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Employment At Will

No policy, benefit, or procedure contained herein creates an employment contract for any
period of time. All employees will be considered employment-at-will. Either the
employee or Sumner County may terminate employment at any time, with or without
reason or notice. No statement or promise by a supervisor, manager or department head
may be interpreted as a change in policy nor will it constitute an agreement made with an
employee.

There will be an evaluation period of six (6) months for all employees. During this time
the employee will be closely supervised in order to become familiar with duties and
responsibilities.

Employees will be evaluated at least annually on attitudes of cooperation, quality of
work, punctuality and willingness to assume responsibility. Evaluations will be
discussed with the employee and placed in his/her personnel file.

Personnel Files

An individualized personnel file will be maintained on each employee. It is the
responsibility of each employee to provide accurate and up-to-date information to the
employer. Employees may review the contents of their personnel file upon request.

Employment Eligibility

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

Fair Labor Standards Act

Workweek. An employee will be paid a regular weekly salary which covers all hours
worked up to forty (40) during each workweek. The workweek will begin at 12:00 AM
on Monday and end at 11:59 PM 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 (40)
during the workweek. No overtime or compensatory time will be earned until the
employee has worked on the job over forty (40) hours for his/her work period.
Compensatory time is scheduled at the discretion of the office holder.

Overtime/Compensatory Rate. A part-time employee who works overtime will receive
overtime pay at the rate of time and one-half. An employee’s hourly rate will be
multiplied by one and one-half to determine the overtime rate of pay which will be paid
for all hours worked over forty (40) during a week, unless compensatory time is given.
No additional compensation will be paid for hours worked under forty (40).



Selection of Compensatory Time. All full-time employees who are required to work in
excess of forty (40) hours per week will receive compensatory time off in lieu of
overtime. 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. Time will be accrued
in no smaller than fifteen (15) minute periods. An employee cannot accrue more than
forty (40) hours of compensatory time.

The use of compensatory time is subject to approval by the employer. Such approval will
not be denied unless undue disruption to the office or department will occur.

Records. Office hours are Monday through Friday from 8 AM until 5 PM with the office
closing at 4:30 PM, except for scheduled extended hours. There is one hour where the
employee is totally relieved of all duties for lunch. Each employee shall sign a schedule
showing the particular employee’s weekly hours worked. Employees are to file a signed
monthly schedule form, which shall show sick leave, holiday leave, vacation time taken
and any earned sick leave, vacation time, and compensatory time.

Lunch Schedule

Each full time employee will be allowed one (1) hour for lunch. Schedule is subject to
change with work load.

Birthdays

Full time employees may have their birthday off with pay. Employees may substitute
another day off in lieu of their birthday with approval of employer.

Holidays

Generally, thirteen holidays (a list is provided at the end of this document) are declared
official holidays and employees will be excused from work without charge to leave.
These holidays are subject to review and change by the Sumner County Officials
Association.

Leave Request

All leave requests will be submitted in writing to the employer as early as possible.

Sick Leave

Earning and Accumulating Sick Days. Sick leave shall be considered a benefit and
privilege and not a right. Full time employees will receive full pay during incapacity
caused by illness if sick leave is taken. Sick leave is earned at the rate of one day per
month (12 days per year). There is no maximum accumulation of sick leave credits. Sick



leave has no cash value. In the event of retirement, all unused sick leave will be credited
toward time of service and used to calculate retirement benefits.

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

General Sick Leave Rules and Procedures

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 related to mother,
father, wife, husband or children. Sick leave may also be used for appointments with a
licensed doctor, dentist, or recognized practitioners. When appropriate, a partial sick day
may be used rather than a full day. The smallest amount of time recognized will be a
fifteen (15) minute period. Employees who become ill during the period of their vacation
may request that their vacation be temporarily terminated and the time changed to sick
leave. However, such requests must be justified by means of a doctor’s statement upon
return to work. No employee may give or loan sick leave to another employee.

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
will, after the third consecutive day of illness, be required to provide a doctor’s statement.
The doctor’s statement should provide that the employee has been incapacitated for work
for the period of his/her absence and that he/she is again physically able to return to
work.

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 as on a leave-
without-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.

Sick leave is a benefit and evidence of abuse of this benefit will be grounds for dismissal
or disciplinary action.

Family Medical Leave Act

Family 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:

Definitions:

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

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

Son or daughter/child. Biological, adopted, or foster child, or stepchild, legal ward, or
child of a person standing in the position of a parent, who are under the age of eighteen
(18) years. Children who are eighteen (18) years or older qualify, if they are incapable of
self care because of mental or physical disability.

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

Leave Provisions:

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

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

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.

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

An employee may take unpaid leave to care for a parent or spouse of any age who,
because of a 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 parent of any age who
is unable to care for his or her own basic hygiene, nutritional needs or safety. Examples
include a parent or spouse whose daily living activities are impaired by such conditions
as Alzheimer’s disease, stroke or who is recovering from major surgery or who is in final
stages of terminal illness.

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

Employees requesting medical leave due to their own illness or injury must
simultaneously exhaust any sick leave, annual leave, compensatory time, personal days or
vacation days. The combination of sick leave, annual leave, compensatory time, floating
holidays and unpaid leave may not exceed twelve (12) weeks.

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

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

Notification and Scheduling:

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

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.

Certification:
The employer reserves the right to verify an employee’s request for family medical/leave.

If an employee requests leave because of a serious health condition or to care for a family
member 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. That health care provider
may not be employed by the employer on a regular basis. If a resolution of the conflict




can not be obtained by a second opinion, a third opinion may be obtained from another
provider and that opinion will be final and binding.

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

Medical certification shall be treated as confidential and privileged information.

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

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.

Maintenance of Health and COBRA Benefits During Unpaid Leave:

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

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

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

COBRA

If the employee, the employee’s spouse, or the employee’s dependents lose group health
insurance coverage due to employment termination or any other “qualifying event”, any

and all may be eligible to elect continuation of group health coverage in accordance with
the consolidated Omnibus Budget Reconciliation Act (COBRA).

COBRA entitles employees and their dependents to elect or decline continued group
health insurance coverage upon a “qualifying event”. Under federal law, a qualifying
event is an event that would ordinarily cause an employee, spouse, or dependent to lose



group health insurance coverage. Qualifying events include termination of employment,
retirement, discharge for poor performance, reduction of work hours, death of a covered
employee, divorce or legal separation from a covered employee, losing “dependent child”
status, Medicare eligibility, or being called to active duty as a military reservist.
Employees discharged for gross misconduct may not be eligible for continuation of
benefits.

Employees and dependents are responsible for notifying Sumner County immediately
following any qualifying event and upon any change in address of the employee and/or
dependents. Employees and dependents who elect continued coverage following a
qualifying event will be required to pay 100% of the applicable premium coverage cost.

The covered individual has sixty (60) days to elect coverage from the date of the
qualifying event. If the covered individual chooses to continue coverage and pays all
premiums, benefits will be continued for 18 months. A covered employee, spouse, or
dependent who is disabled (according to the Social Security Administration) at the time
of the qualifying event may be eligible to continue coverage for up to 29 months. An
employee’s covered spouse or dependent may be able to continue coverage up to 36
months in the event the covered employee dies, becomes entitled to Medicare, divorces
or legally separates from the spouse, or the dependent child ceases to qualify as a
dependent under Sumner County’s insurance plan provisions.

In the event of a second qualifying event occurring during the period of coverage for an
original event, the period of coverage will be extended to 36 months from the date of the
original qualifying event.

Employees may obtain additional information about COBRA from the Finance
Department.

Reduced and Intermittent Leave:

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

Employees on intermittent or reduced leave schedules may be temporarily transferred by
the employer to an equivalent alternative position that may better accommodate the
intermittent or reduced leave schedule.

Intermittent or reduced leave may be spread over a period of time longer than twelve (12)
weeks, but will not exceed the equivalent of twelve (12) weeks total leave in one twelve
(12) month period.



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

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

The Twelve (12) Month Period:

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

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 full-time employee, as determined by the employer at the job
site or location, may be absent from such employment for a period not to exceed four
months for pregnancy, childbirth and nursing the infant, where applicable (such period to
be hereinafter referred to a “maternity leave™).

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

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

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



maternity leave, family and medical leave and any paid leave an employee utilizes to
supplement the unpaid portion of the leave shall all run concurrently.

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

The purpose of this part is to provide leave time to female employees for pregnancy,
childbirth, and nursing the infant, where applicable; therefore, if an employer finds that
the female employee has utilized the period of maternity leave to actively pursue other
employment opportunities, or if the employer finds that the employee has worked part-
time or full-time for another employer during the 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. Vacation time is given on January 1 of each year.
Full-time employees with one year of service shall accrue five (5) days of vacation per
year. Full-time employees with greater than one year of service but less than five years
of service shall accrue ten (10) days of vacation per year. Full-time employees with
greater than five years of service shall accrue fifteen (15) days of vacation per year.
Vacation time will be accrued each year. No vacation time will be credited to an
employee until it has been accrued.

Use of Vacation Time. Vacation time will not be available for use by an employee until
it is accrued. Vacation leave may be used only at times approved in advance by the
employer. Vacation requests will be honored to the extent possible. No employee may
take more than ten (10) days of vacation at one time. Seniority will be used to determine
any leave request conflicts. No employee may give or loan vacation to another
employee. Vacation Leave will not be carried forward from the previous year. Payment
for unused vacation shall be paid at the discretion of the employer.

Disposition of Accrued Vacation Leave Upon Termination

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

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



If an employee is paid for his/her accrued but unused annual leave by terminal leave, the
date on which his/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 shall receive credit for any official holidays
occurring during a period of terminal leave.

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

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

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

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

Bereavement Leave

In the case of death in the employee’s immediate family (spouse, parent, child, brother,
sister, mother-in-law, father-in-law, grandparent, grandchild, legal guardian or legal
dependent), the employee will be given three (3) working days paid leave. If the
employee has accumulated sick leave or compensatory time, they may take additional
time with the approval of the employer.

Compensatory time may be used for other bereavement circumstances with the approval
of the employer.

Jury and Court Duty

It is desirous for 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 regulate when an employee is called for jury duty or subpoenaed to court.
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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 on jury duty.

3.) The employee may retain all compensation of fees which he receives for serving
as a juror.

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 apply if
the employee is involved in private litigation. On these occasions the employee
must take vacation leave, compensatory time or leave without pay.

Occupational Injury

Sumner County strives to provide a safe working environment for its employees. In the
event an employee is injured or becomes ill arising out of and in the course of
employment, such employee will be considered under the Occupational Compensation
Plan of Sumner County.

Should an employee become injured by accident or become ill under the provisions of
this plan, he/she must immediately report the incident to their supervisor or department
head. Incidents must be reported the same day. The supervisor/department head should
then contact the Risk Management Office. If the injury occurs after normal business
hours, a message should be left with the Risk Management Office. An Occupational
Injury Report should be completed and immediately sent to the Risk Management Office.
If the report is faxed, the original should be mailed or delivered to the Risk Management
Office.

In the event medical attention is needed, employees must contact the office of Risk
Management. Risk Management personnel will designate a facility for treatment. In the
event an accident involves a serous injury, please report to the nearest Emergency Room.

If medical attention is necessary, Risk Management must give authorization for treatment
fo the treating facility before the employee receives medical attention.

Military Leave

Full-time employees who are members of any military reserve component will be granted
military training 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 unity who have completed
their military training duty for the calendar year, and are reactivated for additional
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training, will be allowed an additional fifteen (15) days military leave if the additional
military training:
1.) Occurs during the same 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 shall receive full pay
and benefits to which he would otherwise be entitled.

Sumner County will administer military leave and returns from leave in accordance with
the [38 USC 4301] Uniformed Services Employment and Reemployment Rights Act
(USERRA). Upon completion of their military service, employees also are entitled to be
restored to their former jobs with no loss of service time, or to a position offering the
same pay with no loss of service time.

Leave Without Pay

Any employee, at the discretion of the employer, may be granted leave without pay for
sufficient reason as determined by the employer. During the period of absence, the
employee will not accrue vacation, holiday or other benefits. The absence-without-pay
leave shall not extend for a period in excess of six months,

Other Leave

The employer may grant additional leave time for various reasons. Such leave time shall
be granted uniformly and on a non-discriminatory basis.

Part-Time Emplovyees

A part-time 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
employees.

Discrimination Statement

As an equal opportunity employer, employment will be based upon consideration of the
qualification of all applicants for employment. Discrimination based upon an applicant’s
race, color, sex, religion, national origin, age or disability will not be tolerated. An
employee will report alleged discriminatory activity to the elected official. If the problem
occurs with the elected official, then the employee will report the matter to the County
Executive.
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No Harassment Policy

Sumner County’s Position on Harassment

Sumner County is committed to maintaining a work environment that is free from
discrimination where employees at all levels of Sumner County are able to devote their
full attention and best efforts to the job. Harassment, either intentional or unintentional,
has no place in the work environment. Accordingly, Sumner County does not authorize
and will not tolerate any form of harassment of or by any employee (i.e. supervisory or
non-supervisory) based on race, sex, religion, color, national origin, age, disability, or
any other factor protected by law, which would make the reasonable person experiencing
such harassment uncomfortable in the work environment or which could interfere with
the person’s job performance.

Sexual Harassment

Sexual harassment includes: (a) physical assaults or physical conduct that is sexual in
nature; (b) unwelcome sexual advances or comments or requests for sex or sexual
activities linked to one’s employment or advancement, regardless of whether they are
based on promises or threats; (c) sexual displays or publications such as calendars,
cartoons or graffiti; (d) other verbal or physical conduct of a sexual nature that has the
purpose or effect of interfering with an individual’s work performance, or creating an
intimidating, hostile, or offensive work environment; or I retaliation for complaints of
harassment. Sumner County regards all such pervasive conduct as creating a hostile and
offensive work environment in violation of this policy, regardless of whether submission
to such conduct is made either explicitly or implicitly a term or condition of employment.
Examples of sexual harassment include sexual propositions, sexual innuendo, sexually
suggestive comments, sexually-oriented “kidding”, “teasing” or “practical jokes”, jokes
about specific gender traits, foul or obscene language or gestures, displays of foul or
obscene printed or visual material, and physical contact, such as patting, pinching or
brushing against another person’s body; or reading or otherwise publicizing in the work
environment materials that are sexually suggestive or revealing.

Other Forms of Harassment

Harassment based on an individual’s race, religion, age, national origin, disability, or
other protected status is also expressly prohibited. This includes any verbal, written, or
physical act in which race, religion, age, national origin, or disability is used or implied in
a manner that would make a reasonable employee uncomfortable in the work
environment or that would interfere with the employee’s ability to perform the job.
Examples of harassment based upon race, religion, age, national origin, and disability
include the display or use of objects, pictures or language that adversely reflect on or are
offensive due to a person’s race, religion, age, national origin, or disability.

How to Report Instances of Harassment

Sumner County cannot resolve matters that are not brought to its attention. Any
employee, regardless of position , who has a complaint of or who witnesses harassment at
work by anyone, including supervisors, managers, employees or even non-employees, is
responsible for immediately bringing that matter to Sumner County’s attention. The
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complaint should be brought to the attention of the Trustee first. In the event the Trustee
is whom the complaint rests against or there is another potential conflict of interest, then
the employee reports to the County Executive or Human Resources Director.

How Sumner County Will Investigate Complaints

Sumner County will thoroughly and promptly investigate all claims of harassment.
Sumner County will meet with the complaining employee to obtain a written account of
the harassment, to discuss the results of the investigation, and where appropriate, review
the proposed resolution of the matter. If an investigation confirms that harassment has
occurred, Sumner County will take corrective action, including such discipline up to and
including immediate termination of an employee, as is appropriate. Claims of assault or
threat of assault will result in dismissal.

Our Commitment to an Effective No Harassment Policy

Finally, if you feel that Sumner County has not met its obligations under the policy, you
should contact the Human Resources Director or the Law Director. An effective No
Harassment Policy depends on all of us working together, to address this very important
subject.

Mistakes And Errors

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

T.C.A. 39-16-504. Destruction of and tampering with governmental records. (a) It is
unlawful for any person to:

1.) Knowingly make a false entry in, or false alteration of, a governmental record;

2.) Make, present, or use any record, document or thing with knowledge of its falsity and
with intent that it will be taken as a genuine governmental record; or

3.) Intentionally and unlawfully destroy, conceal, remove or otherwise impair the verity,
legibility or availability of a government record.

(b) A violation of this section is a Class A misdemeanor.

Confidentiality of Office Records

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

Sumner County Ethics Policy applies.

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

Firearms and Dangerous Instrumentalities

Sumner County, Tennessee will have a zero tolerance for guns, firearms and dangerous
instrumentalities in the workplace.

Any employee who brings a firearm to the workplace or who is found in possession, on
County property or in a County vehicle, of any firearm or gun, shall be immediately
discharged from employment with Sumner County, Tennessee. This policy excludes
Sheriff’s deputies or persons authorized to carry firearms pursuant to their employment.
But, a person who is legally licensed to carry a gun personally shall not bring such
weapon to work with them.

Persons also using any sort of dangerous instrumentality in a violent manner or to inflict
bodily injury to another shall be subjected to the same terms of dismissal.

Conflict of Interest

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

Americans with Disabilities Act (ADA)

The ADA covers employers with 15 or more employees and generally prohibits
discrimination against “qualified individuals with disabilities”. A qualified individual
with a disability is an applicant or employee who can perform the essential functions of
the job in question with or without reasonable accommodation. Disability is defined as:

e A physical or mental impairment that substantially limits one or more major life

activities;
e A record of such an impairment; or
e Being regarded as having such an impairment



Sumner County will reasonably accommodate qualified applicants and employees with
disabilities unless making the accommodation imposes an undue hardship on the County.
Sumner County will reasonably accommodate known disabilities. Therefore, employees
needing accommodation should speak directly with their supervisor. Sumner County
expects the reasonable accommodation process to be a mutual process by which the
County and employee search for a mutually acceptable reasonable accommodation.

Computer Use and Software

Sumner County Computer Acceptable Use and Procedures Policy apply. (See attached)

All disks and storage media will be provided by Sumner County. Employees should not
bring their own disks in for business use. This policy is to prevent any opportunity for
viruses and other corrupt software to enter the County’s systems.

When necessary, logon passwords will be assigned by the Systems Administrator.
Employees are not to share their passwords with anyone, including other employees.
Divulging you password will be considered a willful breach of security.

Additionally, the software that is used in Sumner County has been purchased and
registered for the benefit of all employees. The copyright law is very clear in regard to
illegal duplication of software.

Employees are prohibited from copying software from Sumner county computers and
taking it off the premises for personal gain. Likewise, employees may not bring in any
unauthorized outside vendor software to be installed in Sumner County machines. Any
unauthorized software brought in will be subject to confiscation and will not be returned.
Employees found installing outside software may be subject to immediate disciplinary
action.

Termination Pay

An employee, whose services are being terminated, either voluntary or involuntary, shall
be paid for all regular earnings which are due and accrued plus all accrued vacation time
and compensatory time. 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 beneficiary designated in writing for this purpose. If no beneficiary has been
designated, amounts owing at the time of death will be paid to the surviving spouse,
surviving children, or to the estate, as may be required by law.

Amendment of Policies
It is the responsibility of all employees to carry out and comply with the rules and

regulations contained in this policy. The employee should be aware that these policies
are subject to periodic review and change by the employer. Before relying upon the
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provisions set out herein, it is the employee’s responsibility to check with the employer
to see if any changes have occurred.
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ACKNOWLEDGEMENT OF RECEIPT OF PERSONNEL POLICIES

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

[ further acknowledge that:

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

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

3.) I understand that all passwords used within the Trustee’s office are confidential and
are not to be shared.

4.) 1 have read and

ACCEPT REJECT

the policies referring to Overtime/Compensatory Time.

Employee Signature

Date

Employer Signature

Date
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Appendix



New Years Day

Martin Luther King Jr. Day
Presidents’ Day
Memorial Day
Independence Day
Labor Day

Columbus Day
Veterans’ Day
Thanksgiving Day

Day After Thanksgiving
Christmas Eve
Christmas Day

Some Election Days

Generally Accepted Holidays
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