JULY 19, 2021

STATE OF TENNESSEE Date
Sumner County
Board of County Commissioners
No. 2107-07
TITLE A RESOLUTION AMENDING THE SUMNER COUNTY PERSONNEL

POLICY FOR THE SUMNER COUNTY EMERGENCY MEDICAL SERVICES

BE IT RESOLVED by the Sumner County Board of County Commissioners
meeting in regular session on this the 19" day of July 2021, that this body does adopt the
following amendment to the Sumner County Personnel Policy for the Sumner County
Emergency Medical Services, as shown on the attachment herewith.
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SUMNER COUNTY EMS

OPERATIONAL GUIDELINES
SUBJECT: NUMBER:
Leave Accrual & Paid Holidays SCEMS 04.01.00
APPROVED BY: Effective:
Chief Greg Miller & the EMS Command Staff New:
Revised: 07/08/2021

PURPOSE
To provide a policy establishing the guidelines for leave accrual and paid holidays.

RESPONSIBILITY
It shall be the responsibility of the Battalion Chief of Safety & Compliance to issue initial

balances of personal time off (PTO) including sick and vacation time.

It shall be the responsibility of the Assistant Chief of Operations to ensure that PTO accruals and
paid holidays are completed prior to processing payroll at the end of each pay period.

It shall be the responsibility of the employee to ensure that the proper request to add comp time
to their accrued banks prior to the end of each pay period.

The Assistant Chief of Operations has overall responsibility for insuring that departmental policy
is enforced concerning leave accruals.

POLICY
Leave time as well as other benefits offered to employees are a privilege and not a right. Changes

in these policies may need to be made due to budgetary issues, office needs, or any other non-
discriminatory reason set forth.

1) Vacation Time
Vacation time will be granted to all full-time employees on their hire date at the

following rate:
5 days, not to exceed 40 hours.
Anniversary Years one through four, 10 days, not to exceed 80 hours.
Years five and greater, 15 days, not to exceed 120 hours.

Accumulated vacation time may be carried forward for up to twenty (20) days at the end
of any fiscal year. Any amounts in excess of twenty (20) days at the end of any fiscal



year will automatically be rolled over to a sick day. An employee may not carry a
negative balance at any point.

Vacation time is awarded annually on the employee’s anniversary date for that year.

Upon resignation/termination, vacation time payout is prorated for the current year’s
actual time worked.

2) Compensatory Time (Comp Time)
Comp time may be obtained by transferring any overtime hour worked into the
PTO(Comp) bank at 1.5 hours for every 1 hour of overtime worked. Sumner County paid
holidays can be added to the PTO(Comp) bank at 1 hour for 1 hour. Comp accrual banks

can never exceed 240 hours.

Upon resignation/termination, comp time payout is paid is paid in its entirety.

3) Holidays
Each full-time employee will receive 8 hours holiday pay for each holiday recognized by
the County. These hours do not apply toward work hours for overtime calculation.

Employees scheduled to work the following holidays will receive double pay
compensation (2 times the regular hourly rate) for hours worked:

Thanksgiving Day

Christmas Eve

Christmas Day

AUTHORITY
This policy is the authority of Sumner County Government. Sumner County EMS does not have

a separate policy.

MISCELLANEOUS
If for any reason any problem arises, the Officer-In-Charge of Station One shall immediately

notify the Assistant Chief of Operations who, in-turn shall notify the Chief.




SEPTEMBER 20, 2021

STATE OF TENNESSEE Date
Sumner County
Board of County Commissioners
No. 2109-13
TITLE A RESOLUTION ACCEPTING AMENDMENT TO THE PERSONNEL

POLICIES FOR SUMNER COUNTY EMERGENCY MEDICAL SERVICES AT
SECTION SCEMS 04.00.00 EFFECTIVE SEPTEMBER 10, 2021

BE IT RESOLVED by the Sumner County Board of County Commissioners
meeting in regular session on this the 20™ day of September 2021, that this body does
hereby accept the following amendment to Section 0400.00 of the Sumner County
Emergency Services Policy Manual; and

BE IT FURTHER RESOLVED that this policy shall take effect September 10",
2021, as shown on the attachment herewith.
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SUMNER COUNTY EMS
OPERATIONAL GUIDELINES

SUBJECT: NUMBER:
General Timekeeping Policy SCEMS 04.00.00
APPROVED BY: Effective:
Chief Greg Miller & the EMS Command Staff New:
Revised: 09/01/2021
PURPOSE

To provide a policy establishing the guidelines for general timekeeping.

RESPONSIBILITY
It shall be the responsibility of the Officer-In-Charge to insure, before leaving a tour of duty, that

the minimum number of members are present for duty on the following shift.

It shall be the responsibility of the employee to insure, that the general timekeeping policy is
followed.

The Officer-In-Charge has overall responsibility for insuring that departmental policy is enforced
concerning general timekeeping of the on-duty EMS forces.

The Officer-In-Charge is responsible for scheduling and assignment of on-duty personnel during
their current tour of duty including the upcoming tours for their assigned shifts.

POLICY
1) All employees are responsible for accurately recording the hours they work.

2) At the beginning of each tour of duty, the employee is required to “punch in” to record
the time that they began their tour.

3) At the end of each tour of duty, the employee is required to “punch out” to record the
time that they finished their tour.

4) Requests for vacation/comp/bonus leave time shall be requested via the payroll system.
Vacation/comp/bonus leave requests should be submitted a minimum of fourteen (14)
calendar days prior to the requested day(s). Requests will be filled on a first-come first-

serve basis. Requests for time will be accepted based on the availability of float



12) Pay week is defined as Friday till the following Thursday.

13) Pay period is defined as two consecutive pay weeks.

14) Employees working an assigned tour of duty that crosses midnight Thursday shall receive
credit into Friday moming at the end of their assigned tour of duty.

15) Employees shall be classified based on the Fair Labor Standards Act as either exempt or
non-exempt.

AUTHORITY
Any time it is necessary to call off-duty personnel back for duty and there is an officer at Station

One, it shall be the responsibility of that officer to make the call back(s).

The authority also applies in the event of sickness, other approved emergency absences, or
removal from duty for disciplinary reasons.

MISCELLANEOUS
Personnel who are called back for duty will receive credit for the actual time worked. Personnel

may be assigned to carry out whatever task(s) needed as determined by the Officer-In-Charge.

If for any reason any problem arises, the Officer-In-Charge of Station One shall immediately
notify the Assistant Chief of Operations who, in-turn shall notify the Chief.

Before any member leaves duty for any reason, it must first be cleared with the Officer-In-
Charge.



