time hy nl'I,licnfion to .he discretion of fhe RI,pmving nu'horify, who is 
I"rsl'0nsihle for 1,IAliliing the wo .. ". ullder his 01' hel' con.rol, Ami should he n"I'I'Cn'cti 
only At such filllr!; ns the ellll'loyee enn hrsf be spAred. 

http:UiSIJOsitioILO[Acc[ued_VatntiQILLcnv_c_lIltonTcllllinnti.ou


In the rn~e of dcnUI ill .he employee's imlllcdin.e fnmily (fn'hel', moChel', 
hushnml, wife, child, 01' grnnclrhild) fhe employee will bc givcn two (2) worldng dnys 

Imid I('nve which wilillot he chnrged to vncnfion lenve. If the eml,loyee hns 
nrcunmlnCeci sicl, lenve, the eml'loyec mny tnltc ndditionnl three (3) dnys of sid, 
lenvc (0 e:dend berenvemcnt lenve for nn immedin.c fnmily member. 

The l'mploycc shnll he givclI one (1) worldng clny Ilnid I('nve which will 110' he 
chm'ged Co vncnUoll lenve in fhe cnse of den.h of n stepchild, brother, sister, 11I0fllel'
hl-Inw, fnthcl'-in-lnw, or gl'nlldpnrcnt of the ellll,loyee, If the employee hns 
ncclllunlnfcd sid, I('nvc, .hey mlly Cnlu~ nil nthliHollnl hvo (2) dnys of fheir' sich.lenve. 

For any other hlood ..elnlive or close friend, the employee IIIny fnke one (I) day of 
nccnmuln.ed sidt lenve if nvnilnhle. 

Jury umt(;omtJ)uty 

If is dcsinHls fcu' nil ('ml.loycrs to fulfill 'h('it' clll'Y (U S("I'\'(" ns mrmhrn; or ,,"drs m' 
'0 tcsHfy whcn clIUrd in ho.h Fedcml nnd S'nh~ r.on ..f~, Thcrcrm'c, the following 
IU'ocedures shnlln'g1lln'e when nn employee is cnlled for ,im'y dllty 01' sublJoclined to 
fo"r" 

(I) 	The eutl'loyee will he .grnn.ed n lenve of nbsence when Ule cmlllloyee is 
Stlh(lOenned 01' flit'eded by In'ollel' nu.hori.y to nl)I)('HI' in Fe(h~I'nl 01' SCnte 
(:OUI" ns n wifness 01' ,;"1'01" 

(2) 	The cIIII,loyre will receive his rcgulnl' ('ompellsntioll during fhe time hc/she is 
s('l'\'in~ ns n ,inn,... 

(3) 	The clUployce must nrmul to his eml.loyrl' nil ('ollll'cnsntioll of fees Hint he 
I'('rdycs ff)l' !IIrl'ving ns n ,inn..' dllring nnnllni \vOI'.dug hOIiI'S. 

(4) 	 If the employee is l'eUeved frolll fo"r. 0 .. ,i"ry clnly d"ring working hours, the 
r ... ployre IIIlIst "("llOr( hnd! '0 his/hI''' elllployel', 

(5) 	The nhove IU'ovisions fonr(,I'ning coml'ensnfinn for Cillle in conI" do lIot 
nl'l'ly if tbe eml'lnyre is invulvrcl in I"'ivn'c lifigntioll, On '''rse oft'Rsions the 
ellll.loy("e mllst tnhe vl1fnHon leRvr, COIIII)cl1sntory fimrs OI'lenve without 
pny. 

lnJ,/ine.of Ut1ty~.l ..jurY.Lcnve, 

Any clUl,loyce sus.nining nil in,im'y 01' nn ilhle!lls dul'illg .he com'sc nnd scopc of 
his entl,loyment whirh is de.el'luined to he COml)cnsnble nlulel' the 11I'ovisiolls of the 
\Vorkrt"~ (:OIt1Jlen~Rfioll LAW ~hnll be entitled '0 re(eh'c in-line-of duty injm'y lenve. 
This Icn\'e shnll nn' he ('onntr" n~nillSf nny n(,(Turd sid{ It'nve thnt the rmJllnyre hns 
n('{'"m.tln'rd, The .,nwisions or the Worl{rr's Cmnl'rmmfioll Lnw will delcnnine 
benefits lhn, SH'e I'('crivnble by lhe elUl.loyer, 

Full-time rlll.,lnyers who nrc lt1emhers of nny militAry J'('~c ..ve compol1rnt willhe 
grnll'ed mili'nry It'nvc rot' sneh lillie ns they nrc in .he milifnry sel'Vice 011 field 
.rnilling 01' ncfive dufy for I.el'iods not to eneed fifeeen (15) working dnys pCI' 

fnlendn .. y('nl'. This time mny 1101 be used for wcc'trllli drills. Such n~clues'cd leavc 
shnll he ~nl'l.nl"cd wilh COllies of .he nnned forces OI'dcl's. 

7.1/ 

In the rn~e of dcnUI ill .he employee's imlllcdin.e fnmily (fn'hel', moChel', 
hushnml, wife, child, 01' grnnclrhild) fhe eml,loyee will bc givcn two (2) worldng dnys 
Imid I('nve which wilillot he chnrged to vncnfion lenve, If the eml,loyee hns 
nrcunmlnCeci sicl, Jenve, the eml'loyec mny tnltc ndditionnl three (3) dnys of sid, 
lenvc (0 e:dend berenvemcnt lenve for nn immedin.c fnlllily member. 

The l'lIIploycc shnll he givclI one (1) worldng clny Ilnid I('nve which will 110' he 
chm'ged Co vncnUoll lenve in fhe cnse of den.h of n stepchild, brother, sister, 11I0fllel'
hl-Inw, fnthcl'-in-lnw, or gl'nlldpnrcnt of the eml,loyee, If the employee hns 
ncclllunlnfcd sid, I('nvc, .hey mlly Cnlu~ nil nthliHollnl hvo (2) dnys of fheir' sich.lenve. 

For any other hlood .. elnlive or close friend, the employee IIIny fnke one (I) day of 
nccnmuln.ed sidt lenve if nvnilnhle. 

Jury umt(;omtJ)uty 

If is dcsinHls fcu' nil ('ml.loycrs to fulfill 'h('it' clll'Y (U S("I'\'(" ns mrmhrn; or ,,"drs m' '0 tcsHfy whcn clIUrd in ho.h Fedcml nnd S'nh~ r.on .. f~, Thcrcrm'c, the following 
IU'ocedures shnlln'g1lln'e when nn elliployee is cnlled for ,im'y dllty 01' sublJoelined to 
fo"r" 

(I) The eutl'loyee will he .grnnted n lenve of nbsence when Ule cmlllloyee is 
Stlh(lOenned 01' flit'eded by In'ollel' nu.hori.y to nl)I)('HI' in Fe(h~I'nl 01' SCnte 
(:OUI" ns n wifness 01' ,;"1'01" 

(2) The cIIII,loyre will receive his rcgulnl' ('Ompellsntioll during fhe time hc/she is 
s('l'\'in~ ns n ,inn, ... 

(3) The clUployce must nrmul to his eml.loyrl' nil cOlIIl'cnsntioll of fees Hint he 
I'('rdycs ff)l' !IIrl'ving ns n ,inn .. ' dllring nnnllni \vOI'.dug hOIiI'S. 

(4) If the employee is l'eUeved frolll fo"r. 0 .. ,jury clnly d"ring working hours, the 
rlllployre IIIlIst "("llOr( hndt '0 his/hI''' employc.', 

(5) The nhove IU'ovisions fonr(,I'ning coml'ensnfinn for Cillle in conI" do lIot 
nl'l'ly if tbe eml'lnyre is invulvrcl in In'ivn'c lifigntioll, On .hese oft'Rsions the 
ellll.loy("e mllst tnhe vl1fnHon leRvr, COIIII)cl1sntory fimrs OI'lenve wiChout 
pny. 

lnJ,/ine.of Ut1ty~.l .. jurY.Lcnve, 

Any clUl,loyce sus.nining nil in,im'y 01' nn ilhle!lls dul'illg the com'sc nnd scopc of 
his entl,loyment whirh is de.el'luined to he Coml)cnsnble nlulel' the 11I'ovisiolls of the 
\Vorkrt"~ (:OItlJlen~Rfioll LAW ~hnll be entitled to re(eh'c in-line-of duty injm'y leave. 
This Icn\'e shnll nn' he ('onntr" n~nillSt nny nC(Turd sid{ It'nve thnt the rmJllnyre hns 
n(,{,lIm.tlntrd, The .,nwisions or the Worl{cr's Cmnl'cmm'ioll Lnw will delcnnine 
benefits flu., sn'e I'('crivnble by lhe elUl,loyer, 

Full-time rlll.,lnyers who nrc lt1emhers of nny militAry )'('~c .. ve compol1rnt willhe 
grnll'ed mili'nry Irnvc rot' sneh lillie ns they nrc in .he milifnry service 011 field 
.rnilling 01' ncfive dufy for I,el'iods not to eneed fifteen (15) working days pel' 
fnlendn .. y('nl'. This time mny 1101 be used fOl' wcc'trllli drills. Such I'cclucs'cd leavc 
shnll he ~nl'l.nl"cd wilh COllies of .he nnned rorces onlct,s. 

7.1/ 

http:lnJ,/ine.of
http:nccnmuln.ed


Full-time eflll'loyee~ who nre nu'mhrn of n milih1l'Y r('~r1'Ve unit who hnve 
cOIIII'Ie(ed theh- milifltl-y-(n1inin~ dUfy 1'01' the cnlcntlnl' yCRI', untl nre I'cnctivntecl for 
fHldiHonnl "'nilling, will he nllowed nn ndditiollnl fineI'll (15) dnys 1IIi1i'ary lenve if 
HI(, n«hlilionnl mili'nry h'ninin~: 

(I) OCfurs during fhe cnlcncl:n yenr; nnd 

(2) 	FnUill~ the ('1II1,lnycc'S' milihn"y frnining nhliglltion fur the SlIhsc(IUClit 

t':llcndnr yenr. 


" .. ring ~nch .imc (hnt .he ellll,loyee is Oil mmt:....y .rnining len VI', he/~he shnll 

receive fnilimy nnd benefits ht which h('/she would o.hcnvise he cnlitled. 


l~n ..cnmclrCI1lIlQ..n..yEIIII)loyccs 

A .,nrf-tillle/'clIIl,m"nt'y ellll'loyee designn'ioll will he used fm' those ellll,loyees 
who~e ..rgulsu' nssigned wm'k schedule includes 110 1II0re thnn .hh'fy-hvo (32) houl'S 
I,e,' weel(. The benefits sel out in this mnnunl nre intended to nllilly oilly to full-lime 
emldoyee~, Th('se n.les nnd ..egnlnfioll~ nl'e not in. cllcled to es.nblish pnid lenve of 
nny Idlld fOl' IUII't-tillle/'eIllIJOn,ry emldoyees. 

UiscriminntiollStnCcmcn( 

As nil r(llUd 01'IUJr'"nity eUlI.loyrl', ellll,loyment will he hnsr.d .. pon considernfion 
of Uee (Innlificnfion of nil nl)ltlh'nll'~ fol' rlUl,loyment. UiscTiminntion hnsed "1'011 nn 
nl'IJlirnnt's I'nc(', color, sel, religion, nntionnl origin, nge 01' disnhilify willllof he 
tolcrn.ed, All cmployee will "('port nlleged tliscriminntory nctivity to the elccted 
uffirinl. If the 1'1"0hie111 occnn; wifh 'he e'('ctecl offici"l, 'hell the eml,loyee will rCIUJl't 
fo the COlln'y Mnym', 

Sexnnlll.nl"nssmcnt 

A~ 1mI" of FuyeHe COllllty'S continuing (:(unmifmcnt to ('(IUnl eml'loyment 
OPIJOl'tullity, Ule COIIII'y ntlhert's '0 the following IJOliry: 

(t) 	It is iIIegnl nnd ngnillst fhe Iwlici('s of (he COllnty few nny employee, I11Ale 01' 

fr.mnle, fo ~ullnlly hnl'n~!II nl1olll(,I' emilloyer hy (n) mnlting unwelcome sexnnl 
ndvnnces 01' ""'I"es's fOl' se:uml fnvol's or oth(',' verbnl 01' I.hysicnl cOII(nct of n 
sexunlnnt"l'e n condition of nil cml,loyce's continued employment, or (h) 
IIml<ing suhmission fo m' rejections of such conduct .he bnsis fOl' einl.loymcnt by 
~uch cOIHlllcf. 

(2) 	Any ell1l,loyee who believes he or she hns been the suhject of sexunl hnl'nssmellt 
should 1'1'1101" the nllrged nrt 01' condnct in1ltlctlintely to .he County Mnyol' 01' 

al'I'l'opl'inCe de('fed officinl, 

(3) 	All illfonnnCion repol"ed will he held in strictrsl ('onfidcllcc nnd will only be 
di~d(Jscd on n lIeed-to-lmow bnsis in ordel' '0 ilivesHgn.e nnd r('solve the IIInffel'. 

(4) The COlln'y will flillill ifs oblignfioll '0 IInder.nile nil npln"Uln'in'e investigntion, 
which mny include infonl1ing the nlleged hnrnssel' of the cOIIII,lnin' nnd giving 
thnt I,crson nn op"OI'hmity '0 ,'eslJOl1d (0 the nllegntioll. 

Any 1'4'I"scm who hn~ h(,(,11 found hy nl(, (:cnmly unrl' invt'~tigntioll to hnvl~(~) 
sunnily hnl'Rsst'd nn eml,loyee "ill be 5I1b,ic('( to "Pln'update snnctions 
dCIJrmling 011 fhe ciITllI1ls'nnces, from a wJtnling in his or her file nil to I1l1d 

indmling ft'nllhll1fioll, 

Any .'eenlintory nction of nny llind tnlten hy nny persolls ns n result of nn(6) 
individnnllllniting n I'CIJOr' of sunnl hnnmmu'ut is prohihit"d and shnll he 
regnnled ns n sepnrnte nnd dis.inct rnuse for complnint. 

Full-time eflll'loyee~ who nre nu'mhrn of n milih1l'Y r('~r1'Ve unit who hnve 
cOIIII'Ie(ed theh- milifltl-y-(n1inin~ dUfy 1'01' the cnlcntlnl' yCRI', untl nre I'cnctivntecl for 
fHldiHonnl "'nilling, will he nllowed nn additiollal fineI'll (15) dnys 1IIi1i'ary lenve if 
HI(, n«hliliunnl mili'nry h'ninin~: 

(I) OCfurs during fhe cnlcncl:n yenr; and 

(2) FnUill~ the ('1II1,lnycc'S' milihn"y frnining nhliglltion fur the SlIhsc(IUClit 
t':llcndar yenr. 

" .. ring ~nch .imc (hnt .he ellll,loyee is Oil mmt: .... y .rnining leave, he/~he shnll 
receive fnilimy nnd benefits ht which h('/she would o.hcnvise he cnlitled. 

l~n .. cnmclrCI1lIlQ .. nryEIIII)loyccs 

A .,nrf-tillle/'clIIl,m"nt'y ellll'loyee designn'ioll will he used fm' those ellll,loyees 
who~e .. rgulsu' assigned wm'k schedule includes 110 1II0re than .hh'fy-hvo (32) houl'S 
I,e,' weel(. The benefits sel out in this manual nrc intended to allilly oilly to full-lime 
emldoyee~, Th('~e n.les nnd .. egnlnfioll~ nl'e not in. cllcled to es.nblish pnid leAve of 
any Idlld fOl' IUII't-tillle/'eIllIJOn,ry emldoyees. 

UiscriminntiollStnCcmcn( 

As nil {'(llUd 01'IUJr'"nily eUlI.loyrl', ellll,loyment will he hnsr.d .. pon considerntion 
of Uee (Innlificnfion of nil nl)ltlh'nll'~ fol' rlUl,loyment. UiscTiminntion h:ued "1'011 nn 
nl'IJlirnnt's I'ac(', color, sel, religion, nationnl origin, n~e 01' disnhilify willllof he 
tolcrn.ed, All cmployee will "('port alleged tliscriminntory nc(i\'ity to the elccted 
uffirinl. If Ihe 1'1"0 hie 111 oecnn; wifh 'he e'('ctecl offici"l, thell the eml,loyee will rCIUJl't 
fo the COllnty Mnym', 

Sexnnlll.nl"nssmcnt 

A~ 1mI" of FuyeHe COllllty'S continuing (:(unmifmcnt to ('(IUnl eml'loyment 
OPIJOl'tullity, Ule COIIII'y ntlherrs '0 the following IJOliry: 

(t) It is iIIegnl nnd ngnillst fhe Iwlicies of (he COlillty few nny employee, I11Ale 01' 

fenlnle, fo ~ullnlly hnl'n~!II nl1olll(,I' emilloyer hy (n) mnldl1g unwelcome sexnnl 
ndvnnres 01' ""'I"es's fOl' se:uml fnvol's or olh(',' verbnl 01' I.hysicnl cOII(act of n 
sl'Xunlnntnl'e n condition of nil cml,loyce's continued employment, or (h) 
IIml<ing suhmission fo m' rejections of such conduct .he basis fOl' einl.loymcnt by 
such cOlHlllcf. 

(2) Any ell1l,loyee who believes he or she hns heen Ihe suhject of sexnnl hnl'nssmellt 
should 1'1'1101" the nllrged net 01' condnc. immctlin.ely to fhe County Mnyol' 01' 

nl'IJI'opl'inCe de('fed officinl, 

(3) All illfonnaCion repo ... ed will he held in stl'ictrsl ('onfidcllcc nnd will only be 
di~d(Jscd on n lIeed-to-lmow bnsis in ol'del' fo ilivesHgnfe nnd r('solve the IIInffel'. 

(4) 

(6) 

The COlln'y will flillill ifs oblignfioll '0 IInder.nlle nil npln"Uln'in'e investigAtion, 
which mAy include infonl1ing the nlleged hnl'J1ssel' of the cOlIIl,lninf nnd giving 
thnt I,crson nn op"OI'hmity '0 ,'eslJOl1d (0 the nllegntioll. 

Any 1'4'I"scm who hn~ hr(,,11 found hy tll(" (:mmly unrl' inv('sti~ntioll to hnvl~ 
sunnily hnl'l1ss('d nn eml,loyee "ill be 5l1b,ier( to Ul'lJI'oprinCe snnctions 
delJrmling 011 fhe cilTIII1ISfnnces, from n wJtnling in his or her file nil to I1l1d 

indmling tenllilu1tioll, 

Any .'etnlintory nction of nlly llind tnlten hy nl1y persolls ns n result of nn 
ilHiividnAllllnlting A I'CIJOr' of sexnnl hnl'nssmeut is prohihitrd nlld shnll he 
regnnled ns n sel'nl'nte nnd dis.inct rnuse ror (omplnint. 
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AlcohoLnndHrngs 

FnyrUt' Counfy I"frogni7.r~ fhnt nlrohol nnd drug lIhmt' in flit' worl, plnrc hn~ 
hCfomc n mn.ior COIICt'''II. W.. hrlieve .hnt hy I"fduring ...... g Jllld ,,!cohol usc we will 
improve the ~nfe'y, ht'nlfh nnd pnuluctivify of employcr~. The oh,iect of the county's 
n!cohol nnel ctl'ng .,oliry is '0 .,nwiclr n snfr nnel ht'nllhy wol"i( .,Infc for nil 
fmployers, '0 romply with fedfl'nl nllel s.nte hcnlth nnd ~nfe'y rfgulntiolls, nllel to 
prevellt ncridell's. 

The nsr, possession, snle, tnmsfer, purchnse or brillg mHIt'I' fhe illl1uclice of 
intoxicnting lielllo", iIIrgnl drugs or other inhnicnn.s hy rmployers nilyfillle Oil 
romlulllY IU't'mist's CU' while Oil ('ompnlly hnsillt'~~ is pl'ohihi'fct, The iIIrgnl usc of 
nlly drng, IInnotie 01' con.rollfd suhshmce is I'rohihitrd, 1~lIIployees lIIust nol l'elwl't 
for duty or he Oil cOlIIl'nllY property while ulldel' the illllllrnce of, 0 .. hnve ill .heh· 
po~~ession whilc 011 ('ollll,nny p"ol't'rfy, nny in.oxirnfing Ihlll("', mnl'ijunlln or 
iIIrgnlly oh. nilled ctrug, lin rcot ic 01' ot hI''' iIIegnl Sll h~' n nl'f. 

MislnllCS_ & Errol'S 

Alllllis'nl,t's nlld/or enol'S will he nportrcl '0 fhe eluilloyrl' illlllledinfely before 
nlly nctioll i~ fnl(fll to conee( .he mi~'nlu~ or fnOl', AllY frron mnde hy nil employce 
fhn. illvolves .he I'Cceivilig 01' dishursing of cnsh whidl rnUSfS n ~ho .. tnge ill funds 
'hnf cnllilot he collrctrcl hy fhe rlll(Jloyre fl'om .he person rrceivillg the fUllds, shnU 
he fhe l'rsl,ollsihility of the eml,loyrr. The eml'loyee shnl! reimhurse the lost funds 
"1'011 delllnnd of .he ellll,loYfl'. Fnitnl'e'o I'eimhllne lost fUllels for nny mis'n',es 
RllCl/m' t'non IIIny he g ..ounds for 'rl'millntioll. 

Confidcntinlity__oLOlficc Hccon.ls 

Any I't'conl liIt'd ill fhis olnce 01' mnHel' prr.niniug fo fhis olnee wilillot he 
discussed olltside the olnce. All reronls nre ol'ell to 'he ,)Uhlir except those 
uelllpfeel hy sfnfu'e. Any persoll desirillg fo I'evirw nlly I'('col'd not exempfed by 
s.ntule will he nUowed to do so ill person inside the offirc. No employee will tnl<e 
JUty ..ecord olltside .he office 01' (Ii~cuss nlly record outside fhe olnce wi.h nny 
pCI'son. IlIIpropfl' disdnsm'e of ollife rCfonls IIIny he grounds fOl' ferlllinntion. 

~iHJ'()Ih:y 

An t'lIIllloyee sltnll 1I0t ncct'pt cnsh ns n gift 01' grA'"ity from n CIIStOIllCI' 01' 

vendor. Smnll gifts (i.e. cnlldy, coohies, nnel fruif) mAy he nccep.rt! hy nn employee 
nlld shnl'ed with Ute entit'e ollice. The etllployel' sholilel he notined of nlly gift 
received by .he olnce in onlel' fo UIU'CSS om' npPl'crill'ion, In n rnse whcl'e nil item 
is in .,nesfioll, the IIIntfel' should he ..ere....ed fo the li:mployrl'. 

Connie' ofJntcrcst 

No employee of this olnce will ncrep. elllployment 01' nlly pnyment for services 
fnun n hllsillt's~ 01' vellclm' fhn' wOlild re('rive or pl'Ovillc ~t't'Vire fo or frnm .his office 
fhrough fhnt t'tllployee. Any flllt'stions I'egnnling .his policy should he referred (0 

fhe Officinl. Ifurthrl'lllore, 110 employee will con'rnct worl, frolll n husiness or 
vendor thnt would receive 01' provide sel'Vires '0 01' rrom .his office 'hrough fhnt 
employee. 

AlllcmhncJ,t orHulcs 

It is .he I'f~I)()lIsihili'y of nil t'lIIployet's fo cnlTY out nlHl cOlllply with the n.les nnd 
I'rgulntions (onfnilled ill this IItnnunl. The rmployt'e sholiid he nWnl'e Chnt .hese 
Uules nnel Urgulntiolls n ..e suh,it'd '0 pe..iodic I'cvit'w Jtnd chnllge hy Che elllployer. 
lJefol'e I'rlying UpOIl the pl'Ovisions srf emt ht'reill, it is .he elllployee's I't'sponsibility 
Co rhecl( wUh the el1ll)loyCl' to sec if nlly chnllges hnve OCCUlTed. 

AlcohoLnndHrngs 

FnyrUt' Counfy I"frogni7.r~ fhnt nlrohol nnd drug lIhmt' in flit' worl, plnrc hn~ 
hCfomc n mn.ior COIICt'''II. W .. hrlieve .hnt hy I"fduring ...... g Jllld ,,!cohol usc we will 
improve the ~nfe'y, ht'nlfh nnd pnuluctivify of employcr~. The oh,iect of the county's 
n!cohol nnel ctl'ng .,oliry is '0 .,nwiclr n snfr nnel ht'nllhy wol"i( .,Infc for nil 
fmployers, '0 rom ply with fedfl'nl nllel s.nte hcnlth nnd ~nfe'y rfgulntiolls, nllel to 
prevellt ncridell's. 

The nsr, possession, snle, tnmsfer, purchnse or brillg mHIt'I' fhe illl1uclice of 
intoxicnting lielllo", iIIrgnl drugs or other inhnicnn.s hy rmployers nilyfillle Oil 
romlulllY IU't'mist's CU' while Oil ('ompnlly hnsillt'~~ is pl'ohihi'fct, The iIIrgnl usc of 
nlly drng, IInnotie 01' con.rollfd suhshmce is I'rohihitrd, 1~lIIployees lIIust nol l'elwl't 
for duty or he Oil cOlIIl'nllY property while ulldel' the illllllrnce of, 0 .. hnve ill .heh· 
po~~ession whilc 011 ('ollll,nny p"ol't'rfy, nny in.oxirnfing Ihlll("', mnl'ijunlln or 
iIIrgnlly oh. nilled ctrug, lin rcot ic 01' ot hI''' iIIegnl Sll h~' n nl'f. 

MislnllCS_ & Errol'S 

Alllllis'nl,t's nlld/or enol'S will he nportrcl '0 fhe eluilloyrl' illlllledinfely before 
nlly nctioll i~ fnl(fll to conee( .he mi~'nlu~ or fnOl', AllY frron mnde hy nil employce 
fhn. illvolves .he I'Cceivilig 01' dishursing of cnsh whidl rnUSfS n ~ho .. tnge ill funds 
'hnf cnllilot he collrctrcl hy fhe rlll(Jloyre fl'om .he person rrceivillg the fUllds, shnU 
he fhe l'rsl,ollsihility of the eml,loyrr. The eml'loyee shnl! reimhurse the lost funds 
"1'011 delllnnd of .he ellll,loYfl'. Fnitnl'e'o I'eimhllne lost fUllels for nny mis'n',es 
RllCl/m' t'non IIIny he g .. ounds for 'rl'millntioll. 

Confidcntinlity __ oLOlficc Hccon.ls 

Any I't'conl liIt'd ill fhis olnce 01' mnHel' prr.niniug fo fhis olnee wilillot he 
discussed olltside the olnce. All reronls nre ol'ell to 'he ,)Uhlir except those 
uelllpfeel hy sfnfu'e. Any persoll desirillg fo I'evirw nlly I'('col'd not exempfed by 
s.ntule will he nUowed to do so ill person inside the offirc. No employee will tnl<e 
JUty .. ecord olltside .he office 01' (Ii~cuss nlly record outside fhe olnce wi.h nny 
pCI'son. IlIIpropfl' disdnsm'e of ollife rCfonls IIIny he grounds fOl' ferlllinntion. 

~iHJ'()Ih:y 

An t'lIIllloyee sltnll 1I0t ncct'pt cnsh ns n gift 01' grA'"ity from n CIIStOIllCI' 01' 

vendor. Smnll gifts (i.e. cnlldy, coohies, nnel fruif) mAy he nccep.rt! hy nn employee 
nlld shnl'ed with Ute entit'e ollice. The etllployel' sholilel he notined of nlly gift 
received by .he olnce in onlel' fo UIU'CSS om' npPl'crill'ion, In n rnse whcl'e nil item 
is in .,nesfioll, the IIIntfel' should he .. ere .... ed fo the li:mployrl'. 

Connie' ofJntcrcst 

No employee of this olnce will ncrep. elllployment 01' nlly pnyment for services 
fnun n hllsillt's~ 01' vellclm' fhn' wOlild re('rive or pl'Ovillc ~t't'Vire fo or frnm .his office 
fhrough fhnt t'tllployee. Any flllt'stions I'egnnling .his policy should he referred (0 

fhe Officinl. Ifurthrl'lllore, 110 employee will con'rnct worl, frolll n husiness or 
vendor thnt would receive 01' provide sel'Vires '0 01' rrom .his office 'hrough fhnt 
employee. 

AlllcmhncJ,t orHulcs 

It is .he I'f~I)()lIsihili'y of nil t'lIIployet's fo cnlTY out nlHl cOlllply with the n.les nnd 
I'rgulntions (onfnilled ill this IItnnunl. The rmployt'e sholiid he nWnl'e Chnt .hese 
Uules nnel Urgulntiolls n .. e suh,it'd '0 pe .. iodic I'cvit'w Jtnd chnllge hy Che elllployer. 
lJefol'e I'rlying UpOIl the pl'Ovisions srf emt ht'reill, it is .he elllployee's I't'sponsibility 
Co rhecl( wUh the el1ll)loyCl' to sec if nlly chnllges hnve OCCUlTed. 
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Aclmowlcdgmcnf of Itcn'ipt 
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Fayette County She"iff's Bepartment 
I'crsollnell'olicics 

FnycHc ('Ollllty Shel'iff's I)clu ... hncllt 

"ersonnel Policies 

If:muloymcnt 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 
discriminntoJ'y 01' iIIcgul Imrposc. 

There will be a six (6) month probation period for all new emllloyees. during this 
time everyone will he closely supervisl'd in order to bccome fnmilil1r wiClt tllIth.'s lind 
responsibilities. 

There will be a performance evaluation each year for every employee. F..mployees 
will be evaluated on attitudcs 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 l)e.·sOlutel file will he maintnined on each employee. It is thc 
responsibility of each eml)loyee 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 emlJloyees are required to attest that they are 
lawfully eligible to work in the United States. Employees are further required to 
provide to the employer COllies of documents proving this eligibility. 

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 overtime or compensatOl"y time will be earned until 

the employee has worked on the job over (42) hours for bis/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 nOl"mal workweek to determine the regular hourly rate of flay. 

That rate will then be multiplied by one and one-balf to determine the overtime rate 

of pay which will be paid for aliitours worked over one Itundred 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. Eml)loyees 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 accrue more then two-hundred-forty (2.4D) 

bours of compensatOl"y time. 
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The usc of compensatory time is suhject to ~'''I)rOVIlI hy the employer. Such 
allproval will not be denied unless undue disruption to the office or department will 

occur. 

Attendance. In order for Fayette County Sherifrs Ilepartment to maintain and provide 
the highest level of service to tbe community, your attendance is absolutely necessary. In 
case of an illness or injury that would Ilrevent you froll1 reporting to work at your scheduled 
time, you are required to notify your immediate supervisor at least two (2) hours prior to 
the start of your shift. The time you caU is important in preparing the workload. 

Records. Office bours are Monday through Friday from 8:00 a.lI1. until 4:00 1)·m. There 
is one hour where employee is totally relieved of all duties for lunch. Each employee shall 
sign a schedule showing the particular employee'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 

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

New Year's Day .................................................................................................. January 1 

Martin Luther King, Jr. Day.................................................. 3rd Monday in January 

President's Day ............................................................................. 3rd Monday in February 

Good Friday................................................................................. Friday before Easter 

lVlenlorial Day............................................................................ IJast lVlonday in lVlay 

IJldepelldellce f)ay........................................................................................................ July 4 

Labor I)ay.......................................................................... 1st Monday in SeptenJber 

Veteran's )ay........................................................................................ Novenlber 11 

Thanksgiving Day ........................................................... 4th Thursday in November 

Friday After Thanksgiving................................................... 4th Friday in November 

Christmas .......................................(2 112 days)................................... December 25 


Christmas Holidays will he decided on a yearly basis depending 011 the day 
of the week that December 25 falls upon. 

S{lC.Cialfil)'.JIllYjsiuul. Every efTol't will he made to allow aU full-time employees 
ofT on each designated holiday. If it is necessary for all employee to work 011 a 
holiday, he shall be compensated at a rate that is one and one-half times the 
elJlployee's regular rate of pay for the hour actually wO.'ked. The full-time employee 
muy elect to receive compensatol1' time that shall be earned at the rate of one ;lIld 
one-half hour for each hour actunily wOI'ked during the holiday at the discretion of 
the employer. 

Sick Leave 

EaotingJUldllliumuiating Sicls. Da~s. Sick leave shull be considered a benefit 
and privilege ,Ind not a right. Full time employees will receive full (my during 
inca pacity caused by illness if sick leave is taken. Sick leave is earned at the rate of 
one day per mouth (12 days pel' yelu). 
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Thcrc I~ no maxillll"'l net'Ullllllllth,.. of ~Iclc. Icnvc c.'I'clllb. Sid, Icuvc hns lUI c.'ush 
value. In the event of retirement, all unused sick leave will be credited toward time 
of service and used to calculate retirement benefits. 

I f an employee is in a paid status for one-half of the month or more, be/she will 
be credited with one day of sick leave for the month. Other wise, he/she will not 
IICCI'UC 'my timc fot' Che lIIonth. 

General Sick Leave Rules and Procedures. 

I. 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, hushand or children. Sick leave may also he used for 
appointments with a licensed doctor, dentist, or recognized pmctitionel's. 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 re(luest that their vacation be 
temporarily terminated and the time be changed to sick leave. Howevel', such request 
must he 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 requh'ed 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 (112) days. An employee who claims sick leave "may" after 
the third consecutive day of illness, be required to furnish a certificate from a 
physician statir!g the nature of the sickness or injury. The doctor's statement should 
also provide that said employee has been incapacitated for work for tbe 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 eml)loyee 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 COml)ensation 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. Eamily 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 lenst 
1,250 hOlln 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. 	 I)arent: 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. 	 SOil 01' daughtelo/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-cure 
because of mental or physical disability. 

d. 	Serious health condition: An illness, illjury, impairment, or flhysical 
or mental condition involving either inpatient care or continuing 
,,-catment by a health care provider. Examples of sel'ious health 
conditions include but are 1I0t limited to heal't attacks, heart 
conditions requiring heart by-pass or vah'e operations, most cancers, 
back operations requiring extensive therapy or sm-gical procedures, 
strokes, severe respiratory conditions, spinal injuries, se\'ere arthdtis, etc. 

1. 	 lJeave Provisions: 

a. 	An eligible employee may take up to twelve (12) weeks of unpaid leave in 
a twelve (12) ~llonth 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.

I! 
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 bel' 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 OWII 

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 
who is in final stages of terminal iJh1ess. 

f. 	 Eligible employees, who are unable to perform the functions of the position 
held because of a serious health conditioll, may request up to twelve (12) 
weeks unpaid leave. The term serious health condition is intended to cover 
conditions or illnesses that affect an employee's health to the extent that he 
01' she may be absent from work 011 reoccurring bases or for lIlore than a 
few days with treatment or recovel'Y. 

g. 	 Il;mployees rC(IUestillg mediculle:lVe due to their' own illness or injUl'Y must 
simultaneollsly exhaust :my sick leave, annual leave, personal days or 
vacation days. The combination of sick leave, annual leave, floating 
holidays and unpaid leave IlIUY not exceed twelve (12) weeks. An 
ellll)'oyee who fails to return at the end or an al1llroved lellve of absence 
SIUlll 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 officinl. 
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h. 	 I)..dng I,criods of ullpaid lenve, nil cml.loyee will not :Iccrue nlly ndditional 
seniority 01' 5illlilnl' eml)loYlllent benefits during the leave. 

i. 	 IrSlJOtiSCS al'e ellll)loyed by the same CIIII.'oyer and wish to take le:lvc for 
the cnl'c of a lIew child 01' a sid, parent; their nggregatc leave is limited to 
twelve (12) weeks. For example, if the person takes eight (8) weeks of 
leave to cnre for a child, the mother will be entitled to fOllr (4) weeks leave, 
1'01' 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 
:ulv:lnce notice of fhe 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 medicallleave. 

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. Ifa resolution of the conflict can not be obtained by a 
second opinion, a third opinion may be obtained from another provider 
and. tbat opinion will be final and binding. 

c. 	 This certification must contain the date 011 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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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. 



~, 	 I\1nillh~mllu'e or lIenlih Sind COlinA nr.IU~IiIN Ulldllg llllilnici Lt~nv(~: 

a, The eml,loyer shall maintain health illsnrnnce benefits, JUlid by the 
em"loyel' rot, fhe elll,"oyee, dlll'ing I)N'iod~ or unlmid Il~..ve wWumf 
interruption. The em,Jloyee must ,JaY any "ayment for family 
covenlge premiums, or other I)ayroll deductibles for insurance I)olicies, 
01' the benelih may not he continucd. 

b. 	 Tile employer has a right to recover frolll the emilloyee all health 
insurance premiums paid during the unpaid leave if the employee fails 
to return to work after leave. Employees who fail .0 return to work 
because they are unable to perform the fUIlCtiOIiS of their job because 
of their own serious health condition or becanse of the ('onfirmed 
nccessity of caring for a sel'ionsly ill family member may be exeml,t 
from the recapture provision. 

c, 	 Leave taken nuder 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 ell1l1loyee will not be returning to work, 
and therefOl'e ceases to be entitled to leave undel' this I)olicy. 

6. 	 Reduced and Inter'mittent Leave: 

a. 	 Leave taken under the policy can be taken intermittently 01' on II 

reduced leave schedule when medically necessary as certified by tbe 
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 UpOIl 
the schedule. 

b. 	 The employer may tem"ornrily transfer employees on intermittent or 
reduced leave schedules to an e(luivalent alternative ,)osition that may 
better accommodate the intermittent or reduced leave schedule. 

c. 	 Intermittent or reduced leave may be s,Jread over a period of time 
longer than (12) weeks total leave in a one twelve (12) month period. 

7. 	 Restoration: 

a. 	 Emf,loyees who are gran.ed leave under this policy shalt be reinstated 
to an e()uivalent or the same position held prior to tbe commencement 
of their leave. 

b. 	Certain highly compensated employees, who are salaried and among 
the ten percent (10%) highest paid eillployees, may be denied 
restoration. nestoraUon may be denied if (a) the employer shows that 
such a denial is necessary to prevent substantial and grievolls injury to 
tile emplOyer's operations, (b, the employe.' .. "u..e~ ute C:III"myee uun 
it intends to deny restoration on snch basis at the time the employer 
determines that such injury would occur, and (c) in any case which the 
leave has commenced, the employee elects not to return to work within 
a reasonable period of time after I'eceiving snch 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 or each year. 
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Time....o.rr 

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 went.her· and should you chose nof to 'r"vrl to worl(, fhe Hme will 
be charged to your vacation. Should vacation not be available for the individual 
employee, the time will be 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 

consecutive months as a regnlar 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 

al)plicable (such period to be hereinafter refelTed to a "maternity leave"). 


A female employee who gives at least three months advance notice of maternity 

leave, her lengU. of maternity leave, and hel' 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 tbe employee at tbe 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. 
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Use of Vacation Time. Vacation time will not be available for use by an employee 
Ulleil if is net· ..ucd. VncaCion leavc may he IIsed only at timcs approved in aclvaru'c 
by the emIJloye ... Vacation rctlucst will he hono ..ed to the cxlent possible. Seniority 
will be used to determine any leave request conflicts. No employees may give or loan 
vllcntion to smothe .. emllloye(', unless used for a serious sickness or serious injuty. 

Disposition of Accrued Vacation Leave UI)On Termination 

I~xcel)t as other wise )lI'ovided and subject to the limitation staled 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, 
each terminating employee shall be (laid a prorated portion of unaccrued vacation 
leave. Payment shall be, at the 0lltion of the employer either 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 approllfiate authoriCy. 

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 not be eligible for use of sick leave, and shall not be 
eligible for any salary increase. However, an employee sh,,11 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 
anl1ualleave 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 amollnt which may be carried fOI'Ward from one calendar 
year to the lIext if the last working days OCCIII'S prior to January 1 (even if tbe 
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 anllualleave at the time of dismissal. 

All personnel entitled to accrue annual leave may re(luest use of annual leave at 
the SIJecified 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 eml)loyee call best be spared. 

Bereavement Lean 

In the case of death in the employee's immedi.ate 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 (I) 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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Jury 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. 

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

liLLine of Duty Illjur,Y.Leall 

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 Timeffemporary 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/teml)Orary employees. 
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llistriminat.inLStatement 

A~ nil .'(IUIII .... ,,(n'tuniCy C"III,.loY("I', ("tU,tlnymC"II' will h .. hn".. " lI,ton ('onRicl("nlfinn 
of the qualification of all applicants for employment. Discrilliination based 111)011 nn 
applicant's race, color, sex, religion, national origin, age or disability will not be 
toh~l"nlcd. Au ('mftluy.·(' will.'C"lm.". Illl("~.. d diR(~."i ... innh)l"y n ...tivity .n t h .. ("I ........ d 

official. )f the problem occurs with the elected official, then the employee will report 
to the County Mayor. 

Sexual HarassnlClll 

Alii pnrt of Fnyette County's fOlltillUill~ commitment to equnl employment 
opportunity, the COllnty adheres to the following policy: 

(1) 	 It is iIIegnl and against the (mlicies 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 all 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 tile subject of sexllal 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 olily be 
disclosed on a need-to-know basis in order to illve.~tigate 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 COllnty 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 persolls as a result of all 
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 cOllcern. 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 all 
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 illtoxicants 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 ullder the innuence of, or have in their 
possession while on company property, any intoxicating liquor, marijuana or 
illegally obtained drug, narcotic or other illegal substance. 
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Mistakes & Errors 

All ~list~kes amJ/ol' errors will be rel)orted to the employer imruedinlely bero.oc 
any ~chon IS taken to. c?rrect tI.)e mis!ake or error. Any errors made by an emilloyee 
that Involves the receIVing or dlsbur5mg of casll which causes a shortage in funds 
that cannot be collected by the employee from the person receiving the funds shall 
be the rcsponsibility of the employee. The employee shall reimburse the lost funds 
upon demand of the emlJloyer. 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 no. be 
discussed outside the office. All records are open to the IJllblic except those 
exempte~ by statute. Any person desiring to review any I·eco.'d lIot e.l.clIIJ)ted by 
statute Will be allowed to do so in person inside tbe office. No employee will take 
any record outside t!le office or discuss any record outside the office with any 
person. IlIIp"oper disclosure of office records may be grounds for termination. 

All employee shall not accept cash as a gift or gratuity from a customer or 
vendor. Small girts (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 ill 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 paymellt for services 
from a busincss or vendor that would receive or provide service to or from this office 
through that employee. Any qucstions 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 wilh the rules and 
regulations contained in tit is manual. The employee sbould be aware that these 
Rules and Regulations are subject to periodic review and change by the employer. 
Before relying upon the provisions set out berein, it is the employee's responsibility 
to check with the employer to see if any changes have occurred. 
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Acknowledgment of Ueceipt 

of I'ersonnell)olicies 

As indicated by my signature below, I hereby acknowledge receipt of n copy of 
the Personnel I'olicies. 

I further acknowledge that: 

(1) I will read these pel'sonnel policies and any questions which I have concerning 
these rules and regulations will be addressed to my employe.'; and 

(2) 	I understand that my emploYlhent will be subject to the provisions contained in 
these personnel policics along with any subsC(IUent changes or amendments. 

Eml)loyee's Signature 

Date 

Employer's Signature 

Acknowledgment of Ueceipt 

of I'ersonnell)olicies 

As indicated by my signature below, I hereby acknowledge receipt of n copy of 
the Personnel I'olicies. 

I further acknowledge that: 

(1) I will read these pel'sonnel policies and any questions which I have concerning 
these rules and regulations will be addressed to my employe.'; and 

(2) I understand that my emploYlhent will be subject to the provisions contained in 
these personnel policics along with any subsC(IUent changes or amendments. 

Eml)loyee's Signature 

Date 

Employer's Signature 
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Z~ 	 Student Teachers 
7.9 ill 

7.10 	 VoLunteers 7.10 (1) 

The Fayette County Board of Education recognizes that an efficient staff is 
necessary to maintain a constantly improving educational program. The Board 
is interested ill its personnel as individuals, and recognizes its responsibilitv for 
promoting the general wellare of the staff, ' 

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 ernphasis in the school system organization. 

The Board recognizGs that good work donG by secretaries, cafeteria, and 
maintenance worl<el s. aides. bus drivers. and other support slaff 
members contributes greatly to a smooth and effective operation. The 
Board seeks to aHILlet and keep concerned and capable men and 
women to carry 011 supportser/ices ;]ssignl1lents. The board desires that 
the relationship between tile instructional and suppor1 services staff be 
that of partners working together for better schools. 

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

The Fayette 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 Ihe basis of sex, rnarital 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. 
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The Fayette County Board of Education recognizes that an efficient staff is 
necessary to maintain a constantly improving educational program. The Board 
is interested ill its personnel as individuals, and recognizes its responsibilitv for 
promoting the general wellare of the staff, ' 
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properly designed with a procedure for evaluation so that each area may 
have proper ernphasis in the school system organization. 

The Board recognizGs that good work donG by secretaries, cafeteria, and 
maintenance worl<el s. aides. bus drivers. and other support slaff 
members contributes greatly to a smooth and effective operation. The 
Board seeks to aHILlet and keep concerned and capable men and 
women to carry 011 supportser/ices ;]ssignl1lents. The board desires that 
the relationship between tile instructional and suppor1 services staff be 
that of partners working together for better schools. 

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

The Fayette 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 Ihe basis of sex, rnarital 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. 
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Tile administration sllall attempt to appropriately involve the staff in major 
decisiuns about organization and program concerns. Involvement of 
staff members in individual buildings sl1all be emphasized in rnal<ing 
major decisions in tile builLiing. These statements are designeLi 10 
encourage involvement of Ihe professional staif in providing input and 
considering alternatives. The Board does hold the Director 
(Superintendent) and llle administrative staff accountable for all major 
decisions and recommendations to the Board. 

The overall goal of staff involvement shall be to achieve major 
organizational decisions Ihat have the support and commitment 10 the 
total staff. The Bomd L10es believe that decisions made with appropriate 
processes of il1volvnm8nt sholiid be supported by slaff members of the 
school system. 

g_~r!!gL...t,..ggq ~r 

The Board encouf(lues employees to participate 10 the fullest extent in 
tile Career Ladue, program established by the State 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 program: 
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 III teachers in the classroom 
to the maximum extent possible. The Board considers ten days 
away trom teaching duties for evaluative purposes to be a 
maximum. However, the Board will cooperate with the State and 
will consider requests for use 01 Career Ladder III teachers for 
more than tell days a year on a case 10 case basis. Such requests 
will be approved by the Board upon the recommendation of the 
Director (Superinlendent). 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 
lise of a Career Level III Teacher for more than ten days to the 
Board at its next meeting. 

3. 	 Career Level II adminislrators and supervisors may be used by the 
State for more than len days if approved by the Board. Requests 
for use of Career Level II administrators and supervisors shall be 
made to lhe Director who shall make a recommendation to the 
Board of Education at its next regular meeting. 

Er9jessional D~y.~lQ.Q!!1el1LQQQoltuniU~§ 

Each certificated staff member shall have a positive responsibility for 
continuing personal growth ill leaching skills. knowledge of child growth 
and development. and nature of the curriculum and society. The 
administration sl1all direct the development of inservice programs to 
achieve these purposes and/or to provide opportunities for self-selection 
of staff development programs. 
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All Ger1ific(~ted perscl1I1('1 a,,~ required to pmticipate in tile regular 
il1:;r'!fvicn ;ll;ti'Jilir~!; c;)lHlrlcted dllljl1q tllr~ 1f;1V!; ::;ot nside ror ;';lIch 
purposes durill9 1110 regular school year or 011 days immediately 
preceding or followil19 the school year. In addition, a portion of the 
illservice requirmneills may be mel through a systern of professional 
growth credit points. 

7.2.1 

The Board of Education encourages its employees to take an active interest in 
the community affairs of F::lyette County. 

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

pollJical AcUyjH~§. 

The Board of Education recognizes that its employees have the same 
fundamental civic responsibilities and privileges as olher citizens. 
Among these are campaigning for or holdillU an elective public office. 
Certificated employees on tenure may be granted a leave of absence 
without pay for the purpose of call1pai~Jl1illg for an elective office. Leave 
of absence must be la~<en during the lirne tl1at 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. 

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 tile achievements and needs of the schools. 

It is the responsibility of new employees to complete personnel records by 
furnishing Ihe required credentials and accurate information concerning their 
qualifications, training, and experiences. Eacb applicant for employment shall 
be provided a listing of Ihe information nec8ssary 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 lhese 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 items deemed necessary for 
good management. 
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7.5-, ._-

Persollnel recortJs sltallbe directly available only to IIH~ Direclor or oll1er 
persons authorized by the Director. Discussion of tile conlents of personnel 
recOlds with unallthorized personnel shall be considered unethical except with 
plior rlpprovrtl of the 9ITlplo'lee~;...\11 pf'w;OIHlel lec~Hd files will be relained all a 
permanent basis. 

Personnel records shall be maintained 011 file ill the Director of Personnel's 
office for the following nOll-certificated employees: teacher assistants, school 
secretaries, Central Office staff, and material clerks. In addition, the Director of 
Personnel shall maintain a database of all employees. 

Department heads of Food Service, Maintenance, and Transportation shall be 
responsible for the custody, security, and maintenance of personnel records for 
employees in their division. 

PJ~YL()U"___Q~9y~UQn5 

The following payroll deductions cue authorized upon request. Requests for 
deductions or changes in deductions shall b!:;! nlClde in writing to the Business 
~"lanager and kept on file. 

i. . roup nospital instil allCf] pians ;J!;pro', Ed by tile Board of Education; 
2. .Jnnuity plAns rJpplovRd by IhH Board of Education: 
3. fees for membersl "p ill lIV3 professional 'eacht~rs' organizations: 
d 3avings or payments to the r,1elllphis ,t\reR Teacher's Credit Union -

(requests are to bo made directly to Credit Union office); 
5. olher deductions W/H.:?m required by law or recornrnended by the Director 

(Superintendent) amI approved by the Board. 

Payroll deductions shall also be made for absences from work which are not 
approved under existing leave polic;, and for legal garnishments. 

Recruitlnen"l and E!TIolo'lment of Certificated Personnel - ..-"'~.~.- .. ~.--- --~ ~-~" --.---.--... '""-t- •. _ ..... ,•• _-- .. ~ __ " ... __ _ .. ,,_ .~_~~~. ______ ~__________ 

The Board b(.;lieves Ihat ,Iascriptions of work assignmef1ts are helpful in rhe 
selection of persollnel. ,Job descriptions for various positions shall be used as 
a reference in the (ecruihlH.mt and selr?cticl1'Jf certificated personnel. Sources 
of personnel supply sil(1i/ be identified. ';andidates recruited 011 the basis ot 
need, ~lIld dntn nil ·':!r.lcil (;:mdidate gathered and c;uefully evaluated before 
evaluated before elllplolJI !lellt is offered. 

II shall be the policy of thn Board 10 recruit and select for employment the best 
qualified applicant for each position without regard to race, color, creed, 
national origin; nor shall any person be denied employment solely because of 
age, sex, or marital status. The provisions of existing Court Orders pertaining to 
employment ratios and procedures shall be adhered to in the recruitment and 
selection process. 

To be eligible for employment as a regular teacher in Fayette County Schools, 
an applicant shall flold fit leRst a Bachelor's Degree from an accredited teacher 
Iraining institution 'Nith L""'in academic major in an appropriate subject matter filed 
and shall hold a valid Tennessee Teacher's Certificate. The minimum 
professional training for vocational teachers shall be tile same as required by 
the Slate Department of Education for cet1ification in respective vocational 
areas. 
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It is the duty of 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 )). It is the duty of the Board of Education to elect, upon the 
recommendation 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 
examination by a licensed physician and to fUlllish the examining physician's 
statement certifying fitness for the position and freedom from communicable 
diseases. Physical examinations shall be at the expense of the employee. Any 
employee may be required to furnish a physician's cer1ificate of satisfactory 
health at any time it may be requested by th(~ Director. 

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

Professional employees upon initial employment with the Board of 
Education will be provided a written contract with specified salary before 
entering upon tlleir duties. Sucll 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 TeA 49-1 :306 which makes provision for continuing 
contracts, ttle 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. 

The Director shall i.l~;Siqll each elernentrWI teacher to the elementary 
school ill whicil he/~l1e believes :he leucher C31l be of the greatest 
benefit to :he tOT;,1 :' :uc3tional iJrr::c]r;;l1l. 

Secondary leachers ~9-12) may be assigned any classes for which they 
are qualified and certificated. Such assignment shall be in the best 
interest of the educational program. 

Elementary and secondary teachers of special area subjects, librarians, 
and supportive services 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 
te.aching. 

Whenever possible, no Iwo members of the immediate family shall be 
assigned 10 the same school and in no instance shall two members of 
tile same family be assigned to the same scllool wilen one of the 
members is Ille pril1cipal of the scllool. 

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 persolls to positions for which they do not possess the 
best qualifications available . 
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All new leaching personnel shall be required 10 participate in a one day 
pre-school orientation program. This proqram will be scheduled on a 
day prior to tim SySl8111'S pre-sc.;lJool inset vic.;e prowam for all teaching 
personnel. 

I,Ji!-.1 PLQQC;l tiona ['1-_. P_'U i 0 d 

Teachers Illllst servr~ a probationary period of three years or not less 
Il1an twenty-seven (~~/) months within a Ijl/e (5) year period before 
acquiring "permanent" tenure status, 

I!JL~ T~Jll!I~. 

Any teacher havillg a Bachelor's Deqree and a professional certificate 
who has completed a probationary period of tluee years within the lasl 
five year period, 3nd wllo is retnined for the fourth year, is under 
petl118nent t8111lrf.'!. 

P~rmal1el1t tGlHlle ';ilili! apply to any :92cher WllO 
I. 	 has a dr::gr(m fmlll all approved four (4) year college or to any 

vocational teac.;l1er who has tile equivalent amount of training 
established and certified by tile State Board of Education, 

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

3. 	 has completed the required probationary period, and 
4. 	 is reemployed by tile Board. 

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

Tlte Fayette County Board of Education shall comply with the provisions 
of the Teacher Tenure Law of the State of Tennessee (TCA 49-5-501 
:19-5-515). 

I!.~~Ji ~ri~\l~.!l~? ___ PrQi;_I:!.qU!e 

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

1.5.6.1 Definitions 
1, A "Grievance" shallmenn any claim by a professional employee 

that Ihere 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 IeI'm "days" shall mean any day, Monday through Friday. on 
wl1ich schools are open during the normal school year. The first 
day to be counted shall begin at 8:00 A.M, the day following tile 
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. 
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7.5.6.2 Procadures 

The Association and the Board shall provide standardized grievance 
forms for filing grievances. Class action grievances shall be 
presented ill 	the name of the Association with the President of the 
Association or other elected officer as principal grievant. Hearings 
under this ar1icle shall be conducted during non-school hours. 

7.5.6.2.1 	 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 or tile grievance form, the immediately involved 
supervisor will arrange for a meeting to take place within five 
(5) days. The grievant and tile immediately involved 
supervisor shall be present for the meeting. A duly designated 
represelltntive of tile i\ssociation 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 tlw specified time limit shall permit the grievant to 
present the grievance at tile next step. 

7.5.6.2.2 	 STEP 2: 
If the grievance is not resolved at Step 1, or the Step 1 time 
limits expires witllout the issuance of a written response by the 
immediately involved supervisor, the grievant may present the 
arievance to the Director or his/her designated representative 
~itrlin 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 tile request. 

The Director, or his/her designated representative, shall 
provide the grievant and the Association President .~ith a . . 
written response, including the reasons for the decIsIon, WIthin 
five (5) days of the meeting. 

7.5.6.2.3 	 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 (~esignated 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 Association chooses to submit the grievance to 
advisory arbitration, the following procedures shall be 
followed: 
1 . 	 A joint request form for a list of seven (7) arbitrators 

to be supplied by the Federal Mediation Conciliation 
Se rvice shall be submitted within ten (10) days after 
the response from Step 2 or expiration of the time 
limits. 
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7.5.6.2 Procadures 
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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. 
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five (5) days of the meeting. 
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2. 	 Upon receipt of tile joint request from tile 
l\ssocialiofl, the Director or designated 
"'[lIWil'lllnlivn ~;ll:111 witllill li l /l1 (!i) diIY!. ~jiql1 !lW:/' 
request and forward it to the Federal Mediation and 
COllcilintion Selvice. 

:1. 	 'IVilllill ',I1Vl1fl (7) !I;lV:, of locnipt of HlP. lisl of 
arlJitratol s a represelltative of tile Association shall 
advise Ille Director or his/l1er designated 
!ppresentative Ihnt it is ready to select an arbitrator to 
hear the grievance. 

4. 	 Selection from the list sllall be made by each party 
alternately crossing out a name until only one (1) 
ICII1<.liI18. The l\sGoc:intioll 311811 be the first to cross 
Jrf :) name. 

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

6. 	 The fees and expenses of the arbitrator shall be 
sllared equally by tile Association and the Board. 

7. 	 If the arbitrator's recommendation is received seven 
(7) days prior to the next regularly scheduled 
meeting of the Bomd, tile 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. 

8. 	 Tile arbitrator's recommendation shall be upheld 
unless overturned by a majority vote of the Board 
members present. The Board shall respond in 
writing within twenty (20) days after the meeting in 
'.vllich the arbitrator's recommendation is presented. 
Copies of 11113 Board r.1ecision will be forwarded to the 
'Jlievant, I:)residell{ of lile Association, and the 
Director. 

9. 	 file 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 to 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 tile 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. 

2. 	 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. 

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

7.:; lG 1 	 ..l.dopled :;19,96 
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4. 	 The Board when notified seven (7) days in advance 
shall hear the grievance at the next regular meeting 
and a/lot one (1) hOllr for review of grievance. A 
gliavallee IlOf c()ll1pl(~tad or not reviewed shall be 
carried over to the next regular meeting of Ihe Board 
and reviewed ill Grder of priority as established bv 
tile Association. 	 ' 

5. 	 Either party shall have the rigl1t to submit written 
statements of position prior to or after the review. 

6. 	 Participants maldng 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 
o;]cll oHler at least five (5) days in advance, both 
parties may have present as counsel one person 
who is outside of Ille sellOol system. 

7. 	 The Board shall respond in writing within twenty (20) 
days after the reI/jew is completed. Copies will be 
forwmded to the C]rievant, the Association President, 
and the Director. 

7.5.6.3 	 Time Limits 
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 Article shall allow the Association or the 
grievant to advance Ille grievance to the next step. 

7.5.6.4 	 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. 

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

7.5.6.6 	 Filing of Materials 
All documents, communications. ;]nd records dealing with the 
processing of a grievance shall be filed separately from the personnel 
files of the participants. 

7.5.6.7 	 No Reprisals 

No repri3als shall be taken by the Board or administration, or the 

Association and its membership against any person because of 

his/her participation in a grievance. 

7.5.6.8 	 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. If 
satisfactory resolution of the problem cannot be reached after 
ample opportunity for consideration of the matter, the grievant 
may discllss 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 BO<lrd will hear only those cCl1lplaints which have been 
carried through the proper procedure from the point of origin. 

T,5: Z t:_V!!hmtiJJJL_~ [t~t ~ ~me r '! i!?JQJ1. 

Principals shall be responsible for the supervision 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 Fayette County Board of Educatioll belie'/es that proper evaluation 
of personnel 	in an organization is essential to the accomplishment or its 
goals. If the personnel '3mployed fail to have the skills, attitUdeS, and 
knowledge essential to the accomplishment of its goals. Ihe 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 lhe school. they must develop in all 
areas. If employGes are to make a siyniiicant contribution to the school 
system, they should have a desire to grow ttnough career development 
opportunities. 

The appraisal of periormance is a cooperative and shared endeavor on 
the pari of the teacher. lhe principal, and other administrative personnel. 
The Slale 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. 
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Tenured teachers flet participatill9 in Camel' L3dder professional 
developlllent should be (~wlllJated at1l11l8ily if tl1ere are areas of 
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Illeet rnillhnulll stalldards. 

7.5.7.1 	 Transfer nnd Filling of Vacancy 
Ttle Director (Superintendent), may transfer a teacher from aile 
locntion to another within the school system, or from one type of work 
to another for wl1ich he/she is qualified ami certificated. (TCA 49·2
310(f)(12) nnd (:31)) 

The welfare of pupils is the primary consideration in all school 
matters. This must be tile foremost factor in batt, original and future 
assignments. Of course, teacher welfare indireclly affects pupil 
welfare and is always a consideration in the Fayette County Schools. 
However, wben nec8ssmy to the eificient operation of school, 
transfers will be made. 

In tile event Ihat a sufficient number of qualified and certificated 
teachers, principals. and/or ether qualified SGhool personnel are not 
available for election and assignment on or before the 15th day of 
May preGedinq the school year for which such personnel shall be 
employed, then after that date the Director may locate, employ, and 
assign such qualified and certificated teachers. or other school 
personnel. A person employed in an administrative capacity may be 
transferred to ,~ lesser ::ldministratilJe position or to a teaching position 
by the Direeter, T;':nure 3IJplies to mn~loyrnent in the system. not 10 
position. 

7.5.7.2 	 Promotions 
As general policy, personnel from within the system shall be favored 
for promotions 10 fill a vacancy. However, as in all school matters, the 
guiding principlu remains tbe welfa!e of the children. Thus, when it is 
in the best interests of the educational program to do so, vacancies 
will be filled with personnel outside lhe 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. 

7.5.7.3 	 Resignation, Separation, and Suspension 
Teactlers in service and under control of the public elementary and 
high schools of Tennessee shall continue ill 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 resignati~:m. 
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\!"/hen employees are dismissed, tile 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 
Ihe first six (G) months r)f employment ,Jo'-=s nol imply the Ihir1y (30)
day notice obliqC1tion. 

S(~pillalioll ()r .1 tellured t(~acher wIll follow the procedure set forth in 
Tenllessee Co!Je Arll1olated. (TCI\ '~95-511. 49-5-512, and 49-5
513) 

Whenever there is any aspect of a certificated employee's work lhat is 
deemed unsatisfactory, he/she shall be advised of this condition and 
given ample oPPol1unily and help to correct it. Ir the condition persists 
and slJspension is considered necessary. he/she shall be informed in 
writing of the action and the reason for such action. The Director 
(Superintendent) is authorized to suspend allY employee for 
professiollal or personal conduct pending a Ilea ring by the Board. 

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

Fayette County Board of Education 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 recommended retirement age if the Director (Superintendent) can 
show that contitllJed 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 sllch 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. 

7.5.7.5 	 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 leacher's employment cease at some time 
during the school year. vacation pay will be pro-rated according to the 
number of days worked. 

7.5.7.6 	 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 school 
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 stlOuld be at least fifteen (15) minutes before 
school opens in the moming and fifteen (15) minutes after 
school doses in the afternoon.); 
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occurs within the first six (6) months of employment. Dismissal within 
Ihe first six (G) months r)f employment ,Jo'-=s nol imply the Ihir1y (30)
day notice obliqC1tion. 
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Tenllessee Co!Je Arll1olated. (TCI\ '~95-511. 49-5-512, and 49-5-
513) 
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(Superintendent) is authorized to suspend allY employee for 
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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. 

7.5.7.5 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 leacher's employment cease at some time 
during the school year. vacation pay will be pro-rated according to the 
number of days worked. 

7.5.7.6 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 school 
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 stlOuld be at least fifteen (15) minutes before 
school opens in the moming and fifteen (15) minutes after 
school doses 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 botl!; 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 
Itinerant 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 
T eacllers will be discouraged from (-::ngaging in gainful employment 
during tile terril of their contmct. 

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 tbe regular duties of the 
teacher, nor shall this resolution Clpply to any regular employment 
performed on Saturday or Sunday. 

7.5.7.9 	 Tutoring for Pay 
Teacher 511all not tutor for pay, students who are assigned to their 
regular instructional program. 

Illegal and excessive LIse 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 pl1ysician 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 violation occurred on state 
or county property. 

4. 	 The Director of E-Jucatioll Par-sennel, (615) 741-1356,100 Cordell 
Hull Building. must notify the U.2. Government agency with which 
the grant 1;\I[lS made witllin ten ( 10) days after receiving notice from 
Ihe employee or otl1erNise receiving actual notice of such a 
conviction. 
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5, 	 If em employet? i~; CO/llJicted of \/lolatiIlY allY clirniIH..'l.1 drug statute 
while on tile workplace, he/she will be subject to discipline up to 
:11111 incilldillq tRrtllilHltioll, Alternatively tllR DepFII1rnent and the 
L30ard of Euucatioll may require tile fJlllployee to successfully 
finish a drug abuse program sponsored by an approved 
institution, 

O. 	 /-\8 a COIHJiti<ill~f '2rnplc'jIilG!1t cr cClltinul":d (~rnploymellt of allY 
federal government grant, lhe 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 Ille Drug-Free Workplace Act. 

?'!Q.. 	 b~.gve$ofAb~t:nc.e forC~nJfj~ated Per$Qnn~l. 

Any p'erson holding a position which requires a teneher's cer1ificate shall be 
granted leave for military s(:;rvice. legislative service, maternity, adoption, or 
recuperation of health and may be granted leave for education improvements 
or other sufficient reason without forfeiture of accumulated leave credits or 
tenure status. All leaves shall be requesteLi in .writing 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 cer1ified statement of a physician approved by 
the Board of Education. The teacher's application for leave forms shall require, 
but not be limited 10: 

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 r.eturn to the position from which leave is granted. 

Each request for leave mllst be acted upon by tile 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 teacher. Upon written application before tile commencement date of a 
leave which already has been granted, but the vacancy not filled, a teacher may 
withdraw his/her request for leave. 

POEitions 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) montlls, 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. 

l. J~~t:f~d ·.~ .. ~1/~~'3 
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Leave to hold leqislalive office shall not be gmnted for more than any portion of 
lour (4) calendar years without tile 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 slich leave of absence. (TCA 49-5
713) 

Leave of Absence. .... ----.-------~~-J:o' - St'ecial Provisions~_..___.~. __~__ .....--,---~--~----------	 ________ 

The fitness 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; 
1. 	 The Director of Schools may. in his/her discretion, require a 

teacher to furnish the attending physician's certification of health 
011 a form provided by tile school system .. The certification will be 
accepted by the Director except Ihat (he Director may. for good 
cause and with the concurrence of the Board, reach a different 
conclusion as to the teacher's ability to teach during the relevant 
periods and adjust the leave as exigencies of the case may 
require. 

2. 	 The Dire'ctor may, to facilitate administralive planning toward the 
important objective of continuity, require, when circumstances of 
the case permit, that the commencement 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; al1d 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. 

7.6.1.1 	 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 made. Ille Director. with the concurrence of the Board, may 
requim it medical leave of absence. The leacher involved shall have 
the right to a rLlII heating before the Board specially convened for that 
purpose after which the Board may reaffirm its original action of 
concurrence with Ihe Director or the Board may reinstate the teacher. 
Such hearing shall be conducted as promptly as possible after 
receipt of a writlen request therefore made by the teacher to the 
Director within rive (5) days after the initial action of the Director. 

7.6.1.2 	 Military leave 
Employees who are members of any reserve c.omponent of the 
,'\nned Forces of Ihe United Slates shall be granted leave of absence 
for all pHriods 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, Ihe employee shall be paid his regular salary up to a 
maximum of fifteen (15) working days in anyone (1) calendar year. 
plus such additional days as may result from any call to active stale 
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. 

Leave to hold leqislalive office shall not be gmnted for more than any portion of 
lour (4) calendar years without tile 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 slich leave of absence. (TCA 49-5-
713) 

Leave of Absence - St'ecial Provisions --,---~--~---------- . .... ----.-------~~-J:o' ________ ~_ .. ___ .~. __ ~ __ ..... 

The fitness 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; 
1. The Director of Schools may. in his/her discretion, require a 

teacher to furnish the attending physician's certification of health 
011 a form provided by tile school system .. The certification will be 
accepted by the Director except Ihat (he Director may. for good 
cause and with the concurrence of the Board, reach a different 
conclusion as to the teacher's ability to teach during the relevant 
periods and adjust the leave as exigencies of the case may 
require. 

2. The Dire'ctor may, to facilitate administralive planning toward the 
important objective of continuity, require, when circumstances of 
the case permit, that the commencement 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; al1d 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. 

7.6.1.1 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 made. Ille Director. with the concurrence of the Board, may 
requim it medical leave of absence. The teacher involved shall have 
the right to a rLlII heating before the Board specially convened for that 
purpose after which the Board may reaffirm its original action of 
concurrence with Ihe Director or the Board may reinstate the teacher. 
Such hearing shall be conducted as promptly as possible after 
receipt of a writlen request therefore made by the teacher to the 
Director within rive (5) days after the initial action of the Director. 

7.6.1.2 Military leave 
Employees who are members of any reserve c.omponent of the 
,'\nned Forces of the United Slates shall be granted leave of absence 
for all pHriods 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, Ihe employee shall be paid his regular salary up to a 
maximum of fifteen (15) working days in anyone (1) calendar year. 
plus such additional days as may result from any call to active stale 
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dismissal. 
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Tile employee sl1all supply a copy of Ihe orders for duty. including the 
dates of depar lure ::md return it 10 IIle Director. prior to or 
simult::1Il90llS willi, mqll9stinv lenve. 

".6.1.3 	 Educational Improvement Leave 
1\ 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 time upon the recommendation of the Director. 

1.6.4 	 Sick L~~¥.~ 

One day of sick leave is allowed ror each 20 day school month of 
employment. Sicl< leave refers to leave of absence because of illness of 
an employee from natural causes or accident, quarantine, illness 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, sOIl-in-law. brothers-in-law. sisters-in-law, and 
grandchildren. 

The Fayette County Board of Education authorizes retirement credit for 
unused acculTluiated sick leave pursuant to Tennessee Code Annotated 
8-34-604(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 
credit 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 Sic!{ Leave Reporting 
All affected Scllool 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 immedialley following each absence. 

7.6_!.3 	 E~rJ~onal Leav.~ 

Each certificated employee is entitled to a maximum of two (2) days 
personal leave per school year. This leave is to be flon 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. 	 If more than ten percent (10%) of the teachers in any given 

school request its use on ttle same day, provided. Ilowever, 
on making this calculation any major fraction shall be 
considered as one (1); and in schools of five (5) teachers or 
less, one (1) leacher may lal<e personal leave at his/her 
discretion; 

b. 	 If personal leave is requested during any prior established 
student examination period; or 

c. 	 If pmsonalleave 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 emergency situations. 

An emergency siluntion 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 
calise as to wily Ihe matter must be attended to on school Ume. 
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While personnl leflIJe is non accruable. any unused personal leave will 
be converted il110 sick leave at the I9nd of tile 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 commissions which meet during 
daytime hours wilen <1ppointed by a mayor. city council. county 
executive, or county commission. In addition, cel1ificated 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 super/isor at least five (5) 
working days prior to requested leave of absence. The individual 
making application for professional leave must first obtain the approval of 
the building principal and then have the application forwarded to the 
Director for final approval. 

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/ller job and the effect such a leave will have on the 
overall operation of the school. 

Professional leave. when granted. will be without loss of pay to Ihe 
applicant. and lhe ::;r;iwol system. at the discretion of the Director, may 
reimburse the gpplicant for any and all of the 8.c!ual and necessary 
e~(penses 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 (TGA 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 13.1 983)}. 

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 sl1all confirm said leave the day after returning to work 
on forms provided by the Board. (TCA 49-5-711) . 
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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 commissions which meet during 
daytime hours wilen <1ppointed by a mayor. city council. county 
executive, or county commission. In addition, cel1ificated 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. 
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working days prior to requested leave of absence. The individual 
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Professional leave. when granted. will be without loss of pay to Ihe 
applicant. and lhe ::;r;iwol system. at the discretion of the Director, may 
reimburse the gpplicant for any and all of the 8.c!ual and necessary 
e~(penses incurred based on the Board adopted travel policy. Such 
leave shall not be counted against any other accumulated leave credits. 
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may choose to serve as a juror (TGA 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: 
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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 13.1 983)}. 

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 sl1all confirm said leave the day after returning to work 
on forms provided by the Board. (TCA 49-5-711) . 

I. G (5) .~dopted 5/9106 



PlillCip;!I~; or ;Hlrl1il1j~.lr;1tilj(~ :Jllpfll'/bw; :;11.111 I~(H~P a IFllly of tile amount 
of time individual !:?rl1ployees are released under this policy and when 
the total time reaches one (1) day, Ille employee shall be charged with 
one (1) dny of applicable leave. 

Z.!-Ji!.l 	 CQ!.H.L.BRQ..~.gLiln.c a_~ 

If a teacher appears in state court because of a personal interest, 
wl18tber as a plaintiff, defendant, or witness or voluntarily appears in 
bellalf of family or friends, or when a teacher is required to appear in 
court eitller as a defendant or plaintHf in a civil case, personal leave or 
leave without pay shall be granted in accordance with the board policies 
on leaves. 

7.6.8 	 Mat~rDjty__L.,g!l,{~ 

In tile interest of aDplOpriate planning and the educational needs of the 
school system, as well as the general welfare of its 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 maternity 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. 	 t\ 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. (TeA 49·5-702) 

5. 	 Every licensed employee shall notify the Director in writing at 
least three (3) months prior to the expected date 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, ttle delivery date shall become the 
beginning date and the Board shall set tile ending date. 

7.6.8.2 	 Extended Maternity Leave 
The Board shall consider the request of extended maternity leave 
according to the needs of tile system and the wlshes of the licensed 
employee. giving pmticlilar attention to the impact of the proposed 
leave on the instructional :)r8gralT1. (TC.:\ J9-S 70d) To the 'Jreatest 
ex~en.t pos~ible. the beginning and ending of maternity leave shall 
cOincide With Ihe beginning and ending of semesters. 

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 <1-21-408) 

Z-!.JL~~ 	 V. a~a t i 0 fl_b ~~'L~ 

Beginning July 1, 1994, the maximum number of unused vacation days 
that any employee lTlay be paid for at the time of termination of 
employment shall not exceed firteen (15) days. The maximum number of 
vacation days which can be carried over into the next calendar year shall 
not exceed fifteen (15) days. 
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least three (3) months prior to the expected date 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. 
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For all employees having more than 30 days of accumulated vacation 
leave, the amount over :30 days shall be transferred to accumulated sick 
leave. 

T.eachers selected to serve as election officials will be paid only the 
differences between regular salary and the amount of compensation for 
serving as such official. 

A quality 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 
tile principal no later than tile day before he/she intends to return to work so that 
the substitute teacher C~Hl be notified. 

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

Principals shall forward tile report of absentees and substitutes to the Board of 
Education Office at Ihe elld of oach week. Substitutes shall be paid for their 
ser'liCf-1S monthly. 

£.!Z!l 

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. 

Resp 0 n5 i b iii t i e_~ 


In order to make the work of the substitute teacher as satisfactory as 

possible, tile 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. 

I ",,1 '\I 

For all employees having more than 30 days of accumulated vacation 
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possible, tile regular teacher must: 

1. have a daily schedule of work posted. 
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7.7.& 

7!LJi 

Substitutes hnve all obligation to notify tile scllool system regarding their 
uf1<lvailnbility for w!JnlHver reason, Tlmy ShOllld give reasonflble notice if 
tlH?y wish to be removed from the approved list, 

DyHes 

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

g~neral a~_HlUfi~!Jlions 

A substitute teacher should be an experienced, mature person, 
preferably qualified in the field in which heishe 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 canying 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 rrom 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 retirement benefits. 

Evaluation 

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. 

Part Time _LeC!~.l:lers 

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 IlOld a valid Tennessee 
teacller's certificate or permit. and shall be paid in accordance with the 
State salmy schedule. 

Substitutes hnve all obligation to notify tile scllool system regarding their 
uf1<lvailnbility for wi1<1tuver reason, Tlmy ShOllld give reasonflble notice if 
tlH?y wish to be removed from the approved list, 

DyHes 

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

A substitute teacher should be an experienced, mature person, 
preferably qualified in the field in which heishe 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 canying 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 rrom 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 retirement benefits. 

Evaluation 

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. 

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 IlOld a valid Tennessee 
teacller's certificate or permit. and shall be paid in accordance with the 
State salmy schedule. 



l.La 	 NQn~Certith;atecJ Personnel 

1'11111:1111.; 1IIIIIIh ~)ocllull i.lpply 10 olllployens of 1118 Fay8ltA "OII/lty nonrd of 
Educatloll who do nol mqullo U ()HlIUle~le Issued by the TenneSSAA nPJlmtrnpl1t 
of I::ducntioll. 

Gen~ral Policy Stntelllont 

t·llllt 1,,111111:11/1,,1 11I~I'i(lI!1ltd Iillllilio :,,;uvf.~ral categories and may be 
governed by additional sets of lJ"itiolilloO because of tlte sources of 
rUl1dll1~ and vallallce~~ ill r1pplic:1ble Inw.', nlld rnqlllntillll?1. 

Nunnally non-certificated personnel are ory;.mized and assigned by their 
own dnpnrtrnsllt, but wilen workinq ill :1 5choollHliidillq, "msn 
Alllploynrm mil dll nclty I nr~pollnll>lo to tllo plillc/pal of tile school. The 
lelallollsl1ip of nOll-certificated and celiificated personnel should be that 
of partners workiny touether to provide the best learning sitllfltion for thA 
youth 	of F:1yette (;Ollllty. 

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

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

2. 	 secretaries at the school building level, 
3. 	 dnta clorl,s, malerial clerks, and educational assistants including 

Special Education and Title I, 
4. 	 maintenance employees and the department head at the 

administrative office, 
5. 	 custodial and janitorial employees at the school building level, 
6. 	 cafeteria workers, managers, and department head, 
7. 	 bus drivers. mechanics, and the department head at the 

administrative office. 

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. 

Hirin-9 

Non-certificated personnel shall be employed by the Director 
(Superintendent) of Schools (TCA 49-2-301 (f)(31) a~d (32)). 
Qualifications, job descriptions, and job standards Will be the 
responsibility of each department. The administrative staff shall be 
responsible for the development of procedures which ensure the 
employment of the best qualified appli~anls based on personal 
characteristics, skills. knowledge, prevIous work experience, and 
potential for growth. 

7.S.5 Assignrnent~ 

The department head shall assign no.n-~ertific~ted 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. 
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Hirin-9 
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Assignrnent~ 
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7~Jhf3 ~9mQJUl s a tjQn 

Salary schedules shall be maintained for each category of supportive 
personnel and shall be subject to annual review and change upon 
recommendation of the Director and approval by the Board. New 
employees 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 placement on 
the pay schedule sllall 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. 

I~JhI I;_Y~I'ygti 9.JL.~HL(:t S!J p~t'll§.i 0 n 

Job descriptions, where available, will be used as a basis for evaluation. 
The evaluation process will be of a continuing nature. Job evaluation 
forms may be developed by the various departments. Evaluation reports 
shall be submitted to department heads by principals or immediate 
supervisors. 

7.8~~ frornotion 

Promotion wiHlin a department or within a program shOUld depend upon 
several different variables. Some of these variables might be evaluation 
reports, seniority in tile program as well as in the system, and work 
records. 

In all cases, promotion will be made for Ihe greater benefit of the students 
involved and will be made by Ihe Director of Scbools. 

7.L~L!;l Tr!LI].§ t~r 

Transfers from school to school as well as transfers from program to 
program can be made. 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 benefit to tl18 students involved will be realized. The final 
decision in transfer matters rests with tile Director of Schools (TCA 49-2
301(f)(31)). 

7.8 ·W Re~lg.-"a1ion 

ReSignations must be submitted in writing at least two (2) weeks before 
lhe 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.Jj. Retjrement 

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

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

~9mQJUl s a tjQ n 
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7. 8 ~J 2 L~y-Off ~l1d Dismissals 

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 furiher 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 dismissal will be based on work records, evaluation 
records, and other variables that refled Ihe lack of ability for the 
employee to continue in the job, 

Final decisions in rnatters of disrnissal shall be made by the Director of 
Schools (TeA 49-2-301 (f)(31) and (33). 

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 work,ed per year varies for different categories of non
certificated personnel. 

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. 
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7. 8 ~J 2 L~y-Off ~l1d Dismissals 

Because of declining enrollments and changing of funding sources, it 
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7. R. 1 1\.1 Militnry Lenv~ 

Employees who are members of allY reserve component of the 
Armed Forces of the United Slates shall be granted leave of absence 
for HI! periods of military service during which they are engaged ill Ihe 
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. Wilile performing such duty 
or training, the employee shall be paid his regular salary up to a 
maximum of fifteen (15) working days in anyone (1) calendar year, 
plus such additional days as may result from allY call to active state 
duty. (U.S.C 2024(d) and 2021(a)(b), TeA 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 depal tUI e and return it to tile Director prior to or simultaneous 
with requesting leave. 

7.8.14.2 Educational 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. 

7.8.14.3 Sick 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 illness 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. 

Sick leave will accumulate for non-certificated personne', 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: 
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1. 	 Witll exception of emergency situations, personal leave will not 
bA qrnlltpd: 
II. 	 IIrllOIO IIHIII 1011 pownllt (11)%) of tlln tonc\lOIn ill OilY 

~ivel1 sci1001 request ils USA 011 the same day, provided, 
however. 011 making this calculation any major fraction 
~hnll hA C(}I1~idOfOd n~ nlto (1); nnd ill r;dlOoln of flvo (ri) 
teachers or less, one (1) teacher may take personal 
leave at his/her discretion; 

h. 	 If pornonal IOClV9 is requested dUllng Any prior 
established student examination period; or 

c. 	 If pGrsonal leave is Iequested on the day immediately 
preceding or following a holiday vacation period. 

2. 	 At least one day's /lollce in WI ilillg is to be given the building 
principal except in emergency situations. 

All emergency situation is defined as allY business of a personal 
nature which requires immediate atten1ion and definitely cannot be 
deferred until school is not in session. Tile employee will be 
expected to show cause as to why the matter must be attended to 011 

school lime. 

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

7.8.14.5 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. (TeA 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 tbe total time reaclles one (1) day. the employee shall be 
charged with one (1) day of applicable leave. 

7. B. 14.6 Maternity Leave for Support Personnel 
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 
andlor nursing tile infant. 

2. 	 Employees may use sick leave during actual periods of 
physical Jisability due to pregnancy and childbirth. 

3. 	 Employees shall notify the Director in writing at least three (3) 
mOllths prior to the expected date of delivelY. 

I~.15 Yacations anq_H~l1.~l~y§. 

B~r:;::III~A of thp \lRrinllt::: ollidplinpc: :"1f",..n,-nn.,n"itv. thn f., .... r~;n,... "" ...... , ............... 

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. 
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1. Ass~stants rare .paid for five (5) days of vacation per year. 
I\sslstall~s. reCeive tl'1e five (5) following holidays: Labor Day, 
rhalll<sYIVlIlg Day, New Year's Day, Martin Luther King Day, and 
Christmas Day. 

2. School secretaries receive five (5) work days when schools are 
nol in session alol1g with the days outlined above for assistants. 

3. Bus drivers are paid for five (5) holidays. . 

7.8.15.1 Vacation Leave 
Beginning July I, 199'1. Ihe 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 Department immediately following each absence. 

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

1~-'!JJi lIH?ervic~ 

Inservice instruction is to be offered and designed by the supervisor of 
each program that utilizes non-cer1ified 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. 

* * * * * * * * * * * 

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. 
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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. 

"Regular 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 
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 discriminatory activity to the 
Superintendent. If the problem occurs with the superintendent, 
then the employee will report to the County Attorney. 

/ ". \ 

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. 

"Regular 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 lawfull¥ eligible to work in the United states. Employees 
are fUrther requlred to supply to the employer copies of documents 
providing this eligibility. 

DISCRIMINATION STATEMENT 

As an equal opportunity employer, employment will be based upon 
c~nsi~e7ati~n of the qualification of all applicants for employment. 
Dlscrlmlnatl0n based upon an applicant's race, color, sex, religion 
natio~al origin, age or disability will not be tolerated. An ' 
emplo¥ee will report alleged discriminatory activity to the 
Superlntendent. If the problem occurs with the superintendent 
then the employee will report to the County Attorney. ' 



SEXUAL 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 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. 

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 regular 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 (1;) 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, 
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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 callout 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. 
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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 
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public Works Engineer/Assistant Supt. 
Supervisor 
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during the 12 month period immediately before leave is requested. 
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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.§4-21-40A) which ftpplies to all employerR 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 (IS) 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 c0mpleted 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 

A. Earn~ng and Accumulating Sick Days - Sick leave sh 11 b 
cons~dered, a benefit and privilege and not a right a FUl~ time 
~~Pl~y:e~ will,receive ful~ pay duri~g incapacity ~aused by illness 

s~c eave ~s taken. S~ck leave ~s earned at the rate of one 
day per month (12 days per year). Accumulated sick leave has 
no valu7 except for the purpose granted and in the event of 
seperat10n, all unused sick leave shall be forfeited I th 
e!ent of full service retirement sick days may be ad~ed ~o s:rvi 
t~me: Twenty (20) ,days of unused sick days equals one month of ce 
se~v1ce toward ret1rement, with no limit on the number of da s 
~h1ch can be accrued .. Accumulated sick days will not be pai~ 
~n cash but only cred1ted to service retirement. 

8. 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 
~ea~7 may also be ~sed for a~pointments with licensed doctor, 

en ~st, ~r recogn~zed pract~tioners. When appropriate, a 
part~al s1ck day may be used rather than a full dEl 
who beco~e ill d~ring the period of their vacatio:y~a ~~ ~!:~s 
that the1r v~cat10n be temporarily terminated and theYtim~ 
~hanged. to s~ck leave. No employee may give or loan sick 
eave 	t1me to another employee. 
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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. If 
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. 

'/',)'; 


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. If 
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 
perio~ of time not to exceed three hours. The employer will specify 
the t~me 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, compo time or leave without 

pay. 


HOLIDAY PAY 

Holiday pay of 8 hours or the regular rate of pay is provided for 

those employees who are working and those who are being paid their 

acc~mulated ?ick or vacation days continuously up to the holiday. 

Ho~~day pay 1S n~t provided for those who are absent without pay 

pr~or to the hol~day. 

Fo~lowin~ is a list of Fayette County Public Works Department

pa1d Hol~days. 


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" 

OCCUPATIONAI; DISABILln 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 regular 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. 

Employees 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-~elated 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', emplo¥er. with an. update of the employee r s medical condition 
every 30 calendar days.. The employer has the right to ins:t:ru.ct::':·.:.~. :.:~ . 
the employee to be evaluated by the attending physician. The 
employer shall pe responsible for placing the employee back to 
work as soon as he is physically capable of resuminq 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 employees is required because of the urgent narure of work 

dQne by the Public Works Department. Ifan employee is unable to report for work, he 

must notify management immediately. Such notice must be given as far in advance. of 

the time to report to work as possible if the absence is to be excused. Failure of an 

employee to give propernorice of absence will result in an unexcused absence for which 

there wiiI be no compensation. If an employee is absent for three (3) consecutive days or 

three (3) days during a three (3) month period without notifting management, he or she 

wiil be tenninatedimmediateiy. "r .()
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After an employee has used alt of his or her sick leave, an absence due to illness ,,;,i1 
require a certificate from a physician stating that ,t~e employe,e, was, unable to WO~K for, 
the period absent due to illness. An employee faJitng to proVIae thIS do:un:entatlon wtn 
he charged with an unexcused absence. Two (2) unexcused absences or th1S narure 
within a one (1) year period will result in termination of employment. 

Emolovees must check with his or her supervisor when reporting late for work or find it 
nec~~ to leave ea.rly. Common courtesy requires a word of explanation when one is 
tardy. E~ployees wiH be docked for tardiness or for earJy departure i~ th~ exa~ amount 
of non-work time. An employee will be allowed four (4) e~cused tardies In a S1X (~ 
month period. A fifth (5th.) tardy in this period will result In a three (3) day suspellSlon 
from w~rk without pay and a sixth (6th) tardy in this period will result in temlination of 

employment. 

An emnJovee win be considered. tardy when he or she reports for work later than seven 
and a haii(7 1/2) minutes after the official start of the work day which is presently 7:~O 
A.M. Any employee if found to be punching a time c:lI'd for a tardy employee to aVOId a 

tardy win be tenninated,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 Consolidated Retirement. 


INSURANCE PROTECTION FOR YOU AND YOUR F~LY 

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 
w~ll have an opportunity to secure replacement. 
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require a certificate from a physician stating that ,t~e employe,e, was, unable to WO~K for, 
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REQUIRED DEDUCTIONS 

1. FEDERAL SOCIAL SECURITY TAXES: These taxes are paid by both the 
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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 Consolidated Retirement. 

INSURANCE PROTECTION FOR YOU AND YOUR F~LY 

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 
w~ll 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. 

an 	employee toThere are two general conditions that can subject 
is 	failure tosuspension and/or immediate dismissal. The first 
(insubordinationcarry out the reasonable direction of management 


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 

regulations. 

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 ~ll 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 
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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: 

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

(2) to aid employees who voluntarily seek help with a drug problem 

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

1. 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 Division. 

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

I I . 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 Office of the Secretary 
of Transportation as 49 CFR-Part 40. 

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

FAIL A DRUG TEST - The confirmation test results show positive 
evidence of the presence of a prohibited drug. 
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FCPWD - Fl1yl!tt~ County Public Works Department 

IN[·J~fJ\l. '!"~B'I' - 1\11 IIIIIIIIIIIO/""VIV "f~! ,........ 1\ h) ..... 1 1m, 11M 1-,... n""'l',t-:;v,... 
urine specimens. 

MRnTr.~T. RRVTRW OFFTCER (MRO) - A licensed physician responsible 
for receiving laboralory ('H111!.!:"! t'llld ""V,"'Ilt1."'II-lll'f Mil 

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 consisting of the 
Department Superintendent, Medical Review Office ,MRO) and a 
r.~prp.sentative of the firm providing the Employee Assistance 
~rogram. 

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 , 
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 requi'red percentage of 
tests has been reached. 

TESTING BASED ON REASONABLE CAUSE 
FCPWD ~ill 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. 
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TRSTING AF'1'F.R REn1\nn•.t'r1\TION 

Any employee who has completed rehabilitation must pass a 

drug test before returning to work. If the employee 

r~fU~AR to tRkA thA drug t~st or fails th~ 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. 


IV. 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. 

V. SPECIMEN COLLECTION AND TESTING LABoRATORY 

Specimen collection will be performed at Rhea Clinic, PC, 
613 F~yette E., Somerville, Tennessee 

Employees will be given twenty (20) minutes notice before 
a scheduled drug test. 

Below is a checklist for employees which explains the 
procedures in specimen collection. Please read this 
carefully. 
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CHECKLIST FOR EMPLOYEES 

1. 	 Present required photo identification to the collector. 

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

3. 	 Collector will instruct you to wash and dry your hands. 

4. 	 Provide the specimen in the privacy of a stall or 
otherwise partitioned area. It will be necessary for 
you to provide a ~pecimen 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. 

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

6. 	 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. 

7. 	 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 ' 
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 following 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. 
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Test results will be reported to FCEWD's Medical Review 
Officer within an average of five{5) working days after 
receipt of the specimens. 

The 1aboratory/Med Express shall pro~id7 to FCPWD Drug 
Prooram Coordinator a quarterly stat1st1cal summary of 
~ri~alysis testing of.FCPW~'s.emp~oyees b~t shall.n~t 
include any personal1dent1fY1n~ 1nformat10n. In1t1al 
and confirmation data shall be 1ncluded from test results 
reported within that quarter. 

VI • 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. 
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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. 

5. 	 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. 

6. 	 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 regulations. 

VII. 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. If the MRO determines there is no~ 
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. 

/L'/ 
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EMPLOYEE ASSlSTANC~ PKUGKAMVIII. 

, 	 'de an employee assistance program (EAP)
FCPWD w~ll prov~ d "g for supervisory personnel

't ployees an tra~n~n 
;~~ ~i~le~etermine whether an employee must be drug 
tested based on reasonable caUse. 

The EAP will include: 
'f tion materialfdisplay 	and distribut~on 0 ~n orma, serviceEducation  display and distribut~on of a. co~un~ ty 

hot-line telephone number for employee 
assistance , l'

display and distribution of the employee s po ~cy 
regarding the use of prohibited drugs 

(Above information will be displayed on the 
employee's bulletin foard) 

supervisory personnel who will determine whether
Training  an employee must be drug tested based on, 

reasonable cause, will receiv7 ~ne 60 m~nute 
period of training on the spec~~~c, and 
contemporaneous p~ysical, behav~oral, 
performance indicators of probably drug use. 

x. 	 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 ae 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 

Statisticql data related to drug testing and rehabilitation tho 
is not name-specific and training records must be made 
available to the representative of a state agency upon 
request. 
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ACKNOWLEDGE OF RECEIPT 
OF EMPLOYEE HANDBOOK 

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

further acknowledge that: 

(1) I will read the Handbook and any questions 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) I 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 thme 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 
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Date 



Having been reviewed by the Budget Committee nnd received thelr 

recommendation, Commlssioner Harris presented and moved the addition of a 

Deputy III employee to the General Sessions Court at $16,435. Motion was 

seconded by Commissioner Robison and unanimously cArried by tile Board. 

Commissioner lIarris presented the recommendatin of the Budget Committee 

that no calls to made to the City of Somerville for fire protection service, that 

the dispatchers to advised of this and that the City of Somerville be refunded on 

a pro-rata bases. Motion was made by Commissioner Harris, seconded by Commissioner 

Fowler, and carried adopting the recommendation as presented. 

As recommended by the Budget Committee, motion was made by Commissioner 

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: 

R E SOL UTI 0 N 

BE 1'1' RESOfJVF':IJ, by the County IJegislative Body and/or the 

Board of County Commissioners of Fayette County, Tennessee, 

in regular session on this 23rd day of December, 1997, it being 

the fourth 'J'uesday of the month and lhe regular monthly meeting 

date of the County l.e91s1ative Body in the Courthouse in 

Somerville, Tennessee. 

That the General Purpose School Budget 11141, 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 

DECREASE 
?1.C?9 D.... ___ ._... ____ I~~.~RUCTION 
11 100 REGULAR INSTRUtflON PROGRAM 

Having been reviewed by the Budget Committee nnd received thelr 

recommendation, Commlssioner Harris presented and moved the addition of a 
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School Budget #141. Said motion was seconded by Commissioner Oglesby, and 
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BE 1'1' RESOfJVF':IJ, by the County IJegislative Body and/or the 
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in regular session on this 23rd day of December, 1997, it being 

the fourth 'J'uesday of the month and lhe regular monthly meeting 

date of the County l.e91s1ative Body in the Courthouse in 

Somerville, Tennessee. 

That the General Purpose School Budget 11141, 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 

?1.C?9 D .... ___ ._ ... ____ I~~.~RUCTION 
11 100 REGULAR INSTRUtflON PROGRAM 

DECREASE 
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TOT'AL: 	 $30,000.00 $0.00 
._. ..1. __ . ___ • 

72000 	 SUPPORT SERVICES 
~ ~-~.~-.- -._- -- .. --~.~ .. -~-----.. ------ ----- -'~~-~~-'~ ..-.-. 

72220 	 SPECIAL EDUCATION PROGRAM 
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TOTAL: 	 $7,500.00 $0.00 

GRAND ',TOrrJ\L: 	 $37,500.00 $0.00 

Total Increase: $37,500.od 

Revenues: 46590 TRP Other State Education Funds $30,000.00 
46590 TRJ\N Other State Education Funds _____tl,50~.00_ 
Total: $37,500.00 

Revenue: 	 Prior Total J\vailable Funds $18,591,383.92 
Total Increase This 'Amendment .~~3.? ~_~.9.q:.QO_ 
'rota 1 Avai lable Funds This Amendment $18,628,883.92 

Expenditure: 	 Prior Total Estimated Expenditures $17,049,362.00 
Total Increase This Amendment $J7,509..0~ 

Total Est. Expenditures This Amendment $17,086,862.00 

Also recommended by the Budget Committee was the following Resolution 

amending the General Fund, #101. Motion was made by Commissioner Harris, seconded 

by Commissioner Arnett and unanimously carried by the Board adopting same as follows: 

R E SOL UTI 0 N 

BE IT RESOLVED, by the County Legislative Body and/or the 

Board of COUllty Commissioners of Fayette County, Tennessee, 

in regular session 011 this 23rd day of December, 1997, it being 

the fourth 'l'uesday of 

date of the County 

Som~rville, Tennessee. 

the 

Leg

month and the 

islative Body 

regular 

in the 

monthly meeting 

Courthouse in 

That the General 

year ending June 30, 

in the following words 

Fund 

1998 

and 

Budget Amendment 

be, and the same 

figures, to-wit: 

#101, 

is 

for the fiscal 

hereby, amended 

') 
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Also recommended by the Budget Committee was the following Resolution 

amending the General Fund, #101. Motion was made by Commissioner Harris, seconded 

by Commissioner Arnett and unanimously carried by the Board adopting same as follows: 

R E SOL UTI 0 N 

BE IT RESOLVED, by the County Legislative Body and/or the 

Board of COUllty Commissioners of Fayette County, Tennessee, 

in regular session 011 this 23rd day of December, 1997, it being 

the fourth 'l'uesday of the month and the regular monthly meeting 

date of the County Legislative Body in the Courthouse in 

Som~rville, Tennessee. 

That the General Fund Budget Amendment #101, for the fiscal 

year 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 
BllOGET AMENDt-fENT 

FY 97/98 

December, 1997 


$6,1]7,6'37.51Total FumlA Avnllnh Ie Thls Amendment 

~~ustment to Revenue Ac~ounts: 

48140 Contracted Services $+ 30,000.00 

$ 30.000.00Total Increase This Amendment 

Total Funds Available This Amendment $6,'367,637.51 

Adjustment to Expenditure Accounts! 

53100 Circuit Court 
7,618.00106 Deputies $+ 
5,510.00169 Part-time Personnel 

$+ 2.108.00 

51110 General Sessions Judge 
$+ 17.500.00105 Supervisor/Director 

201 Social Security + 1,085.00 
595.00204 State Retirement + 

205 Employee and Dependent Insurance + 1,016.00 
+ 254.00212 Employer Medicare 
-I- 3,000.00355 Travel 

499 Other Supplies & Materials + 6,550.00 
$+ 30,000.00 

58600 Employee Benefits 
$+ 131.00201 Social Security 
+ 259.0020'. State Retirement 

205 Employee Ii. Dependent Insurance + 871. 00 
212 Employer Medicare + 11.00 

$1- 1,292.00 

$ '3 '3,'.00.00Total Expenditure Increase This Amendment 

$5 , 789 .477 .00Prior Estimated Expenditures 

$5 ,822 ,877 • 00 Total Estimated Expenditures 

Estimated Ending Fund Balance as of June 30, 1998 $ 544,760.51 

* * * * * * * * * * * 
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 Kayor 

ATTEST: 

Dell T. Graham, County Clerk 

• ... ~ 
• 

COUNTY GENERAL FUND 
BllOGET AHENDt-fENT 

FY 97/98 
December, 1997 
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ATTEST: 

Dell T. Graham, County Clerk 

... ~ 

JIM VOSS - Chairman 
County Kayar 
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