
SEPTEMBER 20, 2021 

STATE OF TENNESSEE 
Sumner County 

Date 

TITLE 

Ayes 21 

Board of County Commissioners 

RESOLUTION 
No. 2109-13 

A RESOLUTION ACCEPTING AMENDMENT TO THE PERSONNEL 
POLICIES FOR SUMNER COUNTY EMERGENCY MEDICAL SERVICES AT 

SECTION SCEMS 04.00.00 EFFECTIVE SEPTEMBER 10th, 2021 

BE IT RESOLVED by the Sumner County Board of County Commissioners 
meeting in regular session on this the 20th 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°1, 
2021, as shown on the attachment herewith. 

CERTIFICATION OF ACTION 

~ UNTY~ 

Nays_ 2 _ _ _ Abs_l __ _ APPROVED:✓ REJECTED: □ 



SUBJECT: 

SUMNER COUNTY EMS 
OPERATIONAL GUIDELINES 

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 



personnel to cover, usually the first 3 requests. Qualifying time off requests will be 
honored up to the first 3 requests but does not guarantee acceptance past what can be 
covered by available float personnel. System generated time off (Workers Comp, 
FMLA, system outages, etc) may impact time off request past what can be covered by 
available float personnel. 

Submitting a vacation/comp request does not automatically mean that the request has 
been approved. You must review your request for approval or denial. 

SCEMS employees regularly working "mandatory overtime" which is part of their annual 
expected salary shall be designated as a "Mandatory Overtime Employee." 

In the event a Mandatory Overtime Employee uses vacation, or compensatory time, any 
overtime computation shall be calculated at time and a half as if they had actually worked 

the vacation or compensatory time hours used. 

5) Time off without pay will not be permitted, except for class attendance to an approved 
initial paramedic program or Family Medical Leave (FML). Employees requesting 
Family Medical Leave (FML) shall follow the policies established by Sumner County 
EMS. 

6) We understand that emergency situations may develop that cannot be fit within the above 
guidelines. In these cases, you must contact the Scheduling Manager for your division to 
see what arrangements can be made. 

7) Leaving work without approval - Leaving work without notice or approval will not be 
tolerated and may result in termination of employment. 

8) Clock in/out times should closely reflect the scheduled start and finish of each tour. 

9) Eight (8) hour employees are required to be out of their work space for a mandatory 
lunch hour of which 30 minutes is deducted from their daily time accrual Working 
through lunch should not occur without prior approval from their immediate supervisor. 

10) Each employee is responsible for maintaining correct timekeeping procedures including 

punch in/ punch out times. Falsification of a timecard is considered a major infraction 
and is subject to disciplinary actions, up to and including termination. 

11) Each employee is responsible for verifying their biweekly timecard and signing that it is 
correct prior to payroll processing at the end of the time period. 



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 morning 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 reas_on any problem arises, the Officer-In-Charge of Station One shall immediately 
notify the Assistant Chief of Operations who, in-tum shall notify the Chief. 

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


