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108 Courthouse
Springfield, Tennessee 37172
Phone (615)384-2476

Regular Meeting — March 18, 2024, 7:00 p.m. Juvenile Courtroom
Call to Order

Roll Call

Invocation

Pledge to the Flag

Minutes of Previous Meeting

Communications from the County Mayor

Public Comments

Reports

Elections and Appointments
RCEDB - Donnie Eden

Public Hearing — Planning & Zoning
A) Agricultural/Residential (AG-2) to Low Density Residential (R-40)

1. Rosetta Carter Voting District 3
B) Agricultural/Residential (AG-2) to Rural Preservation District (RP-80)
2. Johnnie Marlin Voting District 8

Rehearing Requests
C) Agricultural/Residential (AG-2) to Rural Preservation District (RP-80)

3. John Hallmark Voting District 7

4. David Sircy Voting District 2

D) Agricultural/Residential (AG-2) to Low Density Residential (R-40)
5. Brittney Graves Voting District 1

Resolutions

1. Updated county employee manual #031824016

2. Changes in maintenance road list/map #031824017

Old Business

New Business



14. Notaries

15. Adjournment

*** Members of the public who wish to address the County Commission regarding any
agenda item must sign in before the beginning of the meeting, indicating the item on the
agenda for which they wish to comment. ***



STATE OF TENNESSEE

COUNTY OF ROBERTSON

TERM FEBRUARY 26, 2024, REGULAR SESSION

Be it remembered that the Board of Commissioners of Robertson County, Tennessee, met in open
public session, at the Robertson County Juvenile Courtroom in Springfield, Tennessee, on the 26th

day of February 2024, at 7:00 PM.

County Mayor, William A. Vogle, called the meeting to order. County Clerk, Angie H. Groves,
was present to-wit.

A roll call was taken, and the following County Commissioners were present to-wit: Ayres,
Brinkley, B. Dorris, M. Dorris, Haley, Hart, Head-Hieber, Hogan, Jackson, Martin, Moore,
Morgan, Pierce, Roberts, Rummel, Stroud, Stubblefield, Suttle, White, Wilson, and Woodard.
Commissioners Couts, Delong and Summers were not present.

The invocation was given by Commissioner White, followed by the pledge to the flag.

MINUTES OF PREVIOUS MEETING

On motion by Commissioner Roberts, and seconded by Commissioner Rummel, the minutes of
the previous meeting were approved, treated same as read, made a matter of record, and filed. The
motion was approved by voice vote.

COMMUNICATIONS FROM THE COUNTY MAYOR

Mayor Vogle recognized Lauren Patterson with the UT Extension Office. She explained the many
programs that are available for the Agricultural Community in honor of UT Extension Month.
Chad Gregory updated everyone on the 911 Radio System and gave a tentative finish date of June.
Mayor Vogle reminded everyone of Early Voting that is being conducted right now.

PUBLIC COMMENTS

There were none at this time.
REPORTS

The following reports were received, filed, and approved by voice vote on motion made by
Commissioner Haley and seconded by Commissioner Head-Hieber: Highway Commission 7.1,
Trustee 7.2, Veterans Service 7.3, Animal Control 7.4, Planning & Zoning 7.5, Solid Waste 7.6,
Emergency Management Agency 7.7, Fire 7.8, Emergency Medical Services 7.9, and Finance
7.10. (Reports are on file in the Clerk’s office and included in the online minutes.)

ELECTIONS AND APPOINTMENTS
There were none at this time.
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REZONING RESOLUTIONS PUBLIC HEARING

Chief Deputy of Planning, Hunter Mantooth, presented the Rezoning Resolution Request. A public
hearing was held before the agenda of rezoning resolutions. All from Cedar Hill, Stephen Head,
3170 Burgess Gower Road, Jennifer Head, 3124 Will Head Road, and Brad Walker, 3615 Burgess
Gower Road voiced their concerns with the Haynes property. Representing the Brenda Haynes
Estate, Gina Baggett Zylstra, along with her siblings Christy Baggett and Jim D. Baggett all spoke
of their intentions for the property. Property owner, Jacob Fann, 3211 Will Head Road, explained
the intent of both tracts of land. There being no further comments, the public hearing was closed.

REZONING RESOLUTIONS

Commissioner Pierce asked for more guidance on the rezoning issues. Planning & Zoning
Director, Pam Groves and Planner, David Fauth, from Collier Engineering Co, Inc. addressed the
Commissioners about comments that were made.

REZONE IAN AND JARED LEFTRICK
RESOLUTION NO. 022624008, a resolution to rezone a tract of land from AG-2
(Agricultural/Residential) to R-40 (Low Density Residential) was presented. Commissioner
Roberts made a motion to approve and seconded by Commissioner Jackson. Motion was approved
by roll call vote. (Resolution and Roll Call included.)

REZONE BRENDA HAYNES ESTATE
RESOLUTION NO. 022624009, a resolution to rezone a tract of land from AG-2
(Agricultural/Residential) to RP-80 (Rural Preservation District) was presented. Commissioner
Stubblefield made a motion to approve and seconded by Commissioner Moore. Motion was
approved by roll call vote. (Resolution and Roll Call included.)

REZONE JACOB AND MORGAN (BAGGETT) FANN
RESOLUTION NO. 022624010, a resolution to rezone a tract of land from AG-2
(Agricultural/Residential) to RP-80 (Rural Preservation District) was presented. Commissioner B.
Dorris made a motion to approve and seconded by Commissioner Moore. Motion was approved
by roll call vote. (Resolution and Roll Call included.)

RESOLUTIONS

AMEND BUDGET YEAR ENDING JUNE 30, 2024
(HIGHWAY FUND)
RESOLUTION NO. 022624011, a resolution amending the budget of Robertson County,
Tennessee for the fiscal year ending June 30, 2024, was presented. Commissioner Stubblefield
made motion to approve and seconded by Commissioner Woodard. Motion was approved by roll
call vote. (Resolution and Roll Call included.)



AMEND BUDGET YEAR ENDING JUNE 30, 2024
(GENERAL FUND)
RESOLUTION NO. 022624012, a resolution amending the budget of Robertson County,
Tennessee for the fiscal year ending June 30, 2024, was presented. Commissioner Stubblefield
made motion to approve and seconded by Commissioner Morgan. Motion was approved by roll
call vote. (Resolution and Roll Call included.)

TO CHANGE ROBERTSON COUNTY
PURCHASING POLICIES AND PROCEDURES
RESOLUTION NO. 022624013, a resolution to change the Robertson County Purchasing
Policies and Procedures was presented. Commissioner Stubblefield made motion to approve and

seconded by Commissioner M. Dorris. Motion was approved by roll call vote. (Resolution and
Roll Call included.)

OLD BUSINESS

Commissioner M. Dorris requested that the rezoning matters from last month be brought back
before the Commission. Mayor Vogle informed everyone that there were Commissioners that
would take care of that in the March meeting.

NEW BUSINESS

Commissioner Roberts made a motion to make Director of Schools, Dr. Danny Weeks, a member
of the court. Commissioner Haley seconded the motion. Motion passed by voice vote. Dr. Weeks
informed every one of the Read Across America Week coming up. He encouraged everyone to
volunteer to read in a class in Robertson County Schools.

NOTARIES

The following were elected to the office of Notary Public on motion by Commissioner Hogan and
seconded by Commissioner B. Dorris: Christi Armstrong, Douglas J. Bankston, Brenda Bellar,
Jayme L. Berry, Reginna C. Blaser, John M. Boehm, G Cammock, Sarah Dorris, Tonya D. Farmer
Smith, Laurie Ford Hinkle, Bethany Gill, Anna K. Gordon, Tara Johnson, Gloria J. Majors,
Stephanie D. Mason, Alicia Mitchell, Laura Ann Moore, Edith M. Perry, Jan S. Pettis, Cleatsa
Pope, Bethany Sweeten, and Robert Vaughter. Motion approved by voice vote.

There being no further business, the meeting was adjourned at 8:07 p.m. by motion from
Commissioner M. Dorris and seconded by Commissioner Woodard. Motion approved by voice
vote.

Mayor William A. Vogle Angie H. Groves, County Clerk
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Billy Vogle
Mayor

Intake Summary Report
Period: from 1-Feb-2023

Total Intake

Outcome Summary Report
Adoption
Euthanasia
Transfer
Return to Owner
Died in Kennel
Public Euthanasia

Total Outcome
In Foster

Animal Inventory

Donations for this month
Donations Year to Date

Revenue for this month
Revenue Year to Date

Spay/Neuter Deposits for this month
Spay/Neuter Deposits Year to Date

Spay/Neuter Refunds for this month
Spay/Neuter Refunds Year to Date

Spay/Neuter Fund Balance

Calls Received
Calls Completed

7.2

Randy Peach
Director
12:00 AM to 1-Mar-2024 12:00 AM

57
19
6
22
1
0
0
48
0
51

$665.00

$2,292.00

$650.00

$5,606.00

$1,050.00

$9,990.00

$1,667.00

$11,450.97

$23,550.76
333
326

(INCLUDES call from Central Dispatch and All the calls received in the Office)
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Robertson County Veterans Service Office
Terry Wilson, Veterans Service Officer

45 |Springfield (Including Funeral Homes)

A B C D E F G H | J K L M N [¢) p Q
1 Activity Report 2023-2024
2
3 Total County Population (2022) *Estimated 74,759 (+ .88%) FY2021 74,107 (+.89%)
Veteran Population

4 (Annual VA GDX Report 2022) **Estimated 4,175 FY2021 4,159 FY2020 4,189

Annual VA Benefits Compensation & Pension

(VA GDX Annual Report 2022)
5 49,276,000.00 FY2021 $ 40,835,000.00 FY2020 $35,169,000.00
Estimated Veteran Poverty Rate / Estimated
Veteran Disability Rate o Vbe.tl?t’ag .
*x . isability Rate
Source: US Census 2021 wSource US
6 6.85% Census 2021 26.51%
Estimated Veterans by War 1st Gulf War - | 2nd Gulf War - Veteran Age
7 Source: US Census 2021 WWII - 15 Korea - 191 Vietnam - 1,139 1,078 905 Groups 18-34 / 288 35-54/1,118 55-64 /774 65-74 /941 75+ 675
| S
Am Legion TDVS ANNUAL Am Legion Am Legion
DSO Training - | Re-Accreditation Mid-Winter DSO Training -

9 Virtual Training Starts Conference Virtual
10 Office Activity July August September October November December January February March April May June
11 |Number of Veterans Files Maintained 2,478 2,508 2,518 2,520 2,535 2,556 2,578 2,586
12
13 |Claims in Pipeline -- Backlog 40 40 60 75 73 71 55 65 479
14

Office Visits (Walk-ins/Appts.) 585
15 |**Office Mainly Appt. Only 57 97 68 78 62 58 67 98
17 Communications
18 | VA Communications 20 8 5 6 6 8 5 4 62
19 |CVSO Communications 5 2 3 13 6 10 0 6 45
20 |Phone (includes received/returned) 187 197 195 173 130 110 151 179 1322
21 |Incoming Mail 7 10 4 6 4 5 3 2 41
22 |Emails 104 91 75 82 81 82 86 86 687
23 |Outgoing Mail 3 10 6 8 7 5 6 5 50
24 |Fax 1 9 8 6 10 6 2 7 49
25 |Other 17 29 18 26 21 26 31 28 196
26 |General Contact Log 33 29 15 21 28 25 20 24 195
27
28 |Burial Pre-Registration 0 0 0 0 1 1 3 0 5
29
30 |Request for DD-214 8 7 5 5 3 2 11 41
31
32 |Virtual Hearings (BVA / Local) 0 0 0 0 0 2 0 2
33
34 |Claims Electronically Submitted 27 33 32 14 37 31 20 26 220
35 |Claims Submitted via Fax 0
36 ]100% P & T & Chapter 35 0 0 5 0 2 0 0
37
38 Out Reach
39 |Veteran/Surviving Spouse Home Visits / Outreach 1 3 2 4 5 45 0 0 60
40| **Transportation--Requests (Includes Bus Passes) 3 0 0 2 1 1 0 0 7
41 |Veteran Assistance/Food, Fuel, Utilities, Housing 3 1 0 1 1 1 2 2 11
42 ***Financial Amounts at End of Report
43
44




Robertson County Veterans Service Office
Terry Wilson, Veterans Service Officer

A

Greenbrier (Including Funeral Homes)

White House (Including Funeral Homes)

All Veterans Tuesday, Greenbrier

American Legion Post 45 Greenbrier

American Legion Post 48 Springfield

American Legion Post 206 White House

VFW Post 2120 Robertson Co.

DAV Chapter 21 Robertson Co.

VA TN Valley Health Care System

Nashville Vet Center

Other Veteran Organizations / Community Groups
Total Count for all Organizations / Facilities Listed
Above

Nursing Home Visits

Morningside, Springfield

The Waters of Springfield, Springfield

Springfield Heights, Springfield

NHC, Springfield

Oak Pointe Assisted Living Home, Cedar Hill

Ridgetop Haven Inc, Greenbrier

White House Healthcare, White House

Other Nuring Homes/Assisted Living

WDBL 1590 Lavern Show

Newspaper/Browser/Connection

Senior Center, Springfield

Dept. of Labor Career Center, Springfield

War Records Nashville

DAV (NSO) Nashville Office
Total Count for all Sources Listed Below

Monthly/Annual Required Training
Training / Webinars

10

38

[=llellellelelelle]le]

=
[}

16

Conferences

Claim Prep (Not
including research/development)
Forms/Docs Uploaded

288

490

278

233

292

217

261

134

2193

Total Monthly Activity

769

1,034

728

698

704

648

665

616

5862

Financial Assistance

732.75

769

902

843

800

787

764

749

733

$750.49

$1,000.00

**Food Boxes / Misc / $25 Kroger Card Assistance

$125.00

$25.00

$0.00

$480.00

$130.00

$1,800.00

$0.00

$241.30

Additional Info

Accreditations

TDVS

Am. Legion

Marine Corps
League

DAV

Matthew "Scott" Erwin, Senior VSO

Current

Abigale Ware -- Asst. VSO

Current

Gwen Harder -- Administrative

Current

XX | X

XX | X

XXX

Terry Wilson, VSO Director

Current

X Post S.O.

Chapter S.O.




Robertson County Veterans Service Office
Terry Wilson, Veterans Service Officer

A

103

Am. Legion Dept Service Officer State of
Tennessee / National VAR/E Committee *for Tenn.

104
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ROBERTSON COUNTY
EMERGENCY MANAGEMENT AGENCY

1305 HILL STREET
SPRINGFIELD, TENNESSEE 371172
615-384-2186

BILLY VOGLE CHANCE HOLMES BLAKE PIERCE
COUNTY MAYOR DIRECTOR DEPUTY DIRECTOR

MONTHLY REPORT

ITIXTITTEETIEERI SIS SIS IS SRS S 2R 2 2 22 2 2 2 2 % 2 2 22 2

INCIDENTS—em-mm-- FEB20 ™ -——--MARCH 12™ 2024
khkdkdkhhhhhhhhhhhhhhhkhhhhhhhhhhhhhhhkkhhkhhhhkkhk
MVA 07
COMMERCIAL VEHICLE CRASH—-——04
STRUCTURE FIRE 02

ILLEGAL BURN 00

SEVERE WEATHER EVENT 00

HAZMAT 01

OUT OF COUNTY CALL OUT—rrmmeemeeeee 02

TRASH FIRE 01

khkhkhhhhkhhhhhkhhhkhkhkhhhhhhhhhhhhhhhkkhhhhhhhhkhkkhhkhkhhhkhhk

TRAINING AND ACITVITY:
911 MEETING

SPECIAL OPS TEAM MEETING
STONE RIDGE FIRE DRILL
SUMNER COUNTY SEARCH
SBA MEETING

X2 2 X222 X323 22T 22222 22X 2222222 22222 22 2 2 2 2 2 22 2]



ROBERTSON COUNTY
SOLID WASTE DEPARTMENT
MONTHLY REPORT

February 2024

Tipping Fees & Sales Revenue:

Transfer Station Income

Accts.Rec. Billed this month
Credit Card Fees
Payout for Disposal Waste & Tires

Solid Waste Received (tons)

Solid Waste Shipped (tons)

Reeycling Center Income:

Recyclables Shipped (tons)
Aluminum/Copper
Cardboard

Mixed Steel

Newsprint

Electronics

Waste Qil (gallons)
Recyclables Collected
Refrigeration units

Month
$275,433.02

$285,675.02
$2,120.00
$268,812.38

6,085.38
6,588.08

Month
$4,480.26

0.00
0.00
17.57
0.00
0.00
73

45

7.7

Year to Date Feb.Last Yr.
$2,531,842.01 $248,998.56
$2,720,197.38 $303,500.66

$16,649.59 $2,915.52
$2,234,987.68 $224,135.34

51,781.48 5,238.04
52,868.08 5,340.65
Year to Date Feb. Last Yr.
$25,088.65 $1,090.00
0.00 0.00
10.58 0.00
240.10 6.65
0.00 0.00
0.00 0.00
2506 137
296 23



1305 HILL STREET -SPRINGFIELD, TN 37172 - 615-384-2186 F615-384-1293

March 11, 2024
To: Mayor Vogle and Robertson County Commissioners
From: Brent Dyer, Director — Robertson County (TN) EMS

Re: EMS Monthly Report for March 2024

Mayor Vogle and Commissioners,

This month has already started off with the anticipated increase volume for EMS calls.
With the nicer weather comes a bit of an increase of certain emergencies. [ am proud to say that
things do seem to be going well within the EMS department. I honestly haven’t had any
complaints or concerns from our personnel. Everyone is doing their jobs well and with
eagerness, something many EMS departments continue to struggle with. We are very blessed
with this and I attribute much of this to our elected officials and their support of our mission.

We are soon to see some much-needed enhancements to our ambulance fleet. I was
advised last week that we should have 2 brand new ambulances (from the 22-23 FY) coming in
May. We should then have another one (from this budget) coming in July. With this, we have
also ordered the necessary equipment to go into these ambulances such as stretchers and
stretcher loading systems. In doing this, I would like to recognize the excellent and diligent work
of Mrs. Dee Dee Hooper, Purchasing Officer with the Robertson County Finance Department.
Mrs. Hooper is the newest person on Mrs. Jody Stewarts team there in Finance. Mrs. Hooper was
reviewing a PO request I had submitted through a quote from the company who we buy
stretchers from, when she noticed a price difference between the quote and a state-wide
purchasing contract with an entity called Savikk. We have since learned that the prices shown on
Savikk were 2022 prices and didn’t reflect the increases over the last two years. Nonetheless, the
language within the pricing contract read that the price was good through June of 2024. We were
able to save over $9,000 on this order because of Mrs. Hooper’s diligence.

There are some key needs for equipment, possible considerations for an additional EMS
unit to enhance our response capabilities, and some building ideas to discuss as far as our 24-25
FY budget preparations begin. Please do know we are working to prioritize any requests to be as
conservative as possible and find the most cost-effective options to soon present to our
respective committees. As always, I do have a considerable amount of data I can share with any
of you who would like to have it. Hopefully, we can re-schedule our EMS workshop we had
planned that was cancelled due to the winter storm. We are working to renew our contract with

Page 1 of 2
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1305 HILL STREET -SPRINGFIELD, TN 37172 - 615-384-2186 F615-384-1293

our EMS billing company and so far have some positive news. Through our negotiations thus
far, it appears we can reduce the percentage of net collections by over 1%. This may not sound
like much, but with our net revenues/collections from EMS billing being around $2.5M, every
little bit of decrease is that much more money we can save or apply to enhancing our services.
Again, there are a lot of details and layers to this, but I feel we have good control and a good
understanding of it. I certainly welcome any of you and our citizens who ever have any questions
to visit with us and learn more about it. Please feel welcome at our EMS Committee meetings,
our next one will be March 25™ at SPM, located at the EMS office at 1305 Hill St., in
Springfield. I’d like to ensure that you all feel welcome to come by your local stations and visit
your EMS personnel. These are the employees who are entrusted to hold the lives of our families
and friends in their hands. The employees at EMS are great people who appreciate you all and
would love to get to know you.

Lastly, I want to compliment our team at Northcrest Medical Center. Myself and
Lieutenant Kerrie Beauchemin attended a recent national level accreditation process for cardiac
emergencies (chest pain, heart attack, etc) at our local hospital. They have been doing some
excellent work there. Our hospital has some of the best times as far as speed of definitive care for
patients who are suffering from heart attacks due to blockages in coronary (heart) arteries. The
relationship between Robertson County EMS and our hospitals is excellent. This overall
partnership in caring for our people makes the patient’s experience much better in the long run. I
encourage everyone to spread the good news about the work being done at Northcrest. As
always, thank you for your leadership and support. Please reach out if we can answer any
questions or do anything for any of you.

Best Regards,

Brent Dyer, Director
Robertson County EMS
bdyer@robertsonems.org
615-440-6657 mobile/text
615-384-2186 office

Page 2 of 2
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RESOLUTION NO. 031824016

A RESOLUTION TO APPROVE ROBERTSON COUNTY EMPLOYEE MANUAL

WHEREAS Robertson County, Tennessee has an employee manual that sets forth

certain rules and regulations for employees of the County; and

WHEREAS, from time to time the Employee Manual is updated with input from
County Department Heads and suggestion from a specialized employment attorney engaged by
the County; and

WHEREAS, certain amendments to the Employee Manual have been suggested and

the Personnel Committee of the County has reviewed the revised Manual and recommends its

adoption by the full County Commission;

NOW, THEREFORE BE IT RESOLVED by the Board of County Commissioners of
Robertson County, Tennessee assembled in regular session on this 18% day of March, 2024, that

the current revised Employee Manual as attached hereto, is hereby adopted.

BE IT FURTHER RESOLVED that this Resolution shall take effect April 1, 2024,

upon passage, the public welfare requiring it.

Passed this the 18™ day of March, 2024.

County Commissioner William A. Vogle, County Mayor

ATTEST:

Angie Groves, County Clerk



ROBERTSON COUNTY, TENNESSEE
EMPLOYEE MANUAL

EFFECTIVE DATE OF APRIL 1, 2024

APPROVED BY THE COUNTY COMMISSION
APRIL 1, 2024
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Welcome Statement

Congratulations on your employment with Robertson County! Robertson County strives to provide an
employee-friendly environment in which individuals can thrive as they meet the challenging demands of
working for the County. The County values the talents and abilities of its employees and seeks to foster
an open, cooperative environment.

Robertson County has established this manual to outline policies, procedures, benefits, and working
conditions. Each employee is responsible for becoming familiar with this manual.

Robertson County is an equal opportunity employer. The County affords equal opportunity to all
qualified persons without regard to race, color, national origin, creed, religion, age (40 or over), sex
(including pregnancy and gender identity), veteran status, disability, genetic information, or any other
legally protected status in accordance with all applicable federal, state, and local laws. This policy is
applicable to all terms and conditions of employment.

Nothing in this Manual creates a contract of employment with Robertson County. Employment at
Robertson County is on an “at will” basis. Both the employee and Robertson County have the right to
terminate the employment relationship at any time, with or without cause, and with or without notice.
Nothing contained in this Employee Manual, or any other documents or materials provided to the
employee in conjunction with their employment, shall alter or be construed to alter their “at will” status
or the County’s right to change the terms and conditions of employment. Statements of specific
grounds for disciplinary action and/or termination are not all inclusive and are not intended to alter any
employee’s “at will” status.

The policies outlined in this Manual are guidelines only. The County reserves the right to unilaterally
revise, rescind, or modify the policies, procedures, benefits, and working conditions described in this
manual at any time, for any reason, and without prior notice. The County will notify employees when a
change in policy or procedure has been made.

Unless otherwise stated, the provisions of this Manual apply to all employees of Robertson County
except those employed by the Board of Education and any elected official. No provision in this
Employee Manual can be waived without written permission from the Robertson County Commission.
Such a waiver, if granted, applies only to the employee for whom the waiver was granted at the time of
the waiver.

This Employee Manual supersedes any previous manuals and any resolutions of the County Commission
in contradiction thereof.

Please review the policies, procedures, working conditions and benefits described in this manual. You
will be asked to acknowledge in writing that you have received, reviewed, and understand them. If you
have any questions, please discuss them with your immediate Supervisor or Department Head.
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Employment At Will Statement

No policy, benefit, or procedure contained in this Manual creates an employment contract for any
period of time or a contractual obligation of any kind. All employees will be considered employees “at
will.” Either Robertson County or you as the employee can terminate the employment relationship at
any time, with or without cause, and with or without notice. The employment “at will” relationship is in
effect regardless of any other written statements or policies contained in this manual, in any other
Robertson County documents, or in any verbal statements to the contrary.
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SECTION 1.0 - DEFINITIONS

1.1 - FULL-TIME REGULAR EMPLOYEE

An employee who is scheduled to work at least thirty (30) hours per week is considered a full-time
regular employee. Unless otherwise specified, the benefits and policies described in this Manual apply
to all full-time employees.

1.2 - PART-TIME EMPLOYEE

An employee who is scheduled to work fewer than thirty (30) hours per week is considered a part-time
employee. Employees who are scheduled to work at least thirty (30) hours per week whose
employment is expected to last less than one year are also classified as part-time. Unless otherwise
specified, part-time employees are not eligible for benefits described in this Manual, except to the
extent required by law. All other policies described in this Manual apply to all part-time employees.

1.3 - EXEMPT VERSUS NONEXEMPT EMPLOYEE

Employees are classified as are either “exempt” or “nonexempt” from the overtime requirements of the
Fair Labor Standards Act (FLSA). “Nonexempt” employees are entitled to overtime compensation;
“exempt” employees are not. All employee positions included on the Robertson County pay plan are
classified as “nonexempt.” All employee positions not included on the Robertson County pay plan are
classified as “exempt.” “Nonexempt” employees must receive overtime compensation for all hours
worked over 40 in a workweek in accordance with the FLSA. Overtime work by “nonexempt” employees
must be authorized in advance by the appropriate Department Head.

All nonexempt employees who are entitled to overtime shall be compensated either by pay or
compensatory time at the rate of one and one-half (1 1/2) times their regular hourly wage for any time
over forty (40) hours per week. The overtime requirements also apply if an employee works for more
than one department during a pay period. Public safety personnel may have different work periods and
overtime thresholds from the forty (40) hours. Vacation leave or any other form of paid leave does not
count as hours worked for the purpose of computing overtime pay or compensatory time.

1.4 - DEPARTMENT HEADS

Your Department Head is responsible for the operation of your department. He or she has the authority
to hire, dismiss, discipline, assign work, authorize promotions, demotions, transfers, and evaluate
employees.
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SECTION 2.0 - CONDITIONS OF EMPLOYMENT

2.1 - EQUAL EMPLOYMENT OPPORTUNITY

Robertson County is an equal opportunity employer and complies with all applicable federal, state, and
local fair employment practices laws. The County strictly prohibits and does not tolerate discrimination
against employees, applicants, or any other covered persons because of race, color, creed, national
origin or ancestry, religion, age (40 or over), sex (including gender, pregnancy, sexual orientation, and
gender identity), veteran status, physical or mental disability, genetic information, or any other legally
protected status in accordance with all applicable federal, state, and local laws. All County employees
and representatives are prohibited from engaging in unlawful discrimination.

This policy applies to all terms and conditions of employment, including, but not limited to hiring,
training, promotion, discipline, compensation, benefits, and termination of employment.

The County complies with the Americans with Disabilities Act (ADA), as amended by the ADA
Amendments Act, and all applicable state and local laws. Consistent with those requirements, the
County will reasonably accommodate qualified individuals with a disability if such accommodation
would allow the individual to perform the essential functions of the job, unless doing so would create an
undue hardship. If you believe you need an accommodation, please contact your Department Head.

The County will also, where appropriate, provide reasonable accommodations for an employee's
religious beliefs or practices.

The County complies with the Pregnant Workers Fairness Act (PWFA). The County will provide
reasonable accommodations to qualified job applicants and employees to accommodate the individual's
known limitations related to pregnancy, childbirth, or related medical conditions, unless doing so would
create an undue hardship. The County will not require a qualified employee to take paid or unpaid
leave if another reasonable accommodation can be provided. If you believe you need a pregnancy-
related accommodation, please contact your Department Head.

Filling a Vacant Position

When a position becomes vacant, Department Heads may post an Open Position Notice on the County
Bulletin Boards at the Sanitation Department, Ambulance Service Department, Highway Department,
Robertson County Office Building, and the County Courthouse. Each vacancy may be posted for a
minimum of five (5) business days. Advertisements may be published in the weekly Robertson County
Times or other media, such as the Robertson County website, local radio station, indeed.com, or the
Bargain Browser.

Department Heads shall have each applicant complete a standardized application form. The
standardized application form shall be approved by the Personnel Committee and supplied to each
Department Head.

In the event an applicant is not selected, the application shall be kept on file for a minimum of two (2)
years.

An employee desiring to work for another County department may apply in accordance with the rules
governing new employees. An employee will not lose any existing benefits if hired by another
department.
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An employee who is a qualified individual with a disability may request reassignment to a vacant
position in another Department as a form of reasonable accommodation in accordance with the
County’s Disability Accommodations Policy.

2.2 - ANTI-HARASSMENT POLICY

Robertson County is committed to providing a work environment that is free of discrimination and
harassment. Robertson County has established a “zero tolerance” policy regarding any form of
discrimination or harassment. Each employee is responsible for fostering mutual respect, becoming
familiar with this policy, and refraining from conduct that violates this policy.

Application

This policy includes, but is not limited to, Department Heads, Supervisors, full-time employees, part-
time employees and non-employees, including, but not limited to contractors and vendors. It applies
during all work hours, while “on call,” while on Robertson County property, and at County sponsored
events. It applies to all phases of employment.

DEFINITIONS

Discriminatory Harassment is unwelcome conduct toward an individual that denigrates or shows
hostility towards an individual because of his or her race, color, sex (including gender, pregnancy, sexual
orientation, and gender identity), national origin or ancestry, creed, religion, age (40 or over), physical or
mental disability, genetic information, veteran status, or any other protected class recognized by
applicable state or local law. It can take many forms. It may be, but is not limited to, the following:

e Offending or humiliating someone physically or verbally.
e Threatening or intimidating someone.

e Oral or written communications (including e-mail and voice mail messages) making unwelcome
jokes, gestures or comments about someone’s race, color, national origin or ancestry, creed,
religion, age (40 or over), sex (including pregnancy, gender, gender identity, and sexual orientation),
veteran status, physical or mental disability, genetic information, or because of his or her opposition
to discrimination or his or her participation in the discrimination complaint process.

This list is illustrative only and not exhaustive. No form of discriminatory harassment will be tolerated.

Sexual Harassment is defined to include unwelcome sexual or gender-based conduct that unreasonably
interferes with an individual’s job performance or creates an intimidating, hostile or offensive working
environment. Common examples include:

e Verbal or written conduct such as derogatory comments, slurs, epithets, notes, messages,
invitations, e-mail or jokes.

¢ Visual conduct such as leering, gesturing, sexually suggestive pictures, posters, or calendars; internet
or e-mail materials that contain sexually explicit or suggestive pictures, cartoons or pornography.

¢ Physical conduct such as unwelcome touching, hugging or blocking someone’s path in an
inappropriate or sexual way.

e Unwanted romantic conduct such as sexual advances, invitations or attention.
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e Online (for example, derogatory statements or sexually suggestive postings in any social media
platform including Facebook, X (formerly Twitter), Instagram, Snapchat, etc.)

This list is illustrative only and not exhaustive. No form of sexual harassment will be tolerated.

County’s Responsibilities under this Policy

If the County receives an allegation of harassment or has reason to believe harassment is occurring, it
will take the necessary steps to ensure that the matter is promptly investigated and addressed. If the
allegation is determined to be credible, the County will take prompt corrective action to end the
unwelcome behavior. The County is committed to taking action if it learns of possible harassment, even
if the individual does not wish to file a formal complaint.

Employee’s Rights and Responsibilities under this Policy

Any employee who believes he or she has been the target of harassment is encouraged to inform the
offending person orally or in writing that such conduct is unwelcome and offensive and must stop.

If the employee does not wish to communicate directly with the offending person, or if such
communication has been ineffective, the employee has multiple avenues of reporting allegations of
harassment and/or pursuing resolution.

Employees are encouraged to report the unwelcome conduct verbally or in writing as soon as possible
to the employee’s direct Supervisor or Department Head, ideally within ten (10) days of the offending
conduct. It is usually most effective, although it is not required, that the Supervisor be within the
employee’s supervisory chain. Although not mandatory, employees are encouraged to put their
complaint in writing. A Discrimination/Harassment/Retaliation Complaint Form is attached as an
appendix to this Handbook if you wish to use it. The complaint should be as detailed as possible,
including the names of all individuals involved and any witnesses. The County will directly and
thoroughly investigate all the facts and circumstances of all claims of perceived harassment and will take
prompt corrective action, if appropriate.

If an employee’s immediate Supervisor or Department Head is alleged to have harassed the employee,
the incident should be reported verbally or in writing to the Finance Director, who can be reached at
(615) 384-0202.

These same reporting provisions apply if you feel like you have been discriminated or retaliated against
because of race, color, creed, national origin or ancestry, religion, age (40 or over), veteran status,
physical or mental disability, genetic information, or any other legally protected status in accordance
with all applicable federal, state and local laws.

The Finance Director is the main contact point for questions or concerns about harassment or this
policy. The Supervisors and other Department Heads who observe, or are informed of, or reasonably
suspect incidents of possible harassment must immediately report such incidents to the Finance
Director, who will either initiate or oversee a prompt, thorough, and impartial investigation. Failure to
report such incidents to the Finance Department will be considered a violation of this policy and may
result in disciplinary action. The Finance Director will provide guidance as needed on investigating and
handling the potential harassment. Supervisors and Department Heads should take effective measures
to preclude further harassment or retaliation pending completion of an investigation.
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The County will seek to protect the identities of the alleged victim and harasser, except as reasonably
necessary (for example, to complete an investigation successfully). The County will also take the
necessary steps to protect from retaliation those employees who in good faith report incidents of
potential harassment. It is a violation of both federal law and this policy to retaliate against someone
who has reported possible harassment, pursued a harassment claim, or cooperated in an investigation
of a claim.

Employees who have been found by the County to subject another employee to unwelcome conduct
that interferes with an individual’s ability to perform job duties or which results in or creates a hostile
working environment, whether such behavior meets the legal definition of harassment or not, will be
subject to discipline or other appropriate corrective counseling. Discipline will be appropriate to the
circumstances, ranging from a letter of reprimand through suspensions without pay of varying lengths to
termination for cause.

2.3 — DISABILITY ACCOMODATIONS POLICY

Robertson County is committed to providing equal employment to qualified individuals with disabilities.
Robertson County complies with the Americans with Disabilities Act (ADA), as amended by the ADA
Amendments Act (ADAAA) and all applicable state fair employment practice laws. It is the policy of
Robertson County to reasonably accommodate qualified individuals with disabilities unless the
accommodation would impose an undue hardship or pose a direct threat to the safety of others. In
accordance with the ADAAA, reasonable accommodations will be provided to qualified individuals with
disabilities when such reasonable accommodations are directly related to performing the essential
functions of a job, competing for a job, or to enjoy equal benefits and privileges of employment. This
policy applies to all applicants and employees.

Requesting a Reasonable Accommodation

If you believe you need an accommodation because of your disability, you are responsible for requesting
a reasonable accommodation from your Department Head. You may make the request orally or in
writing. The County encourages employees to make their request in writing and to include relevant
information, such as:

e Adescription of the accommodation you are requesting.
e  The reason you need an accommodation.
e  How the accommodation will help you perform the essential functions of your job.

After receiving your oral or written request, the County will engage in an interactive dialogue with you
to determine the precise limitations of your disability and explore potential reasonable accommodations
that could overcome those limitations. The County encourages you to suggest specific reasonable
accommodations that you believe would allow you to perform your job. However, the County is not
required to make the specific accommodation requested by you and may provide an alternative,
effective accommodation, to the extent any reasonable accommodation can be made without imposing
an undue hardship on the County.

Medical Information

If your disability or need for accommodation is not obvious, the County may ask you to provide
supporting documents showing that you have a disability within the meaning of the ADA and applicable
state or local laws, and that your disability necessitates a reasonable accommodation. If the information
provided in response to this request is insufficient, the County may require that you see a health care
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professional of the County's choosing, at the County's expense. In those cases, if you fail to provide the
requested information or see the designated health care professional, your request for a reasonable
accommodation may be denied.

The County will keep confidential any medical information that it obtains in connection with your
request for a reasonable accommodation.

Determinations

The County makes determinations about reasonable accommodations on a case-by-case basis
considering various factors and based on an individualized assessment in each situation.

The County strives to make determinations on reasonable accommodation requests expeditiously, and
will inform the individual once a determination has been made. If you have any questions about a
reasonable accommodation request you made, please contact your direct Supervisor or Department
Head.

No Retaliation

Individuals will not be retaliated against for requesting an accommodation in good faith. The County
expressly prohibits any form of discipline, reprisal, intimidation, or retaliation against any individual for
requesting an accommodation in good faith.

The County is committed to enforcing this policy and prohibiting retaliation against employees and
applicants who request an accommodation in good faith. However, the effectiveness of our efforts
depends largely on individuals telling us about inappropriate workplace conduct. If employees or
applicants feel that they or someone else may have been subjected to conduct that violates this policy,
they should report it immediately to his or her direct Supervisor or Department Head. If employees do
not report retaliatory conduct, the County may not become aware of a possible violation of this policy
and may not be able to take appropriate corrective action.

Administration of this Policy

The Chief of Staff at the County Mayor’s Office serves as the County’s ADA Coordinator and is
responsible for the administration of this policy. If you have any questions regarding this policy and/or
guestions about disability accommodations that are not addressed in this policy, please contact the ADA
Coordinator at (615) 384-2476.

2.4 — RELIGIOUS ACCOMMODATIONS POLICY

Requesting a Religious Accommodation

If you believe you need an accommodation because of your religious beliefs or practices or lack thereof,
you should request an accommodation from your Department Head. You may make the request orally
or in writing. The County encourages employees to make their request in writing and to include relevant
information, such as:

e Adescription of the accommodation you are requesting.
e The reason you need an accommodation.
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e How the accommodation will help resolve the conflict between your religious beliefs or
practices or lack thereof and one or more of your work requirements.

After receiving your oral or written request, the County will engage in a dialogue with you to explore
potential accommodations that could resolve the conflict between your religious beliefs and practices
and one or more of your work requirements. The County encourages you to suggest specific reasonable
accommodations that you believe would resolve any such conflict. However, the County is not required
to make the specific accommodation requested by you and may provide an alternative, effective
accommodation, to the extent any accommodation can be made without imposing an undue hardship
on the County.

Supporting Information

The County may ask you to provide additional information about your religious practices or beliefs and
the accommodation requested. If you fail to provide the requested information, your request for an
accommodation may be denied.

Determinations

The County makes determinations about religious accommodations on a case-by-case basis considering
various factors and based on an individualized assessment in each situation.

The County strives to make determinations on religious accommodation requests expeditiously, and will
inform the individual once a determination has been made. If you have any questions about an
accommodation request you made, please contact the Finance Director.

2.5 — GRIEVANCE PROCEDURE POLICY
Robertson County provides an employee grievance procedure for all full-time and part-time employees.

Employees who, in good faith, file a grievance or appeal will not be disciplined or otherwise retaliated
against for exercising their rights under the provisions of this policy.

Grievances and Appeals
A covered employee may file a grievance or an appeal concerning only the following employment
actions:

e Terminations;

e Suspensions;

e Involuntary reassignments;

e Demotions;

e Punitive reclassifications, but only when the County determines that there is a material issue of
fact that the action was solely done to penalize the covered employee. Reclassifications,
reassignments, and transfers within the same pay range are not considered to be grievable.

e Promotions in instances where the County determines that there is a material issue of fact as to
whether or not the County has considered a qualified covered employee for a position for which
the employee formally applied or would have applied if the employee had known of the
promotional opportunity. When the County promotes an employee one organizational level
above the promoted employee's former level, however, that action is not a grievance for any
other qualified covered employee. Failure to be selected for a promotion is not considered an
adverse employment action that can be considered grievable;

e Pay decrease based on performance as the result of a performance evaluation;
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e Reduction in force, but only if the County determines that there is a material issue of fact that
the County inconsistently or improperly applied its reduction in force policy; and

e A condition in the workplace that adversely affects the employee and could reasonably be
considered to violate accepted County policies or procedures.

The following actions do not constitute a basis for a grievance or an appeal:

e An employee who voluntarily resigns or voluntarily accepts a demotion, reclassification,
transfer, reassignment, or salary decrease shall waive any and all rights to file a grievance or an
appeal concerning such actions and the covered employee can rescind such voluntary actions
only if the County head or the County head's designee agrees;

e An employee who is promoted, reclassified to a higher salary range, or moved to an unclassified
position with a higher rate of pay and subsequently demoted prior to completing the trial period
in the class with the higher salary range or higher rate of pay shall not have the right to file a
grievance or an appeal concerning the demotion, unless such demotion is to a class with a lower
salary range or lower rate of pay than the position in which the employee was serving prior to
promotion, reclassification, or movement to an unclassified position with a higher rate of pay;

e An employee who is promoted or moved to an unclassified position with a higher rate of pay
and subsequently receives a reduction in pay prior to completing the trial period in the position
with the higher salary range or higher rate of pay shall not have the right to file a grievance or
an appeal concerning the reduction in pay, unless the action results in a lower rate of pay than
that which the employee was receiving prior to the promotion or movement to an unclassified
position with a higher rate of pay;

e An employee who receives an additional job duties or responsibilities salary increase, and
subsequently has the additional job duties or responsibilities which justified the salary increase
taken away prior to completing six months of service with the additional job duties or
responsibilities, shall not have the right to file a grievance or an appeal concerning a salary
reduction equivalent to the amount of the additional job duties or responsibilities increase.

Prior to Filing a Formal Grievance

Prior to filing a formal grievance, an employee may first attempt to resolve the matter with their direct
supervisor, who may be an elected or appointed individual. This matter may be presented verbally or in
writing.

Procedure

Step One - An employee who wishes to file a grievance must initiate the grievance with the Mayor’s
Designee. The grievance must be in writing and must be received or, if mailed, postmarked within 14
calendar days of the effective date of the action or 14 calendar days from when the employee is notified
of the action, whichever is later. The employee should include a written summary of the facts of the
grievance and the relief sought. The County may waive the requirement for the grievance to be in
writing when appropriate as a reasonable accommodation.

The County Mayor’s Designee will review the grievance with the Department Head to determine
whether the matter involves a grievance under this policy, conducting appropriate investigations and
fact findings as deemed necessary to make this determination. If it is determined that the matter is not
grievable, the employee will be advised in writing by the Department Head with assistance from the
Human Resources (HR) Consultant, normally within five (5) calendar days of receipt of the grievance.
Such determination shall be a final decision within the County.
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Any initial determination by the County Mayor’s Designee that the matter may be grieved shall only
entitle the employee to have the matter considered in accordance with this policy and in no way be
construed to be an adjudication of the merits of the grievance.

If it is determined that the matter is grievable, the Department Head with the assistance the HR
Consultant will promptly schedule a conference to occur between the employee's supervisor, next level
supervisor and the employee as appropriate, normally within five (5) calendar days of receipt of the
grievance. Next level supervisors may conduct appropriate investigations and fact findings to determine
whether to accept, reject, or modify the action taken against the employee. The employee will be
advised of this decision in writing within five (5) calendar days of the conference or will be notified of
the need for additional time to investigate.

Step Two - To continue the grievance after a determination has been made in Step One, the employee
must notify the County Mayor’s Designee in writing. The request to continue the grievance must be
received, or, if mailed, postmarked, within five (5) calendar days after receiving the Step One decision.
The Department Head with the assistance of the HR Consultant and possibly the County’s Labor
Attorney will schedule and conduct a conference with the employee, normally within ten (10) calendar
days. The employee will be provided an opportunity at this time to present their position regarding the
grievance. The Department Head with the assistance of the HR Consultant may conduct appropriate
investigations and fact findings to determine whether to accept, reject, or modify the action taken
against the employee and will advise the covered employee of the decision in writing within ten (10)
calendar days of the conference. This decision will be final within the County.

General Information

Failure by the employee to comply with the internal time periods in the County grievance procedure
constitutes a failure to exhaust administrative remedies and waives the covered employee’s right to
further continue the grievance.

An employee has the right during the grievance and appeal process to a representative, which may
include legal counsel. If the employee chooses to exercise the right of legal counsel, it is at the
employee’s expense, and the County is not responsible for delays in the grievance process due to the
employee’s desire to include their legal counsel.

SECTION 3.0 - BENEFITS OF EMPLOYMENT

3.1 - VACATION LEAVE

Paid vacation is provided by the County to allow full-time employees a period of free time away from
the work environment.

New Employees

New full-time employees will begin to accrue vacation leave on the last business day of the first full
calendar business month (first business day through last business day) of employment and will continue
to accrue vacation leave on the last business day of each calendar month of employment thereafter. For
example, if you start to work on Monday, May 2nd, you would accrue your first vacation day the last
business day in May. If you start to work on Tuesday, May 3rd, you would not accrue your first vacation
day until the last business day in June. Terminating employees will accrue vacation leave through their
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last full calendar month of employment only if they worked through the last business day (Monday
through Friday) of the calendar month.

You may not receive advance vacation pay. No cash payment will be made for unused vacation leave
except in the case of employment termination. The maximum vacation accumulation balance at any
time is limited to two hundred forty (240) hours. The County will pay a separated employee for their
unused vacation leave up to a maximum of two hundred forty (240) hours.

Vacation Leave

Vacation leave is accrued each month, and the rate is based on length of employment from your
“official” anniversary date as follows:

Vacation leave accrues the last business day (Monday through Friday) of each calendar month. One (1)
day's vacation leave accumulation in hours shall equal your total regular weekly work hours divided by
five (5) with the maximum being eight (8) hours. The maximum vacation accumulation balance at any
time is limited to two hundred forty (240) hours. Vacation leave may be used when accrued. Accrued
vacation leave in excess of two hundred forty hours (240) hours must be transferred to your accrued
sick leave balance.

Years of Employment 37.5 Hour Weekly 40 Hour Weekly Total Monthly Accrual
Schedule Schedule in Days for All
Monthly Accrual in Monthly Accrual in
Hours Hours
Less than three years 7.500 8.000 1.000
Three years but less than six 9.375 10.000 1.250
Six years but less than nine 11.250 12.000 1.500
Nine years or more 13.125 14.000 1.750

Ambulance Service Employees

EMS employees working 24/48-hour schedules receive “mandatory overtime,” which is part of their
built-in pay. In the event an employee uses vacation or sick time, it will be applied to their time worked
and may apply to their premium overtime of 1.5 times the employee's regular rate of pay, so it does not
affect the employee’s pay. Being compensated at a premium overtime rate for hours not worked is a
benefit provided by the County.
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3.2 - SICK LEAVE

The County recognizes the employees occasionally have to miss work for medical reasons. To qualify for
paid sick leave, you must be a full-time employee. Sick leave can be used for the following reasons:

Sick Leave may be used if your physical condition or illness does not allow performance of your
regular duties.

Sick leave may be used for the purpose of attending appointments with doctors, dentists or other
healthcare providers. Sick leave may also be used to tend to a health condition or an appointment
for your spouse, child (including step-children), and parent (including in-laws).

Guidelines

You may use your sick leave in units of no less than one quarter (0.25) hour at any one time. All
sick leave used must be reported to the nearest quarter hour.

If a paid holiday falls during a sick leave period, you will receive holiday pay, not sick leave pay, and
your accumulated sick leave will not be reduced for that day off.

With the exception of unusual circumstances, if you are absent from work due to injury or illness,
you must notify your Supervisor by phone or email by no later than 9:00 a.m. to report to your
absence. Robertson County may require you to provide documentation from a healthcare provider
for you or your immediate family member if sick leave has been requested for three (3) consecutive
days.

Sick Leave Accrual

1.

Sick leave accrues the last business day (Monday through Friday) of each calendar month. One (1)
day's sick leave accumulation in hours shall equal your total regular weekly work hours divided by
five (5) with the maximum being eight (8) hours. There is no maximum sick leave accumulation.
Sick leave may be used only when accrued.

New full-time employees will begin to accrue sick leave on the last business day of the first full
calendar business month (first business day through last business day) of employment and will
continue to accrue sick leave on the last business day of each calendar month of employment
thereafter. For example, if you start to work on Monday, May 2nd, you would accrue your first sick
day the last business day in May. If you start to work on Tuesday, May 3rd, you would not accrue
your first sick day until the last business day in June.

Sick leave may not be used prior to accrual. If sick leave is exhausted, you may use vacation leave
in its place. You may not receive advance sick pay. No cash payment will be made for unused sick
leave except in the case of employment termination. The County will pay a separated employee
who was hired on or before March 31, 2024 twenty-five (25) percent of their unused sick leave, but
this amount shall not exceed two hundred forty hours (240) hours. The remaining unpaid sick
leave balance may be used as credit to increase service years in the retirement system upon
retirement. Employees who were hired on or after April 1, 2024 are not eligible to be paid their
accrued but unused sick leave on termination of employment for any reason. However, the
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unused sick leave balance for employees hired after April 1, 2024 still may be used as credit to
increase the employee’s service years in the retirement system upon retirement.

4. Terminating employees will accrue sick leave through their last full calendar month of employment
only if they worked through the last business day (Monday through Friday) of the calendar month.
Accrued vacation leave in excess of two hundred forty hours (240) hours must be transferred to
your accrued sick leave balance.

Ambulance Service Employees

EMS employees working 24/48-hour schedules receive “mandatory overtime,” which is part of their
built-in pay. In the event an employee uses vacation or sick time, it will be applied to their time worked
and may apply to their premium overtime of 1.5 times the employee's regular rate of pay, so it does not
affect the employee’s pay. Being compensated at a premium overtime rate for hours not worked is a
benefit provided by the County.

3.3 - SICK LEAVE DONATION POLICY

In order to provide relief to individuals who have a serious medical condition or have an immediate
family member with a serious medical condition requiring the prolonged use of sick leave, Robertson
County sponsors a sick leave donation policy. County employees may donate accrued, unused sick leave
to a fellow County employee who has exhausted all accrued sick leave but is otherwise eligible for leave
in accordance with the County’s sick leave policy.

Procedure
An employee may receive donated sick leave up to their scheduled number of hours each pay period for
a maximum of twelve (12) weeks of leave provided that the employee or immediate family member (as

defined by the Family and Medical Leave Act (“FMLA"):

e Has a serious health condition as defined under the FMLA resulting in incapacitation for at least
ten (10) working days (after the exhaustion of all sick leave and vacation leave) as verified by an
FMLA medical certification form. Intermittent absences do not qualify for this program.

e Has no accrued paid sick leave, vacation leave, or Workers’ Compensation benefits available.

e Has been a full-time employee of the County for at least one (1) year.

An employee may donate accrued sick leave, provided the donating employee:

e Voluntarily elects to donate sick leave to a designated recipient who is qualified for this
program, and does so with the understanding that the donated leave, which is used by the
designated recipient, will not be returned.

e Donates a minimum of eight (8) hours and not more than eighty (80) hours per recipient.

e Retains a post-donation sick balance of at least one-half of the employee’s sick leave balance in
effect at the point the leave is first deducted from the employee’s balance.

e |s on active status at the time their donated sick time is to be used.
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e Submits in writing the name of the employee for whom the donated leave is intended and the
number of hours to be donated on a “Sick Leave Donation Form,” which must be submitted to
the employee’s Department Head.

e Submits in writing that the leave is donated voluntarily and that the employee understands that
any unused donated leave will be returned to the donor.

Sick Leave Donation Administration

e The sick leave donation policy will be administered on a pay period by pay period basis. There
shall be no retroactive payments for time prior to the pay period at the time the application is
submitted.

e Sick leave will be transferred hour for hour without regard to the rate of pay of the employees
involved.

e Employees using donated sick leave will be considered to be on active status and will accrue
leave and be entitled to any benefits to which they would otherwise be entitled.

e Sick and vacation time accrued by the employee while using donated leave must be used in the
following pay period before additional donated leave may be used.

e Donated sick leave cannot be converted to a cash payment upon the termination of
employment, nor may donated sick leave be used as credit to increase service years in the
retirement system upon retirement.

e Donated sick leave may only be used in increments of full days.

e The County will ensure that no employees are forced to donate sick leave. Furthermore, the
County will respect an employee’s right to privacy. Neither the County nor individual employees
shall solicit donations of sick leave from any employee. The donation of sick leave is strictly on a
voluntary basis.

e When an employee has exhausted all donated time, they will be placed on unpaid leave in
accordance with the County’s leave policies. FMLA and any other leaves of absence will run
concurrently with donated sick leave time.

3.4 - HOLIDAYS

Each calendar year Robertson County will designate specific holidays as paid holidays for all regular full-
time employees in active status.

Guidelines for Observed Holidays

e Official holidays falling on a Saturday will be observed on Friday, and holidays falling on Sunday
will be observed on Monday.

e |f Christmas Eve falls on Saturday, the County will observe Christmas holidays on Friday and
Monday. If Christmas Eve falls on Sunday, the County will observe Christmas holidays on
Monday and Tuesday.

e All other holidays will be observed the same day as the official County holiday.
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e Departments who regularly work four (4) days a week (Monday through Thursday) will observe
Friday holidays on Thursday.

Robertson County Recognizes the Following as Official Paid Holidays

e New Year’s Day Observed January 1st

e Martin Luther King Day Observed 3rd Monday in January

e President's Day Observed 3rd Monday in February
e Good Friday Observed Friday before Easter

e Memorial Day Observed last Monday in May

e Juneteenth Observed on June 19th

e Independence Day Observed July 4th

e labor Day Observed 1st Monday in September
e Veterans Day Observed November 11th

e Thanksgiving Day Observed the 4th Thursday in November
e Christmas Eve Observed December 24th

e  Christmas Day Observed December 25th

3.5 -EMPLOYEE BENEFITS

Robertson County offers a comprehensive benefits program to all full-time employees. Certain eligibility
requirements must be satisfied to qualify for benefits. Please make sure to discuss your benefits with
your immediate Supervisor or Department Head. Please see your benefits information provided at time
of employment, and if you have any questions please review with your Department Head or the Finance
Department.

Any description of employee benefits in this employee manual only summarizes the provisions of a
formal benefit Plan document and does not attempt to cover all of the details contained in the Plan
document. The operation of the Plan, including events making you eligible or ineligible for benefits, the
amount of benefits to which you (or your beneficiaries) may be entitled, and actions you (or your
beneficiaries) must take to request and support a claim for benefits will be governed solely by the terms
of the official Plan document. To the extent that any of the information contained in this employee
manual, a summary plan description ("SPD") or any information you receive orally is inconsistent with
the official Plan document, the provisions set forth in the Plan document will govern in all cases.

Group Insurance

The County offers a group medical insurance program to all full-time employees. The Finance
Department will give you a copy of the eligibility and enrollment guidelines when you join the program.
Only full-time regular employees are eligible to participate in the group medical insurance program.
During the first month of employment, you should decide if you desire to enroll in the insurance
program. If you do not enroll in the group medical insurance program during your first month of
employment, but later decide to participate in the program, you may be required to meet special
enrollment provisions or wait until annual open enroliment.
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The County pays a percentage of the premiums for medical insurance coverage on you and your eligible
dependents, the balance of which is deducted from your paycheck. The amount of contribution by the
County depends on the adopted budget.

Your insurance will terminate when the insurance policy terminates, when you fail to make an agreed
contribution to the premium when due, when you cease to be eligible for coverage under the terms of
our group medical insurance program, or when you cease to be employed as a full-time regular
employee. In the event of your termination of employment, be sure to contact the Finance Department
for information concerning insurance coverage after employment separation.

It is your responsibility to forward your insurance claim and invoices to the insurance company. You are
responsible for costs incurred. If the insurance company denies your claim or payment of invoices,

please call the insurance company. The County has no knowledge concerning the status of your claim.

Dental and Vision

The County offers dental and vision insurance programs to all regular full-time employees. The
employee is responsible for paying all premiums for coverage.

Life Insurance

The County also offers a life insurance policy for all full-time regular employees. Specific details may be
found in the certificate of insurance.
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Tennessee Consolidated Retirement System (TCRS)

Robertson County is a member of the Tennessee Consolidated Retirement System. All regular full-time
employees are required to participate in the TCRS. Part-time employees are not allowed to participate
in the retirement plan. Specific details may be found at treasury.tn.gov/tcrs.

Credit Union Membership

As an employee of Robertson County, you are eligible for membership in The Credit Union for Robertson
County.

Education/Training

If your Department Head requires or approves your attendance at a seminar or training session, the
County will pay all registration costs and may pay all or a portion of reasonable travel expenses for your
attendance in accordance with the County’s Travel Policy.

Employee Health Center

The Employee Health Center located at 900 South Brown Avenue in Springfield provides health and
wellness-related benefits and resources to all regular full-time employees. For more information on
hours of operation and services provided, go to mybenefitschannel.com.
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SECTION 4.0 - STANDARDS OF CONDUCT

4.1 - DRUG-FREE WORKPLACE

Purpose: Robertson County is committed to protecting the safety, health and well-being of all
employees and other individuals in our workplace. We recognize that alcohol abuse and drug use will
have a negative impact on our productivity, morale, and goal achievement.

Covered Workers: As a condition of employment, the County requires that employees adhere to a strict
policy regarding the use and possession of drugs and alcohol. Our policy includes but is not limited to
Department Heads, Supervisors, full-time employees, part-time employees, and contractors.

Applicability: Our drug-free workplace policy applies when anyone is representing or conducting
business for Robertson County. Therefore, it applies during all work hours, while “on call,” while on
organization property, and at County sponsored events.

Prohibited Behavior: It is a violation of our drug-free workplace to use, possess, sell, trade, and/or offer
for sale alcohol, illegal drugs or intoxicants. Illegal use of prescription drugs is also in violation of this

policy.

The County prohibits any alcohol misuse and/or any drug use that could affect performance of
employee’s job functions, including:

Alcohol
1. Use of alcohol is prohibited during working hours.
2. Use of alcohol is prohibited four (4) hours prior to time scheduled on the job.

3. Reporting for work or remaining at work with blood alcohol concentration of 0.04 or greater is
prohibited.

4. Possession of alcohol unless the alcohol is manifested and transported as part of a shipment is
prohibited. Use during the eight (8) hours following an accident or until employee undergoes a
post-accident test is prohibited.

5. Refusal to take a required alcohol test is interpreted as a positive test result.

Controlled Substances

1. Use of any drug is prohibited, except by a doctor’s prescription, and then only if the doctor has
advised the employee that the drug will not adversely affect the employee’s ability to safely
perform his or her job functions.

2. An employee who works in a safety-sensitive position is required to advise his or her Supervisor of
the use of any prescription medication, over the counter medication, or other substance which
displays a warning advising of the danger of drowsiness or any possible impairment to mental
ability or physical dexterity. For purposes of this policy, a "safety-sensitive" position means a job in
which an impairment caused by drug or alcohol usage would threaten the health or safety of any
person.

Notification of Drug Related Convictions: Any employee who is convicted of a criminal drug violation
must notify his or her Supervisor in writing within five (5) calendar days of the conviction. The County
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will take appropriate action within thirty (30) days of notification. (This is in accordance with the Drug-
Free Workplace Act of 1988.)

Searches: If an individual is suspected of violating the drug-free workplace policy, he or she may be
asked to submit to a search or inspection at any time. Searches can be conducted of lockers, desks,
work stations, vehicles, and equipment.

Testing Based on Reasonable Suspicion: Employees may be asked to submit to a drug and alcohol test if
an employee's supervisor or other person in authority has a reasonable suspicion, based on objective
factors such as the employee's appearance, speech, behavior, or other conduct and facts, that the
employee possesses or is under the influence of unlawful drugs, including marijuana, or alcohol, or both.
Employees who take over-the-counter medication or other lawful medication that can be legally
prescribed under both federal and state law to treat a disability should inform their supervisors or
Department Head if they believe the medication will impair their job performance, safety, or the safety
of others or if they believe they need a reasonable accommodation before reporting to work while
under the influence of that medication. For more information on how to request a reasonable
accommodation, please refer to the County's Disability Accommodations Policy.

Pre-employment Testing: All job applicants for safety-sensitive positions are subject to pre-employment
drug and alcohol testing. All offers of employment for safe-sensitive positions are conditioned on the
applicant submitting to and successfully completing and passing a drug and alcohol test in accordance
with the testing procedures described in this policy.

Random Drug Testing: All employees who work in safety-sensitive positions are subject to drug and
alcohol testing on a random basis.

Post-Incident Testing: Employees who are directly involved in any work-related accident or incident that
results in personal injury or property damage whose performance may have caused or contributed to
the accident or incident may be required to submit to drug and alcohol testing.

Testing Procedures: All drug and alcohol testing under this policy will be conducted by an independent
testing facility, which will obtain the individual's written consent prior to testing. The County will pay for
the full cost of the test. Employees will be compensated at their regular rate of pay for time spent
submitting to a drug and alcohol test required by the County.

Employees suspected of working while under the influence of illegal drugs or alcohol will be suspended
with pay until the County receives the results of a drug and alcohol test from the testing facility and any
other information the County may require to make an appropriate determination.

Consequences: Robertson County policy is “zero tolerance.” One of the goals of our drug-free
workplace program is to encourage employees to voluntarily seek help with alcohol and/or drug
problems. If, however, an individual violates the policy, the individual will be terminated from
employment.

Confidentiality: All information received by the organization through the drug-free workplace program
is confidential communication. Access to this information is limited to those who have a legitimate need
to know in compliance with laws and management policies.

Shared Responsibility: A safe and productive drug-free workplace is achieved through cooperation and
shared responsibility. Both employees and management have important roles to play. All employees
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are required to not report to work or be subject to duty while their ability to perform job duties is
impaired due to the use of alcohol or other drugs.

In addition employees are encouraged to:
e Be concerned about working in a safe environment.
e Support fellow workers in seeking help.
e Report dangerous behavior to their Supervisor.

An Employee Assistance Program (EAP) is available for all employees. Employees should call 888-291-
4357 for more details.

4.2 - ATTENDANCE

Inherent in each position is the need and expectation for regular, consistent attendance. Employees are
expected to arrive at their work sites and begin their tasks no later than the start of their work
schedules. Punctuality and regular attendance during scheduled work periods are requirements for
continued employment with Robertson County. An employee’s specific work schedule, including days
off, break periods, and meal periods, is determined by his or her immediate Supervisor based on
department needs. An employee is required to notify his or her Supervisor at the beginning of the
working shift that he or she (or a family member) is ill or, in rare cases, will be absent from work due to
another serious, unforeseen situation. If the Supervisor is not available, the employee must notify his or
her Department Head unless the Supervisor has designated someone else to be notified. The employee
must contact his or her Supervisor each day the employee is absent except when the duration is known
in advance. An employee is expected to speak with his or her Supervisor directly whenever possible
rather than leave a voice mail, email, or text to notify him or her of an absence. With the exception of
unusual circumstances, any employee who is absent without notifying the County for three (3)
consecutive days will be deemed to have voluntarily abandoned his or her job and the employee’s
employment will be terminated. If an employee is sick for five (5) consecutive days, is hospitalized or
has surgery, a doctor’s release to return to work may be required. Excessive absenteeism (except when
the employee is eligible for leave under the FMLA, ADA, or other state or federal law), failure to give
notice of absences, or unauthorized absences may result in corrective action, up to and including
termination.

Late Arrival

Occasionally, a situation arises that delays an employee’s arrival at work. Except in the case of an
emergency, it is the employee’s responsibility to notify his or her Supervisor in advance of the start of
the work day regarding a late arrival. If the Supervisor is not available, the employee should leave a
voice mail message or notify a co-worker. (A Department Head’s preference for notification procedures
should be followed.) It is expected that instances of late arrival are rare. It is also expected the time
missed due to a late arrival is made up the same day. If not, it will be charged to the employee’s
vacation or is unpaid. Repeated, frequent occurrences of tardiness, tardiness without prior notification
of a Supervisor, or both may result in corrective action, up to and including termination.

4.3 - USE OF COUNTY VEHICLE

Department Heads may authorize any employee or individual to operate a Robertson County-owned
vehicle for County business purposes. If you are authorized to use a County-owned vehicle for County
business, you must adhere to the following rules:
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1. You must be a licensed driver and maintain a good driving record.

2. You must not allow persons unauthorized by the County to operate the vehicle.

3. You are responsible for following all the vehicle recommended maintenance schedules.
4. You are responsible for paying any moving or parking violation tickets.

5. You must keep the vehicle clean at all times and vacuumed as often as necessary.

6. You must operate a County-owned vehicle only for authorized County business purposes and in a
safe and legal manner.

7. You must sign a Driver Fuel Policy acknowledgement regarding your responsibilities for use of the
County’s fuel cards.

8. Any employee operating a County vehicle under the influence of an illegal drug, including marijuana,
or alcohol will be subject to immediate termination.

4.4 - WEAPONS IN THE WORKPLACE

Employees may not, at any time while representing the County for business purposes, possess, carry or
use any weapon on premises owned by the County that has been "posted" in accordance with Tenn.
Code Ann. § 39-17-1359. Weapons include, but are not limited to, guns, knives or swords with blades
over four inches in length, explosives, and any chemical whose purpose is to cause harm to another
person.

Weapons of any kind are not permitted in and on the premises of the Robertson County Government,
including any and all buildings and grounds owned, operated, managed, or under the control of the
County, where the County has posted a notice of the prohibition of the possession of weapons pursuant
to Tenn. Code Ann. § 39-17-1359. Employees who bring weapons onto these “posted” premises will be
subject to discipline, up to and including immediate termination from employment.

This policy shall not apply to property owned, operated, managed, or under the control of the County
where the County has not posted a notice of the prohibition of weapons pursuant to Tenn. Code Ann. §
39-17-1359.

As an exception to this general rule, employees who have valid handgun carry permits are allowed to
bring the weapon covered by that permit and ammunition onto the County’s parking lot provided that
the permitted weapon is kept in the employee’s locked vehicle while it is parked on the premises and so
long as the weapon is not visible and is locked in the trunk, glove box, or gun safe if the vehicle is not
occupied. The weapon may not be removed from the vehicle while it is on County property. The County
reserves the right to require any employee to advise the County if a firearm is brought onto County
property in a vehicle and to provide proof that the employee has a valid handgun carry permit in order
to meet this exception.

This policy shall not apply to sworn officers of the Robertson County Sheriff's Department, who are
subject to the policies and procedures of the Robertson County Sheriff. This policy also shall not apply
to judicial officers in compliance with Tenn. Code Ann. § 39-17-1306 (c) (3) and Tenn. Code Ann. § 39-
17-1308 (a) (7).
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Employees who violate this policy will be subject to disciplinary action, up to and including termination.

4.5 - RETURN OF COUNTY PROPERTY

Employees are responsible for all property, materials or written information issued to them or in their
possession or control while employed by Robertson County. Any Robertson County property issued to
you must be returned at the time of your dismissal or resignation or whenever your Supervisor requests
it. You are responsible to pay for any lost or damaged items. The value of any property issued and not
returned may be deducted from your final paycheck as permitted by law. The final payment from
Robertson County will be issued as a paper payroll check and not the mandatory direct deposit.

4.6 - IT RESOURCES AND COMMUNICATIONS SYSTEMS POLICY

The County's computers, networks, communications systems, and other IT resources are intended for
business purposes only (except for limited personal use as described below) during working time and at
all other times. To protect the County and its employees, it is the County's policy to restrict the use of all
IT resources and communications systems as described below. Each user is responsible for using these
resources and systems in a productive, ethical, and lawful manner.

The County's policies prohibiting harassment apply to the use of the County’s IT resources and
communications systems. No one may use any communications or computer system in a manner that
may be construed by others as harassing or offensive based on race, national origin, sex, sexual
orientation, age, disability, religious beliefs, or any other characteristic protected by federal, state, or
local law.

The use of the County's IT resources and communications systems by an employee shall signify their
understanding of and agreement to the terms and conditions of this policy, as a condition of
employment.

Security, Access, and Passwords

It is the responsibility of each employee to adhere to IT security guidelines, including but not limited to
the creation, format, and scheduled changes of passwords. All user names, pass codes, passwords, and
information used or stored on the County's computers, networks, and systems are the property of the
County. No employee may use a user name, pass code, password, or method of encryption that has not
been issued to that employee or authorized in advance by the County.

No employee shall share user names, pass codes, or passwords with any other person, except for the
administrative assistant assigned to that employee. An employee shall immediately inform their
supervisor or Department Head if they know or suspect that any user name, pass code, or password has
been improperly shared or used, or that IT security has been violated in any way.

Resources and Systems Covered by This Policy.

This policy governs all IT resources and communications systems owned by or available at the County,
and all use of such resources and systems when accessed using an employee's own resources, including
but not limited to:

e Email systems and accounts.
e Internet and intranet access.

e Telephones and voicemail systems, including wired and mobile phones, smartphones, and
pagers.

e Printers, photocopiers, and scanners.

e Fax machines, e-fax systems, and modems.
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e All other associated computer, network, and communications systems, hardware, peripherals,
and software, including network key fobs and other devices.

e Closed-circuit television (CCTV) and all other physical security systems and devices, including
access key cards and fobs.

No Expectation of Privacy.

All contents of the County’s IT resources and communications systems are the property of the County.
Therefore, employees should have no expectation of privacy whatsoever in any message, file, data,
document, facsimile, telephone conversation, social media post, conversation, or any other kind or form
of information or communication transmitted to, received, or printed from, or stored or recorded on the
County's electronic information and communications systems.

You are expressly advised that to prevent against misuse, the County reserves the right to monitor,
intercept, and review, without further notice, every employee's activities using the County's IT
resources and communications systems, including but not limited to email (both outgoing and
incoming), telephone conversations and voice mail recordings, instant messages, and internet and
social media postings and activities, and you consent to such monitoring by your acknowledgement of
this policy and your use of such resources and systems. This might include, without limitation, the
monitoring, intercepting, accessing, recording, disclosing, inspecting, reviewing, retrieving, and printing
of transactions, messages, communications, postings, log-ins, recordings, and other uses of the systems
as well as keystroke capturing and other network monitoring technologies.

The County may also store copies of such data and communications for a period of time after they are
created, and may delete such copies from time to time without notice.

Do not use the County's IT resources and communications systems for any matter that you desire to be
kept private or confidential from the County.

Downloading and Installing Software/Website Agreements.

Email and downloading from the internet are prime sources of viruses and other malicious software.
Therefore, no one may download or install any software or shareware to their hard drive that is not
expressly authorized or approved by the Department Head. In addition, employees may not accept the
terms or conditions of website agreements without first obtaining approval from their Department
Head.

Email and Text Messaging.

The County provides certain employees with access to email and/or text messaging systems for use in
connection with performing their job duties. The County seeks to provide stable and secure email and
text messaging systems (including SMS and internet-based instant messaging) with rapid, consistent
delivery times that promote communication for business purposes without incurring unnecessary costs
or generating messages that are unproductive for the recipient. Many of the policies described below
governing use of the County's email and text messaging systems are aimed at reducing the overall
volume of messages flowing through and stored on the network, reducing the size of individual
messages, and making the system more efficient and secure.

Spam. Unfortunately, users of email and text messaging will occasionally receive unsolicited commercial
or bulk messages (spam) which, aside from being a nuisance and a drain on IT resources, might be a
means to spread computer viruses and other malicious software. Avoid opening unsolicited messages
and report any suspicious messages to the administrator. Delete all spam immediately. Do not reply to
the message in any way, even if it states that you can request to be removed from its distribution list. If
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delivery persists, contact the email administrator who will block any incoming messages from that
address.

Users should be aware that spammers have the ability to access email addresses that are listed as
senders or recipients on email messages, on websites, user discussion groups, and other internet areas.
Therefore, you should be cautious about using and disclosing your County email address. If you use
email for information gathering purposes, we strongly recommend that you not use your County email
address, but rather establish a separate email account for that purpose with a free email service, such as
yahoo.com or google.com.

Etiquette. Proper business etiquette should be maintained when communicating via email and text
messaging. When writing business email, be as clear and concise as possible. Sarcasm, poor language,
inappropriate comments, attempts at humor, and so on, should be avoided. When communicating via
email or instant messages, there are no facial expressions and voice tones to assist in determining the
meaning or intent behind a certain comment. This leaves too much room for misinterpretation. Email
communications should resemble typical professional and respectful business correspondence.

Personal Use of County-Provided Email. The County recognizes that employees might work long hours
and occasionally may desire to use County-provided email for personal use at the office or by means of
the County's computers, networks, and other IT resources and communications systems. The County
authorizes such use so long as it does not involve unprofessional or inappropriate content and does not
interfere with your employment responsibilities or productivity.

Personal Use of the Internet. The County recognizes that employees might work long hours and
occasionally may desire to access the internet (including social media) for personal activities at the office
or by means of the County's computers, networks, and other IT resources and communications systems.
We authorize such occasional use so long as it does not involve unprofessional or inappropriate content
and does not interfere with your employment responsibilities or productivity.]

Using the internet (including social media) to access pornographic, sexually explicit, or "hate" sites, or
any other website that might violate law or the County's policies against harassment and discrimination
is never permitted.

Remember that the County expressly reserves the right, without further notice, to monitor and review
records of all websites visited by you, any postings or downloads you make while visiting websites, and
during your other internet activities using the County's IT resources and communications systems, and
you consent to such monitoring and review by your acknowledgment of this policy and your use of
internet access provided by the company.

Telephone and Voicemail

The County provides landline and/or mobile telephone access and voicemail systems to certain
employees for use in connection with performing their job duties. To ensure that our customers are
provided with courteous and respectful service, and to prevent misuse of the County's IT resources,
telephone conversations and voicemail messages of every employee may, without notice, be monitored,
recorded, and reviewed. The County may also store recorded telephone conversations and voicemail
messages for a period of time after they take place, and may delete such recordings from time to time.

Personal Use. The County recognizes that employees might occasionally need to use County telephones
and voicemail for personal activities. We authorize occasional personal use of the County's telephones
and voicemail systems so long as it does not comprise unprofessional or inappropriate conversations or
messages, and does not interfere with your employment responsibilities or productivity.
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Inappropriate Use of County IT Resources and Communications Systems

You are never permitted to use the company's IT resources and communications systems, including
email, text messaging, internet access, social media, telephones, and voicemail, for any inappropriate or
unlawful purpose. This includes but is not limited to:

e Misrepresenting yourself as another individual or County.

e Sending, posting, recording, or encouraging receipt of messages or information that may be
offensive because of their sexual, racist, or religious content.

e Conducting or soliciting illegal activities.
e Interfering with the performance of your job or the jobs of other County employees.
e For any other purpose that violates the County’s policies or practices.

Discipline

Employees who violate any provision of this policy are subject to discipline, up to and including
termination of employment.

Conduct Not Prohibited by This Policy

This policy is not intended to restrict communications or actions protected or required by state or
federal law.

4.7 - SOCIAL MEDIA POLICY

The County understands that social media can be a fun and rewarding way to share your life and
opinions with family, friends and co-workers around the world. However, use of social media also
presents certain risks and carries with it certain responsibilities. To assist you in making responsible
decisions about your use of social media, we have established these guidelines for appropriate use of
social media. This policy applies to all County employees.

Guidelines Concerning Social Media

In the rapidly expanding world of electronic communication, social media can mean many things. Social
media includes all means of communicating or posting information or content of any sort on the
Internet, including to your own or someone else’s web log or blog, journal or diary, personal web site,
social networking or affinity web site, web bulletin board or a chat room, whether or not associated or
affiliated with Robertson County, as well as any other form of electronic communication. The same
principles and guidelines found in County policies apply to your activities online. Ultimately, you are
solely responsible for what you post online. Before creating online content, consider some of the risks
and rewards that are involved. Keep in mind that any of your conduct that adversely affects your job
performance, the performance of fellow employees or otherwise adversely affects county business
interests may result in disciplinary action up to and including termination.

Know and Follow the Rules

Carefully read these guidelines, and the Anti-Harassment Policy, and ensure your postings are consistent
with these policies. Inappropriate postings that may include discriminatory remarks, harassment, and
threats of violence or similar inappropriate or unlawful conduct will not be tolerated and may subject
you to disciplinary action up to and including termination.
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Be Respectful
Always be fair and courteous to fellow employees or people who work on behalf of the County. Also,

keep in mind that you are more likely to resolve work-related complaints by speaking directly with your
co-workers than by posting complaints to a social media outlet. Nevertheless, if you decide to post
complaints or criticism, avoid using statements, photographs, video or audio that reasonably could be
viewed as malicious, obscene, and threatening or intimidating, that disparage other employees or that
might constitute harassment or bullying. Examples of such conduct might include offensive posts meant
to intentionally harm someone’s reputation or posts that could contribute to a hostile work
environment on the basis of race, color, national origin, creed, religion, age (40 or over), sex (including
pregnancy and gender identity), veteran status, disability, genetic information, or any other legally
protected status in accordance with all applicable federal, state, and local laws.

Be Honest and Accurate

Make sure you are always honest and accurate when posting information or news, and if you make a
mistake, correct it quickly. Be open about any previous posts you have altered. Remember that the
Internet archives almost everything; therefore, even deleted postings can be searched. Never post any
information or rumors that you know to be false about Robertson County, fellow employees or people
working on behalf of the County.

Post Only Appropriate and Respectful Content
Do not create a link from your blog, website or other social networking site to a County website without
identifying yourself as a County employee.

Express only your personal opinions. Never represent yourself as a spokesperson for the County. If the
County is a subject of the content you are creating, be clear and open about the fact that you are an
employee and make it clear that your views do not represent those of the County, other employees or
people working on behalf of County. If you do publish a blog or post online related to the work you do
or subjects associated with the County, make it clear that you are not speaking on behalf of the County.
It is best to include a disclaimer such as “The postings on this site are my own and do not necessarily
reflect the views of Robertson County.”

Using Social Media at Work
Refrain from using social media while on work time or on equipment the County provides unless it is
work-related as authorized by your Supervisor and/or your Department Head.

Do not use County e-mail addresses to register on social networks, blogs or other online tools utilized
for personal use.

4.9 - CORRECTIVE COUNSELING

As a matter of general policy, and not as a promise of specific treatment to any employee, the County
may seek to engage in corrective counseling of employees. The intent of corrective counseling is to
reinforce the conduct and performance standards of Robertson County and to focus on meeting these
standards.

Corrective counseling may be initiated at any time and for various reasons, as deemed appropriate by
the Department Head. The counseling given may depend on the nature and severity of the violation,
the employee's past performance and the surrounding circumstances. Corrective counseling may
consist of any or all of the following steps:

e Verbal counseling
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Written warning

Withholding salary increases
Suspension with or without pay
Demotion

Termination

Depending upon the nature and severity of the violation, one or more of the above steps may be
bypassed. The County’s corrective counseling policy does not change the at-will nature of your
employment.

Inappropriate Behavior and Misconduct: Examples of inappropriate behavior and misconduct include

but are not limited to:

Falsifying records.

Engaging in fraud.

Removing County property from the premises without authorization.

Stealing or attempting to steal County or employee property.

Being habitually tardy or absent.

Engaging in poor timekeeping.

Fighting on County property at any time.

Being under the influence of intoxicating substances on County property at any time.
Being insubordinate.

Using or abusing County time, property, materials, or equipment without authorization.
Gambling on County premises at any time.

Sleeping on the job.

Using offensive or profane language on County premises.

Being absent from work without authorization during scheduled work hours.
Defacing County property.

Engaging in criminal activity.

Violating or abusing County policies.

Neglecting job duties.
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SECTION 5.0 - SAFETY

Safety Rules
Robertson County is committed to maintaining safe workplaces. To further its goal, the County has

issued safety rules and guidelines. You are required to comply with all County rules and guidelines, as
well as federal and state laws regarding workplace safety. In addition, you must keep your work area
free of any potential hazards. Failure to follow the County’s safety rules and guidelines may result in
discipline, up to and including termination of employment. You are expected to work safely and follow
the general safety rules described below:

e Avoid overloading electrical outlets with too many appliances or machines.

e Use with caution all flammable items and all chemicals in general, including cleaning fluids,
acids, and corrosives.

e Ask for assistance when lifting heavy objects or moving heavy furniture.

e Smoke only in designated smoking areas.

e Wear or use safety equipment as required in your work.

e Avoid “horseplay” or practical jokes.

e Use air hoses only for the use intended. Avoid blowing air at yourself or anyone else.

e Wear appropriate personal protective equipment.

e Stack materials only to safe heights.

e Watch out for the safety of fellow employees.

e Use the right tool for the job, and use it correctly.

e Operate motorized equipment only if you are properly trained and licensed and only if
authorized by your immediate Supervisor.

Procedure for Reporting Safety Concerns

If you witness any unsafe conditions or potential hazards (such as wet floors/broken
equipment/defective appliances), you must report them to your direct supervisor immediately, or if
your direct supervisor is unavailable, the Department Head as soon as possible.

Procedure for Reporting Workplace Injuries and llinesses
You must promptly and accurately report all workplace injuries, accidents, or illnesses to your
immediate supervisor, regardless of the severity.

No Retaliation

The County prohibits any form of discipline, reprisal, intimidation, or retaliation for reporting a health
and safety concern or a violation of this policy or for cooperating in related investigations.

Employees have the right to report work-related injuries and illnesses, and the County will not
discharge, discriminate, or otherwise retaliate against employees for reporting work-related injuries or
illnesses.
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SECTION 6.0 - PAYROLL PRACTICES

6.1 - ADMINISTRATION/PAYROLL MATTERS

The task of processing payroll and related payroll administration is assigned to the Finance Department.
Any questions regarding payroll related items such as payroll computations, deductions, taxes,
retirement, insurance, credit union, or benefits, should be first directed to your Department Head. Your
Department Head will contact the Finance Department if he or she is unable to answer your questions.
The Finance Department is responsible for maintaining total pay and deduction records, but is not
responsible for maintaining records when employees worked or received compensatory time, or
accrued sick, or vacation leave balances. This responsibility is shared between you and your Department
Head.

All employees are required to come to the Finance Department for an employee orientation on the first
scheduled orientation session after they begin work. During orientation, new employees receive a copy
of the Employee Manual, receive information on available employee benefits, and have their payroll
master file established. Department Heads must forward an employee status form to the Finance
Department before they will be set up as a new employee, start work or receive their first payroll check.
The first payroll check for a new employee will be held in the Finance Department until the employee
and the Department Head complete all required documents. Resigning or retiring employees should
come to the Finance Department before their last workday to address subsequent employment issues
such as insurance coverage and retirement benefits. All employees planning their retirement must
make an appointment with the Benefits Accountant in advance.

6.2 - DEDUCTIONS REQUIRED FROM PAYROLL CHECK

Robertson County is required by law to make certain deductions from your paycheck. Among these are
your income taxes, Medicare taxes and social security taxes. The amount of the income tax will depend
on your earnings and on the information you furnish on your W-4 form. Any change in name, address,
e-mail address, telephone number, marital status or number of exemptions must be reported to the
Finance Department immediately.

6.3 - ADVANCE PAYMENTS

The County will not provide advance payments to employees.

6.4 - MANDATORY DIRECT DEPOSIT

Robertson County requires mandatory direct deposit for all full-time regular employees and all
permanent part-time employees.

6.5 - ERROR ON PAYROLL CHECK

The Finance Department will prepare your payroll check based upon information provided by your
Department Head. Every effort is made by your Department Head and the Finance Department to avoid
errors in your paycheck. If you believe an error has been made, tell your Department Head
immediately. He or she will research the problem and contact the Finance Department if an error has
been made.

If your payroll check was at least your normal gross pay, the underpayment will be included on the next
regular payroll run. If your payroll check was less than your normal gross pay, additional pay correcting
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the error will be issued the next business day. Only the Finance Director can authorize exception to this
policy.

6.6 - FINAL PAYCHECK

The final payment from Robertson County will be issued as a paper payroll check and not the mandatory
direct deposit. Once all County property is returned, your final check will be released.

6.7 - RESIGNATION NOTICE

While we hope the benefits from your continued employment will be mutual, we realize that it may
become necessary for you to leave your job with Robertson County. If you anticipate resigning from
your position with Robertson County, you are expected to notify your Department Head in writing at
least two (2) weeks in advance of the last day you expect to work.

6.8 - ONLINE PAPERLESS PAY

Employees receive their compensation information online through mybenefitschannel.com. When
employees enroll online, they can request to be sent a notice at 9:00 a.m. on payday.

Board and committee members are paid quarterly. Online paperless pay is issued the first regular
biweekly Friday payday that occurs at least seven days after the end of the calendar quarter. This pay
will be for meetings attended from the first day through the last day of the calendar quarter. The
secretary of each board or committee must report to the Finance Department the number of meetings
attended by each member by noon Tuesday the week preceding payday. This includes members of the
County Commission, School Board, and all subcommittees of Robertson County except the Highway
Commission which is paid bi-weekly excluding the third check of the month.

Employees receive a paper payroll check only for the first and last pay periods of their employment. In
the event a paper payroll check is not received in a timely manner through the mail, the Finance
Department will not prepare a replacement check until at least one (1) week has lapsed from payday.
The Finance Director may make an exception to this policy.

6.9 - GARNISHMENTS/WAGE ASSIGNMENTS

We hope you will manage your financial affairs so that we will not be obligated to execute any court-
ordered garnishment or wage assignment against your wages. Court-ordered wage assignments must
be immediately forwarded to the Finance Department.

6.10 - WORKWEEK, PAYROLL SCHEDULE AND PAYDAY

The workweek for employees of Robertson County begins at 12:01 A.M. on Saturday and ends at
midnight on Friday each week. The actual work schedule for each employee will be arranged by that
employee’s Supervisor as authorized and/or approved by the Department Head.

The County’s payroll cycle is biweekly (26 pay periods per year). Payday is every other Friday for the two
(2) week work period ending on Friday at 12:00 midnight for the two (2) weeks before payday. This
section also applies to the Administrator of Elections, Chancery Court Clerk and Highway
Superintendent.

The Finance Department must always receive Payroll Authorization Summary Forms signed by the
respective Department Head along with any Payroll Employee Status Forms by noon Tuesday after the
end of the two (2) week work period. If Payroll Authorization Forms are not received by this deadline,
the Finance Department will assume that employees will receive their normal pay, and payroll will be
processed accordingly. Any differences in pay will be corrected on the next payroll run. Employee
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Status Forms making changes for current employees must have the beginning of a pay period as the
effective date of the change.

6.11 - WORK SCHEDULES

The regular working schedule for most employees is 8:00 A.M. to 4:30 P.M. Monday through Friday with
an hour for lunch, which is unpaid. Working hours may vary for departments that provide service
twenty-four (24) hours a day, seven (7) days a week. The regular working schedule totals thirty-seven
and one-half (37.5) or forty (40) hours per week depending on the department where you work.

If an employee is regularly scheduled to work for four (4) days a week, the employee’s total work hours,
with a minimum unpaid thirty (30) minute lunch break, will be the same as those nonexempt employees
who work regular business hours with an unpaid one (1) hour lunch break. For example, if your
schedule is four (4) days a week and you start work at 6:30 a.m., you would work until 4:30 p.m. on
Monday, Tuesday and Wednesday and until 4:00 p.m. on Thursday.

Employees in positions that provide service twenty-four (24) hours a day and seven (7) days a week will
have schedules that differ from regular working hours. The regular schedule of public safety personnel
employed by the Robertson County Sheriff Department may be eight (8) hours or more a day, five (5)
days a week, which includes a half (1/2) hour paid lunch. The regular schedule of emergency medical
personnel employed by the Robertson County Ambulance Service may involve other tours of duty from
eight (8) hours to twenty-four (24) hours, all of which include paid meal breaks.

6.12 - PERSONNEL RECORDS AND PERSONAL INFORMATION

The County maintains a personnel file for each employee in the Department Head’s office within a
locked file cabinet. An employee may inspect any or all of his or her personnel file. At the employee’s
request, arrangements can be made for him or her to review the file in the Department Head’s office.
Benefits information will be kept in a file separate from other information and will be kept in the
Finance Department within a locked file cabinet. Payroll records are kept within the Finance
Department separate from the personnel file. You may request to review information kept in your
payroll file. You may also request copies of documents in your payroll file.

6.13 - ON CALL TIME

If you are required to remain “on call” at the job site or so close that you cannot use the time effectively
for personal purposes, you will be considered working while “on call.” If you are “on call” and required
to remain at home, you will be paid a reasonable amount established by your Department Head and
approved by that department’s oversight committee. If you are “on call” but not required to remain
either within the County or 30 minutes of your job site and are free to engage in your own pursuits,
subject only to the understanding that you leave word at your home or with your Supervisor where you
can be reached, you will be considered not working while “on call.” If you are called back, you will be
paid in accordance with the “call back pay” policy.

IM

6.14 - CALL BACK PAY

You may be asked to return to work after you have left the premises for the day. If this occurs, you will
be guaranteed a minimum of one (1) hour “call back pay” and one (1) hour work pay. If you work longer
than one (1) hour, you will be paid for the time you actually work plus one (1) hour “call back pay.” “Call
back pay” does not apply if you are rescheduled to work on your regularly scheduled day off.
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6.15 - LUNCH BREAKS

Employees who receive an unpaid meal period shall be relieved completely of their duties during their
lunch period. However, there is no requirement that you be allowed to leave the premises. If you are
not allowed to leave your duty post or are not completely relieved of your duties or are “on call” during
your one-half hour lunch break, you will receive one-half (1/2) hour lunch break pay.

6.16 - SLEEP TIME

An Ambulance Service employee who is required to be on duty is working for purposes of the Fair Labor
Standards Act (FLSA) even though permitted to sleep or engage in other personal activities when not
busy.

6.17 - MEETING/SEMINAR PAY

Training sessions are not compensable working hours if all of the following criteria are met: (1)
Participation in the training is outside the employee's regular working hours; (2) Participation is in fact
voluntary; (3) The training is not directly related to the employee's job; and (4) The employee does not
perform any productive work during such participation.

On occasion, you may be required to attend a business related meeting. If the meeting is held during
your non-working hours and you are a “nonexempt” employee, you will be paid for travel time and the
time you spent at the meeting. “Exempt” employees will accrue compensatory time in lieu of pay.

Attending an independent trade school or taking a correspondence course outside regular working
hours is not compensable work even if job related or required as a condition of employment. Taking
courses in a public school or training in a government sponsored on-the-job training program outside
regular working hours is also not compensable, even if job related or required as a condition of
employment.

Attendance outside of regular working hours as specialized or follow-up training, which is required by
law for certification, does not constitute compensable hours of work, even if all or part of the cost of
training is paid by the County.

Police officers, who are in attendance at a police academy or other training facility, are not considered
to be on duty during those times when they are not in class or at a training session, if they are free to
use such time for personal pursuits. Actual time in class at an academy is considered compensable
work.

6.18 - HOLIDAY PAY

Holiday pay is a benefit granted only to full-time regular employees. Full-time regular employees who
are regularly scheduled to work at least thirty (30) hours but less than thirty-seven and one-half (37.5)
per week, will receive holiday pay only when a holiday falls on a scheduled workday. Part-time
employees are not eligible for holiday pay even if a holiday falls on a scheduled workday. All full-time
regular employees will be eligible for holiday pay commencing the first day of employment. You are not
eligible to receive holiday pay when you are on a paid or unpaid leave of absence, which includes Family
and Medical Leave Act (FMLA) leave. You cannot claim two benefit pays for the same time off, such as
funeral leave, jury duty leave, vacation leave or sick leave, and holiday pay on the same day. Holiday
pay will always take precedent over all other benefit pay. If a holiday occurs while you are on vacation
leave or sick leave, you will receive holiday pay, and your accumulated vacation leave or sick leave will
not be decreased for time off on the holiday. Your funeral leave benefit will also not be decreased if a
paid holiday occurs on any funeral leave workday.
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Holiday pay is based upon an employee’s regular weekly pay divided by their regular scheduled work
days in a normal work week, except for employees who work four (4) days a week or employees who
work twenty-four (24) hour shifts. If your normal weekly pay is based upon a four (4) day work week,
your holiday pay will be for the number of hours you are regularly scheduled to work on the holiday. If
you normally work twenty-four (24) hour shifts, your holiday pay will be for eight (8) hours. Holiday pay
does not count as hours worked for overtime calculation purposes. Full-time nonexempt employees
who work on a County holiday or who have their scheduled regular day off on a County holiday will
receive holiday pay in lieu of another day off. The total pay (including holiday pay) for the workweek for
most employees should equal the total normally paid for a regular work week, except nonexempt
employees who have their scheduled regular day off on a County holiday or who work on a holiday will
normally receive an extra day’s pay in addition to their regular gross pay.
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SECTION 7.0 - LEAVE POLICIES

7.1 - FAMILY AND MEDICAL LEAVE ACT (FMLA)

Under the federal Family and Medical Leave Act of 1993 (FMLA), eligible County employees are entitled
to take up to twelve (12) workweeks of unpaid leave during each twelve (12) month period.

Eligible Employees: Employees must meet certain requirements before they are entitled to leave under
the FMLA. An eligible employee is an employee who:

(1) Has worked for the County for at least twelve (12) months, although it need not be consecutive;
(2) Has worked at least 1,250 hours during the preceding twelve (12) month period; and

(3) Is employed at a worksite where fifty (50) or more employees are employed by the employer within
seventy-five (75) miles of the worksite.

Leave Policy
If eligible, you may take up to 12 or 26 weeks of family or medical leave, whichever is applicable (as

explained below), within the relevant 12-month period defined below. While you are on FMLA leave, the
County will maintain your group health insurance coverage at the same level and under the same
circumstances as when you were actively working, as explained more fully under the section titled,
"Medical and Other Benefits." On returning from approved FMLA leave, you have the right to be
restored to the same job or an equivalent position, subject to the terms, limitations, and exceptions
provided by law.

Leave Entitlement
You may take up to 12 weeks of unpaid FMLA leave in a 12-month period, which is measured forward
from the date an employee's first FMLA leave begins, for any of the following reasons:
e the birth of a child and in order to care for that child (leave to be completed within one year of
the child's birth);

e the placement of a child with you for adoption or foster care and in order to care for the newly
placed son or daughter (leave to be completed within one year of the child's placement);

e to care for a spouse, child, or parent with a serious health condition;

e to care for your own serious health condition, which renders you unable to perform any of the
essential functions of your position; or

e a qualifying exigency of a spouse, child, or parent who is a military member on covered active
duty or called to covered active duty status (or has been notified of an impending call or order
to covered active duty).

You may take up to 26 weeks of unpaid FMLA leave in a single 12-month period, beginning on the first
day that you take FMLA leave to care for a spouse, child, parent or next of kin who is a covered service
member and who has a serious injury or illness related to active duty service, as defined by
the FMLA's regulations (known as military caregiver leave).
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Both Spouses Employed by Robertson County
Spouses who are both employed by the County and eligible for FMLA leave may be limited to a:
e Combined total of 12 weeks of leave during the 12-month period if leave is requested:

e for the birth of a child and in order to care for that child;

e for the placement of a child with the employee for adoption or foster care and in order
to care for the newly placed child; or

e to care for an employee's parent with a serious health condition.
e Combined total of 26 weeks in a single 12-month period if the leave is either for:
e military caregiver leave; or
e acombination of military caregiver leave and leave for other FMLA-qualifying reasons.

Notice of Leave

If your need for FMLA leave is foreseeable, you must give the County at least 30 days' prior written
notice. If this is not possible, you must at least give notice as soon as practicable (within one to two
business days of learning of your need for leave). Failure to provide this notice may be grounds for
delaying FMLA-protected leave, depending on the particular facts and circumstances.

Additionally, if you are planning a medical treatment or a series of treatments or you are taking military
caregiver leave, you must consult with your Department Head first regarding the dates of this treatment
to work out a schedule that best suits the needs of the employee or the covered military member, if
applicable, and the County.

Where the need for leave is not foreseeable, you are expected to notify the County within one to two
business days of learning of your need for leave, except in extraordinary circumstances. The County has
Family and Medical Leave Act request forms available from the Finance Department Please submit a
written request, using this form, when requesting leave.

Certification of Need for Leave

If you are requesting leave because of your own or a covered family member’s serious health condition,
you must supply appropriate medical certification from your health care provider. You may obtain
medical certification forms from your Department Head or the Finance Department. You must provide
the medical certification within fifteen (15) days after the County requests it or as soon as reasonably
possible under the circumstances. If you provide at least 30 days' notice of medical leave, you should
also provide the medical certification before leave begins. Failure to provide requested medical
certification in a timely manner may result in denial of leave until it is provided.

The County, at its expense, may require an examination by a second health care provider designated by
the County If the second health care provider's opinion conflicts with the original medical certification,
the County, at its expense, may require a third, mutually agreeable, health care provider to conduct an
examination and provide a final and binding opinion. The County may require subsequent medical
recertification. Failure to provide requested certification within 15 days, when practicable, may result in
delay of further leave until it is provided.
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The County also reserves the right to require certification from a covered military member's health care
provider if you are requesting military caregiver leave and certification in connection with military
exigency leave.

Leave Is Unpaid
FMLA leave is unpaid. You will be required to substitute any accrued and unused vacation and sick leave

for unpaid FMLA leave as described below:
e If you request leave because of a birth, adoption, or foster care placement of a child, any
accrued and unused paid leave will first be substituted for unpaid family/medical leave and run

concurrently with your FMLA leave.

o If you request leave because of your own serious health condition, or to care for a covered
relative with a serious health condition, any accrued paid vacation or sick leave will be
substituted for any unpaid family/medical leave and run concurrently with your FMLA leave.

The substitution of paid leave time for unpaid FMLA leave time does not extend the 12 or 26 weeks
(whichever is applicable) of the FMLA leave period. In no case can the substitution of paid leave time for
unpaid leave time result in your receipt of more than 100% of your salary. Your FMLA leave runs
concurrently with other types of leave, for example, accrued vacation time that is substituted for unpaid
FMLA leave and any state family leave laws, to the extent allowed by state law.

Benefits During Leave

During the period of unpaid leave, you will continue to accrue all benefits, such as sick and vacation
leave and seniority, and you will be granted any across-the-board pay raises that may have occurred
during the leave. The County will also continue to pay its share of your insurance premiums during your
designated leave. It is your responsibility to make your insurance premium payments each payday to
the Finance Department during your leave of absence. Failure to do so will result in loss of coverage.

Intermittent and Reduced Leave Schedule

If medically necessary, FMLA leave occasioned by a serious health condition may be taken intermittently
(in separate blocks of time due to a serious health condition) or on a reduced leave schedule (reducing
the usual number of hours you work per workweek or workday). FMLA leave may also be taken
intermittently or on a reduced leave schedule for a qualifying exigency relating to covered military
service.

If leave is unpaid, the County will reduce your salary based on the amount of time actually worked. In
addition, while you are on an intermittent or reduced leave schedule, the County may temporarily
transfer you to an available alternative position that better accommodates your leave schedule and has
equivalent pay and benefits.

Returning from Leave

If you take leave because of your own serious health condition (except if you are taking intermittent
leave), you are required, as are all employees returning from other types of medical leave, to provide
medical certification that you are fit to resume work. Otherwise, you will not be permitted to resume
work until it is provided.

7.2 - UNPAID LEAVE

Employees who are eligible for FMLA leave may take up to an additional four (4) weeks of unpaid leave
once the employee’s FMLA leave is exhausted without having to provide a new medical certification.
The County may extend an employee’s unpaid leave beyond the additional four (4) weeks as a form of
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reasonable accommodation. Qualified individuals with a disability may request additional unpaid leave
in accordance with the County’s Disability Accommodations policy.

7.3 - TENNESSEE PARENTAL LEAVE ACT

In addition to protections provided under the Family and Medical Leave Act, state law provides leave for
pregnancy, childbirth, adoption, and nursing an infant. A qualified employee may take leave as outlined
below. The twelve (12) weeks of Family and Medical Leave shall be counted against the leave under the
Tennessee Statute (leave under the two acts will run concurrently).

e Employees who have been employed by Robertson County for at least twelve (12) consecutive
months as full-time employees may be absent from work for up to four (4) months for adoption,
pregnancy, childbirth and nursing an infant. With regard to adoption, the four (4) month period
shall begin at the time an employee receives custody of the child.

e Employees who give at least three (3) months advance notice of their anticipated date of
departure for such leave and their intention to full-time employment after leave shall be
restored to their previous or similar position with the same status and pay as of the date of their
leave.

e Employees who are prevented from giving three (3) months advance notice because of a
medical emergency or because the notice of adoption was received less than three (3) months
in advance are entitled to the same job restoration after leave. Leave under this policy is
without pay. Such leave does not affect the employee’s right to receive vacation time, sick
leave, or any other benefits the employee was entitled to receive as of the date of the leave.

Employees are required to use their accrued paid leave in accordance with the County’s leave policies
prior to taking unpaid leave under the Tennessee Parental Leave Act. Such leave shall not affect the
employee’s right to receive vacation time, sick leave, advancement, seniority, or length of services
credit, benefits or programs for which the employees were eligible at the date of their leave, and any
other benefits or rights of their employment.

7.4 - LACTATION BREAK POLICY

All employees who are nursing are eligible to take reasonable breaks under this policy to express breast
milk for the employee's infant child. The County encourages all eligible employees who intend to take
breaks under this policy to notify their Department Head of their intent, for example when they are
discussing their return to work following leave relating to childbirth.

Eligible employees may take a reasonable amount of break time to accommodate the employee's need
to express breast milk for the employee's nursing child. Eligible employees should notify their direct
supervisor of Department Head of the frequency, timing, and duration of lactation breaks they need to
take. Please contact your Department Head for information about the designated location for lactation
breaks in closest proximity to your work area.

Compensation During Breaks

Lactation breaks under this policy are unpaid. However, employees who use meal or rest break time to
express breast milk should let their Department Head know and will be compensated in accordance with
the County’s policy on meal and rest breaks.
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Employees who are required to record time under the County’s timekeeping policy must clock in and
out for their lactation break in accordance with the County’s timekeeping policy. Uninterrupted lactation
breaks do not count as hours worked.

Employees may begin work before the regularly scheduled start of their shift or continue working past
the regularly scheduled end of their shift to make up any time used for lactation breaks. Employees who
choose to do this should speak with their Department Head in advance to make appropriate
arrangements.

Exempt employees may be provided break time with pay when necessary to comply with state and
federal wage and hour laws.

7.5 - BEREAVEMENT LEAVE (FUNERAL LEAVE)

In the case of death in the employee’s immediate family, the employee will be given three (3)
consecutive workdays with pay which will not be charged to vacation leave. A maximum of twenty-four
(24) hours will be paid to any County employee, including Ambulance Service twenty-four (24) hour shift
employees. Immediate family is defined as employee’s spouse, brother, step-brother, sister, step-sister,
child, step-child, parent, step-parent, mother in law, father in law, sister in law, brother in law,
grandparent, grandchild, legal dependent, or spouse’s step-parent, grandparent or grandchild. Funeral
leave may not be retroactive, postponed, split or used to increase your regular scheduled payroll hours.
Only full-time employees are eligible for paid funeral leave.

Employees are responsible for requesting bereavement leave from their supervisor as far in advance as
possible. The employee’s paid bereavement leave will begin at the discretion of the employee’s
Department Head. The County may require verification in the form of a death certificate, obituary, or
other verifiable documentation of the need for bereavement leave.

The three days of bereavement leave do not need to be taken consecutively; they can be taken
intermittently. The employee must complete the bereavement leave within thirty (30) days of the
family member's date of death.

7.6 - VOTING LEAVE

Any employee registered to vote in an election in Tennessee may be absent from work for a reasonable
period of time, not to exceed three (3) hours, necessary to vote while the polls are open in the County
where the employee resides. An 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.

7.7 - COURT LEAVE/JURY DUTY

Robertson County encourages all employees to fulfill their duty to serve as members of juries or to
testify when called in both Federal and State courts. The following procedures shall apply when an
employee is called for jury duty or subpoenaed to court:

e You must notify your Supervisor of your receipt of a jury summons by the next day you are
scheduled to work. If you are called for jury duty, we will permit you to take the necessary time
off, and we wish to help you avoid any financial loss because of such service.

e While on jury duty, you will receive regular compensation for the time actually spent serving.
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e Employees are excused from work for each day the employee's service as a juror in any court
of the United States or this state exceeds three (3) hours. On days you are not required to
serve, you will be required to return to work.

e |f you work an evening shift, you will be excused from working:
0 The shift immediately before your first day of jury service.

0 The shift after serving more than three hours of jury service if the shift is scheduled
within 24 hours of the completion of that service.

e In order to receive jury duty pay, you must present a statement of jury service issued by the
court to your Supervisor.

e The provisions above do not apply if the employee is involved as a party in private litigation. On
such occasions the employee must take vacation leave or unpaid leave.

7.8 - MILITARY SERVICE LEAVE POLICY

Robertson County recognizes that employees may need to be absent from work to serve in the US
military. The County provides military service leaves of absence to all regular full-time, part-time, and
probationary employees in compliance with the Uniformed Services Employment and Reemployment
Rights Act (USERRA) and applicable state laws.

Procedures

If you need to take military service leave, you or an authorized military service officer should provide
advance notice to your supervisor or Department Head. When possible, you should give at least 30 days'
notice of your request for leave. If 30 days' notice is not possible because of military necessity or for
other reasons, you should give as much advance notice to your supervisor or Department Head as
possible.

Written notice is preferred, but not required. Where possible, please submit a copy of your military
orders, training notice, or order to active duty to your supervisor or Department Head.

Eligibility Requirements

Eligible Employees. All full-time and part-time employees are eligible for military service leave if they are
absent from work because of eligible military service. Part-time employees who were only employed for
a brief, non-recurrent (one-time only) period before the start of military service are not eligible for leave
under this policy.

Eligible Military Service. For purposes of this policy, eligible military service means certain types of
service (listed below):

e Armed Forces (United States Army, Navy, Air Force, Marine Corps, Space Force, and Coast
Guard), including the Reserves.

e National Guard, including the Army National Guard and Air National Guard, when the employee
is engaged under federal authority in active duty for training, inactive duty training, or full-time
National Guard duty.

e Commissioned corps of the Public Health Service.

e Commissioned officer corps of the National Oceanic and Atmospheric Administration.
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e System members of the National Urban Search and Rescue Response System (appointed under
section 327 of the Robert T. Stafford Disaster Relief and Emergency Assistance Act).

e Intermittent personnel appointed into the Federal Emergency Management Agency (appointed
under 42 U.S.C. § 5149(b)(1) or to train for such service).

e Any other category of persons designated by the President in time of war or national
emergency.

Eligible employees may take leave under this policy for the following types of military service:
e Active duty.
e Active duty for training.
e Initial active duty for training.
e Inactive duty training.
e  Full-time National Guard duty.
e Submitting to an examination to determine your fitness for any of these services.
e State active duty for a period of 14 days or more.

e State active duty in response to a national emergency declared by the President under the
National Emergencies Act (50 U.S.C. § 1601).

e State active duty in response to a major disaster declared by the President (42 U.S.C. § 5170).

e Service as intermittent personnel in the Federal Emergency Management Agency (42 U.S.C. §
5149(b)(1).

e Funeral honors duty performed by National Guard or Reserve members.

e Service as an intermittent disaster response appointee of the National Disaster Medical System
when employees are:

e activated under federal authority; or
e attending authorized training in support of a federal mission.

Compensation During Leave

Military Leave with Pay. A leave of absence with pay, not to exceed twenty (20) working days in any one
(1) calendar year, shall be granted to employees who are members of the reserve components of the
Armed Forces of the United States, including members of the Tennessee Army and Air National Guard,
for periods they are engaged in the performance of duty or training activities in the service of the State
or the Federal Government while under competent orders. Holidays and scheduled off duty days do not
count toward the twenty (20) days allowed. During the period of approved paid military leave, the
employee will incur no loss of accrued vacation or sick leave or any other rights or benefits to which the
employee is otherwise entitled. Military leave with pay shall be granted for regularly scheduled monthly
training for reservists or national guardsmen.

Military Leave without Pay. Leave without pay shall be granted for periods of active duty or training
activity with the Armed Forces of the United States, its reserve components, or the Tennessee National
Guard for authorized periods beyond the twenty (20) working days of paid leave in a calendar year. In
addition, leave without pay may be granted for regularly scheduled monthly training for reservists or
national guardsmen and to employees entering the regular components of the Armed Forces of the
United States as a result of military conscription or for a period of voluntary enlistment. During the
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period of approved unpaid military leave, the employee will incur no loss of accrued vacation or sick
leave or any other rights or benefits to which the employee is otherwise entitled. Employees may use
any or all of their accrued but unused vacation or sick leave during any military leave without pay.

Benefits During Leave

During military service leave, all benefits provided under an employee benefit plan are governed by the
terms and conditions of the applicable employee benefit plan documents in accordance with applicable
law. For all other non-seniority benefits, an employee on military service leave will receive the same
rights and benefits as employees on an unpaid leave of absence.

Reemployment

Employees may be eligible for reemployment after their military service leave. Any employees who
would like to return to work must report to work or submit an application for reemployment to the
Finance Department, including their military discharge documentation, if available, as follows:

e If their military service was for less than 31 days, they must report to work on the first regularly
scheduled workday that is at least eight hours after they return home from military service.

o If their military service was for 31 to 180 days, they must apply for reemployment within 14 days
following completion of military service.

o If their military service was for more than 180 days, they must apply for reemployment within
90 days following completion of military service.

e If they suffered a service-connected injury or illness and they are hospitalized or convalescing,
they have up to two years following completion of military service to return to their jobs or
apply for reemployment, depending on the length of recovery time required.

If any employees are unable to comply with this reporting schedule through no fault of their own or if
they are injured or recovering from an injury and need an accommodation for specific circumstances
beyond their control, they should speak with the Finance Director as soon as possible to determine if
they are eligible for a reasonable accommodation or additional time to apply for reemployment.
Employees who do not report to work or apply for reemployment within the applicable timeframe will
be subject to the County’s rules about unexcused absences.

Nothing in this policy requires the County to reemploy individuals who are not eligible for
reemployment rights under applicable law.

Seniority Rights After Reemployment

Employees who are eligible for reemployment will be reemployed with the same seniority, and all rights
and benefits based on that seniority, that they would have attained if they had not taken military leave.
Seniority rights include pay and benefits that accrue or are determined based on their length of service.

Discrimination and Retaliation Prohibited

The County prohibits and will not tolerate discrimination or retaliation against any employee or
applicant because of that person's membership in or obligation to perform service for any branch of the
US military. Specifically, no one will be denied employment, reemployment, promotion, or any other
benefit of employment, or be subjected to any adverse employment action based on that person's
membership in or service for any branch of the US military. In addition, no one will be disciplined,
intimidated, or otherwise retaliated against because that person exercised rights under this policy or
applicable law.
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7.9 —VOLUNTEER FIREFIGHTER LEAVE

Employees who are active volunteer firefighters may be permitted by their Department Head to leave
work to respond to fire calls during their regular hours of employment. The County may charge time
spent on an emergency response against an employee's regular pay.

If you are permitted by your Department Head to leave work to respond to a fire call, you may be
permitted to take off the next scheduled work period within 12 hours after that response as an annual
leave or sick leave day without loss of pay if you assisted in fighting the fire for more than four hours. If
you are not entitled to an annual leave or sick leave day, you may be permitted to take unpaid leave.
You are entitled to the same leave if you are an active volunteer firefighter and you worked for more
than four hours as a volunteer firefighter in an emergency in the last day.

The County may require you to submit a written statement from the chief of the volunteer fire
department:

e Verifying that you responded to a fire or were on-call.

e Specifying the date, time, and duration of the emergency fire response.
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SECTION 8.0 - COMPLIANCE

8.1 - FAIR LABOR STANDARDS ACT (FLSA)
Overtime

In accordance with federal wage and hour laws, nonexempt employees are eligible for overtime
compensation for all hours worked over forty (40) in a workweek. Certain executives, and professional
administrative, and professional employees are classified as exempt under federal wage and hour laws
and are, therefore, not eligible for overtime compensation.

Law enforcement and certain public safety employees have their overtime calculated by a different
formula which should be discussed with their Department Heads to determine when they are eligible for
overtime compensation.

Nonexempt employees shall be paid overtime or given compensatory time for all hours worked over
forty (40) during the applicable workweek. The amount of payment for each hour of overtime is
calculated by multiplying the employee’s regular rate of pay by one and one-half (1.5).

Guidelines

Employees shall not work overtime without first receiving the approval of their Supervisor. Any
employee who works overtime without obtaining advance approval of the Supervisor as required may
be subject to disciplinary action, up to and including termination of employment.

Compensatory Time in Lieu of Overtime Pay

A Department Head may elect to offer compensatory time in lieu of overtime pay. The amount of
compensatory time earned is determined by multiplying all time worked over forty (40) hours in a
workweek by one and one-half (1.5).

Employees are encouraged to use their accrued compensatory time when sufficient advance notice is
given and the workplace is not unduly disrupted. Even though the law states that more than eighty (80)
hours of compensatory time may be accrued, Robertson County’s maximum number of compensatory
time hours that an employee may accrue is eighty (80) hours. This eighty (80) hour cap on
compensatory time helps the County control its actual payout liability when employees leave. This
practice also establishes a more accurate accounting of actual operating expenses for the Ambulance
Service and Sheriff Department. Robertson County’s budget allows an affordability factor of only eighty
(80) hours compensation time accrual for all County employees. Any employee who has reached this
maximum shall not work any additional overtime until the employee’s accrued compensatory time has
fallen below the maximum allowed, unless the employee receives advance written authorization and
receives payment in cash for any additional overtime. Robertson County reserves the right at any time
to pay an employee in cash for any or all accrued compensatory time and or to require the employee to
use accumulated compensatory time.

Time Keeping

You are responsible for your time sheet. All time sheet errors should be reported to your Department
Head/Supervisor immediately. All time must be reported to the nearest quarter hour. No one may
record hours worked on another employee’s time sheet. Tampering with another's time sheet is cause
for disciplinary action, including possible dismissal of both employees.
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8.2 - WORKERS COMPENSATION

The Tennessee Worker’s Compensation law is a no-fault insurance plan to compensate employees who
suffer injuries arising out of and in the course and scope of their employment. Robertson County has
chosen to have its employees covered by workers compensation.

Benefits from County During Leave

In the event of illness or injury covered by workers' compensation, you will continue to accrue vacation
time and sick leave. You will not receive holiday pay or funeral pay while on workers' compensation
leave. It is your responsibility during this leave to make your share of the insurance premium payments
each payday to the Finance Department. Failure to do so will result in loss of coverage.

Notice Necessary to Obtain Benefits

All job-related injuries, no matter how slight, must be reported immediately to your Supervisor or
Department Head. The employee must be responsible to inform his Supervisor or Department Head of
all job-related injuries. An original Workers’ Compensation Injury Report must be forwarded to the
Safety Director within twenty-four (24) hours of the time the injury occurred. Failure to do so could
result in loss of benefits. Prompt reporting is essential.

In the event of a claim covered by workers' compensation, Robertson County will pay you for the
remainder of the workday or shift when you become injured or sick. Thereafter, your Department Head
will complete your time sheet and automatically use your sick leave first, then compensatory leave and
then vacation leave to fund your regular scheduled shift or daily gross pay for the next two (2) weeks.
Thereafter, your Department Head will use only your leave benefits to fund one-third (1/3) of your
regular scheduled shift or daily gross pay. One-third (1/3) equals eight (8) hours per shift for employees
who work twenty-four/forty-eight (24/48) hour shifts. One-third (1/3) equals two and one-half (2 1/2)
hours per workday for all employees who work thirty-seven and one-half (37.5) hours. You must inform
your Department Head if you do not want to use your accrued benefits. You will not receive holiday pay
or funeral pay while on workers' compensation leave.
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SECTION 9.0 - OTHER

9.1 - INCLEMENT WEATHER

Department Heads have the authority to officially close their departments due to emergencies or
inclement weather. In the event that an emergency, utility failure, inclement weather, fire or flood
prevents departments from operating, full-time regular employees will receive their regular pay if they
were scheduled to work that day, provided the Department Head officially declares the department is
closed. If a full-time regular employee works part of a day and the department is closed for the
remainder of the day, the employee will receive a full-time regular employee pay for that day.

If an employee is required to work that day, the employee will receive compensatory leave for the hours
the department was closed, so the employee will receive the same benefit as employees who were paid
for the full day but did not work the entire day. If a Supervisor asks an employee to remain at work after
the department has closed because of severe weather conditions, the employee will receive his or her
regular pay for that day and accumulate compensatory leave for the remaining hours that the employee
worked beyond the announced closing time.

9.2 - GIFTS AND GRATUITIES

Employees are prohibited from accepting gifts, money, and gratuities from persons receiving benefits or
services, or from persons performing services or otherwise in a position to benefit from an employee
action. Advance approval from your Department Head is required before you may accept or solicit a gift
of any kind from a citizen or vendor representative.

9.3 - APPROPRIATE APPEARANCE AND ATTIRE

Employees contribute to the corporate culture and reputation of Robertson County in the way they
present themselves. A professional appearance is essential to a favorable impression with the
community. Good grooming and appropriate dress reflect employee pride and inspire confidence on
the part of such persons.

Department Heads may exercise their discretion to determine appropriateness in appearance.
Employees who do not meet a professional standard may be sent home to change. Employees will
receive no more than one (1) hour of pay to return home to abide by policy.

Some basic essentials of appropriate dress include the need for clothing to be neat and clean. A
reasonable standard of dress excludes tight or short pants, tank tops, halter-tops or any extreme in
dress, accessory, fragrances or hair. It is impossible and undesirable to define an absolute code for dress
and fragrances. The County will apply a rule of reason on a case-by-case basis.

Robertson County may make exceptions for special occasions. An employee unsure of what is
appropriate should check with their Department Head or Supervisor.

Robertson County recognizes the importance of its employees’ individually-held religious beliefs. In
accordance with the County’s Religious Accommodation Policy, the County will reasonably
accommodate an employee’s beliefs in terms of workplace attire unless the accommodation creates an
undue hardship.
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9.4 - TRAVEL POLICY

The travel policy of Robertson County is that of the State of Tennessee, except for the following:

e Reimbursement for overnight lodging will be approved only if the lodging site is at least fifty (50)
miles from the Robertson County Courthouse.

e Lodging reimbursement will be for actual costs if the lodging site is the same as the
seminar/meeting site.

e Lodging reimbursement will be for actual costs up to the maximum nightly rate if the lodging
site is not the same as the seminar/meeting site.

e The maximum nightly rate shall be the highest rate listed in the State Travel Policy.

e Total daily meal reimbursement allotment will be the same for each day at the highest
maximum daily rate listed in the State Travel Policy.

Receipts are required for all reimbursements except for meals, parking and tolls. You will be reimbursed
for motel tax, but not sales tax. Therefore, you should obtain some sales tax exemption certificates
from the Finance Department before traveling. This travel policy shall remain in effect until the Finance
Committee issues additional amendments or a separate Robertson County Travel Policy.

9.5. - EMPLOYMENT REFERENCE POLICY

All Department Heads and employees are prohibited from providing any employment information
regarding former or current employees of the County to any third party, including outside agencies,
organizations, and any person not currently employed by the County. If you receive a formal or informal
request for employment information about a former or current employee, you must immediately inform
the Finance Director. The Finance Department will verify a former or current employee's dates of
employment and last position held.

For purposes of this policy, a request for employment information includes a verbal or written request
for:

e Ajob reference.

e Employment verification.

e Information about an individual's job performance, attitude, attendance, or employment
history.

o Any "off the record" information about an individual.

e Arecommendation on LinkedIn or other social media websites.

This list is illustrative only, and not exhaustive. If you receive any request for employment information
regarding former or current employees, you must inform the Finance Department immediately.
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Robertson County Tennessee

Jody Stewart, Finance Director
Finance Department
523 South Brown Street, Springfield, TN 37172
(615) 384-0202 Fuax (615) 384-0237

e =2 P

AGRICULTURE

APPENDIX 1
DISCRIMINATION/HARASSMENT/RETALIATION COMPLAINT FORM

Instructions: Robertson County is committed to providing a work environment free from discrimination,
harassment, and retaliation. The County's Anti-Harassment Policy outlines the County's prohibitions
against discrimination, harassment, and retaliation. These policies can be found in the Employee
Manual.

These policies provide mandatory procedures with options for employees to report prohibited conduct.
One option for reporting discrimination, harassment, or retaliation is to complete this form and provide
it to the Finance Director You are not required to use this form to file a complaint. However, you should
read and be aware of the County’s mandatory reporting procedures, whether you choose to use this
form or not.

Any employee can report discrimination, harassment, and retaliation, whether as a victim or a witness.
Regardless of your experience with the discrimination, harassment, or retaliation, it is important to be as
specific as possible in your complaint so that the County can fully investigate the conduct and take
prompt corrective action as necessary. Include all known information about the complaint, including the
identity of any witnesses with knowledge of the allegations or offenses and any other known evidence
related to the complaint. You are not limited to the space provided. The County encourages you to
attach any additional materials that may assist us in investigating the claim.

To investigate the complaint, the County will need to interview you, those subject to the alleged
discrimination, harassment, or retaliation (if not yourself), the alleged offender(s), and any known
witnesses. However, the County will notify all individuals involved that the investigation is confidential
to the extent permitted by law and make clear that unauthorized disclosures could result in disciplinary
action.

Identify the individual(s) who participated in discrimination, harassment, or retaliation:

Identify the individual(s) subject to the alleged discrimination, harassment, or retaliation:

April 2024 Robertson County Employee Manual 2024 52



Identify (to the best of your knowledge) when the discrimination, harassment, or retaliation occurred. If
it occurred over a period of time or continues to occur, identify that period of time:

Identify why you believe the discrimination, harassment, or retaliation occurred:

Describe in detail the facts that support this complaint (attach additional sheets of paper if necessary):

Has anyone else witnessed the alleged conduct? To the best of your knowledge, please identify those
individuals and describe their scope of knowledge of the alleged conduct:

Are you aware of any other evidence of the alleged conduct (for example, documents, emails, text
messages, videotapes, audiotapes, or other records or materials that substantiate your complaint)? To
the best of your knowledge, please identify and describe any and all existing evidence and attach any
and all existing evidence in your possession to this complaint:
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Did you take any action to try to stop the alleged conduct? If so, please describe the action you took and
what resulted:

Have you previously reported or complained about the alleged conduct or any other discrimination,
harassment, or retaliation while employed by Robertson County? If so, please identify the person you
reported the conduct to, the date of the report, and the resolution:

How would you like to see the situation resolved?

[SIGNATURE PAGE FOLLOWS]
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I acknowledge that | have read and understand the above information. | certify that to the best of my
knowledge, the information | have provided on this form is accurate. | understand and acknowledge that
a copy of this complaint and any attachments may be provided to the alleged offender(s). | also
understand that this complaint and any attachments may be viewed by appropriate administrators and
other witnesses involved in the investigation of this complaint. | am willing to fully cooperate in this
investigation.

Employee Signature Date

Signature of Supervisor or Department Head Date
Reviewing Complaint
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Robertson County Tennessee
Joedy Stewart, Finance irector
Finance Department
523 South Brown Street, Springfield, TN 37172

{615) 384-0202 Fax (615) 384-0237
APPENDIX 2
Employee Grievance Form
Name: Work Site:
Job Title:
Date of alleged violation(s): Date Grievance Filed:

Nature of Grievance: (Include County Employee Policy violated)

Specific Relief Sought:

Date of meeting with Supervisor:

Name of Supervisor:

For Human Resources Use Only
Date Received: Date Meeting Held:

Name of HR Representative:

Summary of Conference:
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Robertson County Tennessee
Jody Stewart, Finance Director
Finance Department
523 South Brown Street, Springfield, TN 37172
(615) 384-0202 Fuax (615) 384-0237

APPENDIX 3
Employee Relations Form

Date of Meeting:

Name of Employee:

Name of Administrator:

Department:

Reason for Meeting: 0 Counseling /Warning/Other
o Verbal Reprimand
O Written Reprimand (Representative of professional association may attend)

Concern/s Addressed:

Directive from Administrator:

Signatures of Attendees:

Name Name

Name Name

*Employee may attach a response to this form. Signature does not indicate admission or agreement.
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Robertson County Tennessee
Jody Stewart, Finance irecior
Finance Department
523 South Brown Street, Springfield, TN 37172

{615) 384-0202 Fax (615) 384-0237
APPENDIX 4
SICK LEAVE DONATION FORM
Name:
Department:

| would like to make the following contribution:

Number of sick leave hours donating:

Recipient Employee’s Name:

Recipient Employee’s Department:

By my signature below, | certify that | have read Robertson County’s Sick Leave Donation Policy
in the Robertson County Employee Manual and understand that once the request has been approved, |
cannot revoke my decision.

| understand that | must agree to donate a minimum of eight (8) hours of sick leave per
recipient. | understand that | may donate no more than (1) eighty (80) hours of sick leave to one
recipient, or (2) one-half of my sick leave balance in effect at the point leave is first deducted from my
balance, whichever is less.

| certify that | am donating this leave of my own free will and understand that any unused
donated leave will be returned to me.

Signature

Date

Received by:

Date
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APPENDIX 5

Receipt & Acknowledgment of Robertson County Employee Manual

The contents of this Manual may be changed at any time at the discretion of Robertson County. No
changes in any benefit, policy, or rule will be made without due consideration the effect such changes
will have on you, as an employee, and on Robertson County.

Please read the following statements and sign below to indicate your receipt and acknowledgment of
the Robertson County Employee Manual.

| have received a copy of the Robertson County Employee Manual. | have read the Employee Manual,
understand it, and agree with its provisions. | understand that the policies, rules and benefits described
in it are subject to change at any time, but only by the Robertson County Commission.

| understand that my employment is terminable “at will,” either by myself or Robertson County,
regardless of the length of my employment or the granting of benefits of any kind.

| understand that no contract of employment other than “at will” has been expressed or implied, and
that no circumstances arising out of my employment will alter my “at will” employment relationship.

| understand that should the content of this Manual be changed in any way, Robertson County may
require an additional signature from me to acknowledge receipt of any new policies.

| understand that my signature below indicates | have read the above statements and have received and
read a copy of the Robertson County Employee Manual.

Employee Name:

Employee Signature:

Date:

Supervisor's Signature:

Date:

A signed original copy of this agreement should be given to your Department Head. It will be filed in
your personnel file maintained by your Department Head.

NOTE: THIS ACKNOWLEDGMENT FORM SHOULD REMAIN IN YOUR MANUAL. ANOTHER FORM WILL BE
PROVIDED FOR FILING WITH YOUR DEPARTMENT HEAD.
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resoLuTiONNO. 031824017
HIGI—IWAY DEPARTMENT RESQLUTION NO. 24-280-03

RESOLUTION MAKING CERTAIN CHANGES IN THE
OFFICIAL MAINTENANCE ROAD LIST AND MAP BUE TO
ANNEXATIONS OF VARIOUS CITIES

WHEREAS, Tennessee Code Annotated, Section 54-10-103, authorizes the Robertson
County legislative body to accept and classify roads; and

WHEREAS, Tennessee Code Annotated, Section 54-10-103, provides; prior to the
County legisiative body classifying a road as provided herein, the County legisiative body shall
receive the recommendation of the Chief Administrative Officer of the County Highway
Department and / or the Robertson: County Private Act so requires the review and
recommendation of the Highway Superintendent and/or the elected Highway Commission; and

WHEREAS, the Highway Commission of Robertson County, assembled in regular
session the 25" day of January, 2024, recognized that since the last adoption of the Official Road
List, that certain roads, or portions of roads previously designated on that list have now become
official public Toads of various cities within Robertson County, as a result of the recent
annexation of those ateas, and that the Robertson County Highway Depariment, as required by
law, has ceased to maintain those roads / portions of roads lying within the various cities, as
described on attachment hereto, and thus the Official Maintenance List and Map should be
changed accordingly, and the Highway Superintendent is in agreement with this
recomnmendation; and

WHEREAS, the Robertson County Regional Planning Comumnission met in regular
session the 22™ day of February, 2024, voted and agreed that the following changes, as described
on attachment hereto, should be made to the Official Maintenance Road List and Map; and

NOW, THEREFORE BE IT RESOLVED by the Board of County Commissjoners of
Robertson County, Tennessee assembled in regular session this 18 day of March, 2024, that the
road or portions of roads, as described on attachment hereto, due to the annexation of the various
cities, and as required by law are not hereafter a part of the Official County Maintenance Road
List and Map.

BE IT FURTHER RESOLVED that this Resolution shall take effect from and after its
passage, the public welfare requiring it.

Pass this the 18" day of March, 2024.

COUNTY COMMISSIONER WILLIAM A. VOGLE, COUNTY MAYOR

ATTEST:

ANGIE H. GROVES, COUNTY CLERK



REMOVING A PORTION !/ ALL OF THE FOLLOWING ROADS FROM THE OFFICIAL COUNTY MAINTENANCE ROAD LIST & MAP DUE TO ANNEXATIONS OF

CITY OF SPRINGFIELD
NDEX ROAD NAME | MLE | FEET BEGINNING ENDING ROW |ROADBED| SURFAGE| TYPE|CLASS]| DIST. | CITY LIMITS
116| D-3 Darrls St 0.07 385 county partion Poplar Ave, £ 21 16’ DBST} 2 9 NIA
346 D-3 Pitt Ave, 0.03 150 Darris St. Springfield limits 30 22! 16 EBST| 2 9 150 off Hightand Stroet
351 D-3 Poplar Ave. 6.07 380 county portion Springfield Himits ag' 23 16" DBST} 2 g 150’ off Highland Street
TOTALS 017 915
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