















































Sumner County employees through social media must clearly state that all expressed
views are personal and do not reflect the views of any Sumner County department.

Statements may not be expressed in a way that the reader could reasonably infer that the content
is the opinion or official position of any department or office of Sumner County.

Personal social media postings must be in conformance with relevant workplace policies, laws,
and regulations, including but not limited to harassment and discrimination policies,
confidentiality policies, and abusive conduct policies. Examples of inappropriate postings
include discriminatory remarks, threats of violence, or any other unlawful conduct. Posts must
not cause or contribute to a hostile work environment on the basis of race, nationality, sex,
sexual orientation, pregnancy, religion, creed, disability, veteran's status, age, or any other
protected class. Employees are subject to disciplinary action, including termination for
violation of this Policy.

Telephone Calls

Personal calls from office phones should be brief in nature and limited to those that are
necessary and cannot be made outside of work hours. Employees must charge personal long-
distance calls to their own credit card or personal telephone accounts.

Cell phones

Over-use charges on cellular phones due to personal use must be paid by the employee and, if
excessive or repetitive, may be grounds for dismissal and will result in the automatic

cancelation of cellular phone services.

Fax Machines

Sumner County facsimile machines are intended for Sumner County business
communications. Employee use of these resources for personal business shall be minimal and

infrequent in nature.
Photocopy Machines

Sumner County photocopy machines are intended for Sumner County business
communications. When outside agencies or individuals request copies of Sumner County
documents, these agencies will be charged at the per page rate and standard labor fee as set
annually by the County Mayor or his/her designee.

. OUTSIDE EMPLOYMENT

If authorized by the elected official, department head, or supervisor, Sumner County
employees may be allowed to engage in employment outside their county employment duties
as long as the outside work does not interfere with or otherwise cause harm to the performance
of their official Sumner County obligations. If outside employment is found to be incompatible
with Sumner County employment, a Sumner County employee must stop the outside work, or
he/she will be terminated from employment with Sumner County.
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Each employee should confirm the ability to accept outside employment with their department
head, supervisor or office holder.

. VIOLATIONS OF POLICIES AND PROCEDURES

Employees will be subject to disciplinary action if they violate any Sumner County policy. All
applicable laws, regulations, and procedures will be followed when disciplinary action is taken.
In addition, violations of criminal statues may subject the violator to criminal prosecution.

An employee is responsible for reporting to his/her supervisor any violation of law and Sumner
County policies and procedures committed by another employee when he/she has knowledge
of such activities. If the violation is committed by the employee's supervisor, the report should
be filed with the next official in the chain of command.

. POLITICAL ACTIVITY

The Hatch Act places certain restrictions on employees of entities who receive federal funds
and/or grants. An employee is prohibited from using one's official authority or influence for
the purpose of interfering with or affecting the results of an election or nomination for office
including activities such as threatening to deny promotion to any employee who does not vote
for certain candidates, coercing directly, coercing indirectly, attempting to coerce,
commanding or advising another employee to pay, lend or contribute anything of value to a
party, committee, organization, or person for political purposes including requiring employees
to contribute money to a political fund, influencing employees to buy tickets to political fund-
raising dinners, and matters of similar nature.

Employees may be candidates in non-partisan or partisan elections. However, before deciding
to run for public office, employees should be aware of possible conflicts of interest.

. SAFETY

All employees shall conform to established safety rules and regulations that may be issued
from time to time and shall be responsible for the appropriate use of protective clothing,
equipment, and vehicles. Employees who violate safety rules and regulations shall be subject
to disciplinary action up to and including termination.

. HARASSMENT POLICY

Sumner County is committed to providing a safe and secure work environment in which all
individuals are treated equally with respect and dignity. In keeping with this commitment,
Sumner County strictly forbids harassment, discrimination, or abusive conduct in the
workplace. This Policy is inclusive of all employees and officers. Sumner County will not
tolerate, condone, or allow harassment, discrimination, or abusive conduct in the workplace,
whether engaged in by co-workers, supervisors, associates, outside clients, or other non-
employees who conduct business with Sumner County.



While it is not possible to provide an exhaustive list of examples of harassment or
discrimination, below are some examples that help to illustrate and identify harassing and
discriminatory behaviors.

Slurs, jokes, harassing comments, and derogatory remarks about someone's race, color,
religion, creed, sex, sexual orientation, national origin, citizenship, age (forty (40) and
over), disability, pregnancy, genetic information, veteran status, or any other legally
protected status.

Graffiti, cartoons, drawings, or other written comments about someone's race, color,
religion, creed, sex, sexual orientation, national origin, citizenship, age (forty (40) and
over), disability, pregnancy, veteran status, or any other legally protected status.

Sexual advances, including but not limited to repeated unwelcome requests for dates and
requests for sexual favors.

Unwelcome or offensive touching or other physical conduct directed at an employee
because of their race, color, religion, creed, sex, sexual orientation, national origin,
citizenship, age (forty (40) and over), disability, pregnancy, veteran status, or any other
legally protected status.

Threatening or requiring an employee to submit to sexual advances in return for an
employment benefit.

Retaliation for having reported possible harassment.

Sexual harassment, whether it is between persons of the same sex or opposite sex is
prohibited.

Harassment of a person based upon gender stereotyping or because they do not "fit" or
conform to a male or female stereotype.

Abusive conduct is defined as acts or omissions that would cause a reasonable person, based
on the severity, nature, and frequency of the conduct, to believe that an employee was subject
to an abusive work environment, which can include, but is not limited to:

Repeated verbal abuse;

Verbal, non-verbal, or physical conduct of a threatening, intimidating, or humiliating
nature; or

The sabotage or undermining of an employee's work performance.

A single act of the above, generally, will not constitute abusive conduct, unless such conduct
is determined to be severe and egregious.

Abusive conduct does not include:

Disciplinary procedures in accordance with adopted policies of Sumner County;

Routine coaching and counseling, including feedback about and correction of work
performance;

Reasonable work assignments, including shift, post, and overtime assignments;

Individual differences in styles of personal expression;

Passionate, loud expression with no intent to harm others;

Differences of opinion on work-related concerns; or

The non-abusive exercise of managerial prerogative.



Elected officials, department heads, and others in positions of authority have a particular
responsibility to ensure that healthy and appropriate behaviors are exhibited at all times and
that complaints to the contrary are addressed in a timely manner. Supervisors must:

e Provide a working environment as safe as possible by having preventative measures in
place and by dealing immediately with threatening or potentially violent situations;

* Provide good examples by treating all with courtesy and respect;

e Ensure that all employees have access to and are aware of the abusive conduct prevention
policy and explain the procedures to be followed if a complaint of inappropriate behavior
at work is made;

e Be vigilant for signs of inappropriate behaviors at work through observation and
information seeking, and take action to resolve such behavior before it escalates; and

e Respond promptly, sensitively, and confidentially to all situations where abusive behavior
is observed or alleged to have occurred.

Reporting a Complaint of Harassment, Discrimination or Abusive Conduct — Sumner
County encourages employees to report all incidents of harassment, discrimination, or abusive
conduct, regardless of the status or job title of the perpetrator. Other persons who observe an
offensive behavior committed on Sumner County property or by a Sumner County
representative should report the event even if he/she is not the target of the behavior.

Employee, applicant, or third party should report the incident promptly to the elected official,
department head of the office involved, or to Risk Management. Under no circumstances is the
individual alleging the complaint required to report the incident to the subject of the complaint.
If the complaint involves an elected official or department head or if the employee feels
uncomfortable reporting the incident to an elected official or department head, the complaint
should be reported to any department head, to the County Mayor or his or her designee, or to
Risk Management. No adverse personnel action will be taken against an employee for
reporting an incident of discrimination, harassment, or abusive conduct or for assisting in the
investigation of a complaint; however, disciplinary action may be taken against any individual
providing false information in connection with a complaint.

Retaliation against any individual who has articulated any concern of harassment,
discrimination or abusive conduct is prohibited. Retaliation is a serious violation of this Policy
and should be reported immediately. Any person found to have retaliated against another
individual for reporting harassment will be subject to the same type of disciplinary action as
perpetrators of harassment.

All allegations of harassment, discrimination or abusive conduct will be investigated promptly.
Confidentiality will be maintained throughout the investigative process to the extent practical
and appropriate under the circumstances and law; however, it cannot be guaranteed. All
officers and employees are required to cooperate in the investigation of any complaints made
pursuant to this Policy.

Results of the investigation of a complaint will be reported to the appropriate agency or
authority to determine if any disciplinary or legal action is appropriate.



H. SMOKE-FREE WORKPLACE POLICY

Due to the adverse health effects of second-hand smoke, all facilities owned and operated by
Sumner County are designated as smoke-free environments. Employees are prohibited from
smoking or vaping in offices, lobbies, restrooms, maintenance shops, and all common areas of
Sumner County facilities.

SECTION VII -DISCIPLINARY ACTION

A. POLICY

Regulations for the acceptable conduct of employees are necessary for the orderly operation
of the County's business and for the benefit and protection of the rights and safety of all
employees. Certain regulations, and others that may be established from time to time, and the
procedures for disciplinary action are published to promote understanding of what is
considered unacceptable conduct and to provide for consistent action in the event of violations.

B. REASONS FOR DISCIPLINE

An employee may be disciplined for violation of any county policy, existing law, rule or
regulation, or failing to meet the standards set by the supervisor. Discipline can include an oral
reprimand, written reprimand, suspension (with or without pay), demotion, or dismissal.

Employment actions may be based upon the culmination of a series of events for which
disciplinary actions have been taken or may be the result of a single event that is serious enough
to warrant immediate action or termination.

A copy of all disciplinary documentation should be maintained in an employee's personnel file.

SECTION VIII - ALCOHOL AND DRUG POLICY

Sumner County is committed to maintaining a safe and productive work environment for its
employees and to providing high quality service to its citizens. Employee safety and rehabilitation
serve as the foundations of this Policy.

Sumner County employees may not use or be under the influence of drugs, narcotics, and/or any
other controlled substance while at work. Alcohol is a drug and as such has no place in a drug-free
workplace. Therefore, the use of alcohol while at work is prohibited by this Policy. In addition, no
employee may report to work under the influence of alcohol and/or drugs.

This Policy does not prohibit the use of medicine prescribed by an employee's licensed physician.
An employee who is required to take prescription medicine, which may impair or impede his/her
ability to perform his/her job should notify his/her supervisor of the medication prescribed. Use of
prescribed medication may not exceed the prescribed dosage. Use of a prescription drug for which
the employee has no prescription will be viewed as a violation of this Policy.

Taking over-the-counter medication which affects job performance can also subject the employee
to discipline.

Sumner County prohibits employees from the possession, distribution, sale, and/or manufacture of
alcohol, narcotics, drug paraphernalia, or any other controlled substance on Sumner County
property, in company vehicles, or when on-call.
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All property belonging to Sumner County is subject to inspection at any time without notice.

Certain departments and offices have adopted a more detailed and specialized drug testing policy
which is followed due to the nature of the office or position. When a more restrictive policy is
adopted, those guidelines are the required Policy for that position. Each employee should
determine individual drug test requirements for his/her position.

SECTION IX - MISCELLANEOUS PROVISIONS

A. PERSONNEL FILES

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

B. PAYDAY

Employees shall be paid on a biweekly or a monthly basis. Biweekly direct deposits will be
transacted on the Friday following the end of each pay period, unless altered due to an official
holiday or inclement weather. Any altered pay schedule will be determined by the finance

director.
C. MEAL PERIODS

If working six hours or more, employees shall be offered a meal break each workday of at least
thirty (30) minutes duration but no longer than one hour—at the elected official’s or department
head's option. Full-time employees working a minimum of six hours of a workday will be paid
for thirty (30) minutes of their meal break that day. An employee will not be required to
perform any work during their meal break. Scheduling of meal breaks will be at the direction

of the officeholder.
D. ABSENCE DUE TO INCLEMENT WEATHER

If you cannot arrive for your scheduled work due to inclement weather, you will be charged
vacation or compensatory time. If the employee has no vacation or compensatory time, at the
discretion of the elected official or department head, sick time may be utilized.

If you do not have remote work capabilities, if a "no work period" or a "weather schedule" is
declared by the County Mayor, and if the building is closed or has limited access, the
employee's leave balances will not be charged. If the office or department has remote work
capabilities, it is at the elected official's or department head's discretion if an employee will be
required to work remotely.

If an employee does not have remote work capabilities, if a "no work period" is officially
declared, and if an employee is absent due to a pre-requested vacation or compensatory day,
the employee will not be charged vacation or compensatory time. However, if the office has
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remote work capabilities, the elected official or department head, at their discretion, may
require the usage of appropriate leave.

. TERMINATION PAY

An employee whose services are being terminated, either voluntarily or involuntarily, shall be
paid for all earnings, which are due and accrued, plus all accrued vacation time, overtime, and
compensatory time. However, vacation time will not be paid and shall be forfeited if the
employee is terminated due to gross misconduct.

The employee will not be compensated for any unused sick leave days, but unused sick leave
days may be transferred to the Tennessee Consolidated Retirement System according to the
plan's rules and regulations.

In the event of death, the amount owing to the employee shall be paid to his or her estate or
the surviving spouse as may be required by law.

Termination pay will be paid at the next scheduled payday.

. DISCIPLINARY ACTION

The County absolutely reserves the right to terminate an employee at any time for any reason
or no reason at all. Every county employee, unless approved differently by the Sumner County
Commission, is an employee-at-will.

. ATTENDANCE POLICY

Sumner County expects employees to come to work on time each scheduled workday. Failure
to observe this Policy can subject an employee to discipline up to and including discharge from
employment.

When you are absent for any reason that has not been previously approved by your supervisor,
you must call in and speak with your supervisor prior to the time for your shift to start. If your
supervisor is not available, call the next individual in the chain of command in your office
and/or department. A doctor's excuse and/or emergency room discharge can and will be asked
for if the situation warrants.

. SOLICITATION — DISTRIBUTION

Solicitation and/or distribution of literature by employees on County property during working
time or at a time which interferes with the work of others is prohibited. "Working time" is
defined as all time when an employee is supposed to be engaged in performing work tasks but
shall not include mealtimes, breaks, or other specified periods during the workday when the
employee is not properly engaged in performing work tasks. Loitering on Sumner County
property is not permitted at any time.
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VEHICLE USE POLICY AND GUIDELINES

ALL accidents or incidents involving a Sumner County vehicle or employee while on duty
MUST be reported immediately to Risk Management.

DRESS CODE

As an employee of Sumner County, you must maintain a professional standard of dress and
grooming that reflects good taste and common sense. You should dress appropriately for your
office or your working conditions. You should be well groomed and neatly dressed in
appropriate attire. Specific dress codes may be established for some work units and/or
departments. If you have any questions about appropriate dress in your work environment, ask
your supervisor, elected official, or department head.

NEPOTISM POLICY

It is generally accepted that employment of relatives in the same area or department can cause,
or create the perception of causing, serious conflicts and problems with favoritism and negative
employee morale. Therefore, to prevent favoritism to relatives, conflicts of interest, violations
of security, and unlawful discrimination, Sumner County prohibits the employment of
immediate relatives in a direct supervisory line with respect to each other.

Relatives of persons currently employed by Sumner County shall not be hired into a position
that results in them working directly for or supervising an immediate relative.

For the purposes of this Policy, "immediate relatives" shall include a spouse, parent, child,
sibling, stepchild, stepparent, grandparent, grandchild, mother-in law, father-in-law, sister-in-
law, brother-in-law, grandparent-in-law, and/or significant other.

This Policy prohibits employees who are relatives from being placed within the same line of
supervision where one relative is responsible for supervising the job performance of work
activities of another relative or in positions where one might have influence over the other's
status or job security.

If the relative relationship is established after employment, the individuals concerned will be
given the opportunity to decide who is transferred. If the affected individuals do not make a
decision, the department head will decide. The time limit for this decision, and subsequent
action, will be established by the department head; however, it is recommended that the
transfer generally takes place no later than thirty (30) days following the establishment of the

relationship.

In other cases, where a conflict or the potential for conflict arises resulting from the
employment of relatives, even though a supervisory relationship does not exist, Sumner
County Government reserves the right at its sole discretion to separate, reassign, or terminate
employment of either individual. In like fashion, Sumner County reserves the right to address
any personal relationship that interferes with or otherwise damages the maintenance of smooth
operations. In the course of normal operations, there may occasionally occur a circumstance
that, while not of a supervisory nature, places one relative in the position of approving the
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work, activity, or recommendations of another or authorizing expenses incurred by or due to
another. In those circumstances, it is required in all cases that an appropriate countersignature,
or otherwise objective review, be obtained in order to avoid the potential for, or accusations

of, any impropriety.

Sumner County has the right to determine, on an individual basis, whether any other
relationship between employees warrants applying this Policy. Although this Policy, by law,
does not pertain to elected officials and constitutional office holders, it is encouraged and
recommended by this body that all county employees be covered by this Policy.

This Policy is not retroactive, but the County reserves the right to address any personal
relationship that may interfere with or damage the maintenance of smooth operations.

FIREARMS AND DANGEROUS INSTRUMENTALITIES
Weapons are prohibited on certain premises. Signs are posted where weapons are prohibited.

Persons using any item in a violent manner or to inflict bodily injury to another shall be
subjected to dismissal and appropriate legal action.

. GOVERNMENT RECORDS

It is unlawful for any person to make a false entry or alteration of a governmental record, to
represent a false record as valid, or attempt to use, alter or impair a government document.
Such action can result in disciplinary action up to and including termination.
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EMPLOYEE ACKNOWLEDGEMENT

By signing this form, I acknowledge that I have received a copy of the personnel policies currently
in effect for my office or department as of this date, and that it is my responsibility to read and
comply with the policies. These policies cannot and are not intended to answer every question
about my employment with Sumner County. I understand that I should consult my supervisor, the
Director of Finance, and/or the Law Director regarding any part of the policies that I do not
understand or for any questions I may have about my employment with Sumner County which is
not answered in the policies. The current policies will be on file in the office of the Sumner County
Clerk, and I may examine them there during normal business hours.

The policies are subject to change, and I acknowledge that revisions may occur from time to time.
I understand that all changes to the policies will be filed in the office of the Sumner County Clerk.
Although I will be provided notice of changes, I understand that changes will apply to me
regardless of whether I receive actual notice. I understand that revised information may supersede,
modify, or eliminate any or all of the policies at any time. All policies are subject to applicable
state and federal laws, rules and regulations, and I understand that to the extent that any such laws
may conflict with any provision of the policies, such laws, rules, and regulations will control.

I have entered into my employment relationship with Sumner County voluntarily, and I
acknowledge that there is no specific length of employment, unless approved differently by the
Sumner County Commission, and that my employment may be terminated by me or by my Elected
Official or Department Head at will, without cause or prior notice, at any time.

I acknowledge that none of the County's policies may be construed to create a contract of
employment or any other legal obligation, express or implied, and that any policy may be amended,
revised, supplemented, rescinded, or otherwise altered, in whole or in part, at any time, in the sole
and absolute discretion of Sumner County.

In addition, I hereby give Sumner County Government permission to obtain a motor vehicle report
and authorize educational institutions, associations, registrations, and licensing boards to furnish
information in order to determine my qualifications for employment at any time.

Employee Name (type or print)

Employee Signature

Date
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COMPENSATORY TIME

Official responsible for this department or office, please check a box indicating employment

status.

[1 This employee is employed as non-exempt; therefore, the following provisions apply.

In accordance with the Fair Labor Standards Act, Sumner County has a policy of granting
employees compensatory time off in lieu of compensation for time worked in excess of forty (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 Sumner County Clerk.

I understand that compensatory time will be granted at time and one-half for all time worked in
excess of forty (40) hours worked (or other permissible work schedules). I further understand that
accrued compensatory time may be used in accordance with county policy and 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 the 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.

1 This employee is being hired as an exempt employee. It has been verified and documented that
the position qualifies for an exemption from overtime under the Fair Labor Standards Act, meets
the minimum salary requirement, and the employee will be paid on a salary basis.

As an exempt position, it is not eligible for overtime or compensatory time, and the salary paid
covers all work performed.

Responsible Official Name (type or print)

Responsible Official Signature

Date

[ understand and agree to all applicable terms.

Employee Name (type or print)

Employee Signature

I, the undersigned County Clerk, do hereby

certify that this is a true and correct copy
of the original instrument filed in this office.

Date

STATE OF TENNESSEE, SUMNER COUNTY
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Given under my hand and the seal of office
18 == _day of August

SUMNER COUNTY C'LERK



