State of Tennessee
Cheatham County

RESOLUTION NO. 2019- 21

A RESOLUTION OF THE CITY COUNCIL OF THE TOWN OF
ASHLAND CITY UPDATING A PERSONNEL POLICIES AND
PROCEDURE MANUAL GOVERNING EMPLOYMENT WITH THE
TOWN OF ASHLAND CITY

WHEREAS, the City Council for the Town of Ashland City has adopted an ordinance
establishing a personnel system designed to provide a means to select, develop and
maintain an effective municipal work force; and

WHEREAS, the personnel system ordinance authorizes the Mayor to develop personnel rules
and regulations in the form of an Employee Manual; and

WHEREAS, the personnel system ordinance requires that the Employee Manual shall be
updated with the attached changes.

NOW, THEREFORE BE IT RESOLVED BY THE MAYOR AND COUNCIL OF THE
TOWN OF ASHLAND CITY, TENNESSEE, that the Employee Manual updates and changes,
attached hereto, is hereby approved and adopted and shall replace any previously adopted
sections of the Employee Manual and shall become effective immediately following passage of
this resolution.

We, the undersigned City Council members, meeting in Regular Session on this 10th day of
December, 2019 move the adoption of the above Resolution.
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Councilmember ___ 2 — pe moved to adopt the Resolution.
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Councilmember __ (47 & seconded the motion.

Voting in Favor [ fQ Voting Against ]
Attest:

Mayor Steve Allen C1ty Recorder Kellie Reed, CMC, CMFO




Changes to the Personnel Manual

APPLICATIONS
The Town of Ashland City shall make every effort to attract qualified applicants for various types of
positions. When a vacancy occurs or a position is made available, the department head is to notify the

City Recorder by email of the department vacancy. Salary and or other considerations need to be
discussed prior before posting vacancies.

Applications are only accepted when vacancies exist and will only be considered for specific
positions applied. The Mayor may also provide notice of vacancies in alternate media, including
taped messages, radio announcements, or other methods to ensure effective communication to
someone with disabilities.

Open positions may be advertised internally and externally concurrently. In no situation will an open
position be advertised externally prior to being advertised internally. Open positions will be sent out
via email to all town employees and will also be posted in breakrooms of city buildings. Employees
will have one (1) week prior the position being advertised externally to submit applications. External
advertisements may include publication in the officially designated newspaper, social media, the
town website, and/or other websites based on the position in order to attract qualified applicants.

All employment applications are received at Workforce Essentials in Ashland City. Applications are
given a beginning and end date for receiving and given thorough consideration by the Mayor and/or
Department Head. The Mayor will make reasonable accommeodations in the application process to
applicants with disabilities making a request for such accommodations.

An applicant may be removed from consideration if he/she:

1. Declines an appointment when offered;

2. Cannot be located by the postal authorities — it shall be deemed impossible to so locate an
applicant when a communication mailed at the last known address is returned unclaimed;
. Moves out of the area;
4. Is currently using narcotics, or his/her excessive use of intoxicating liquors will pose a
direct threat to the health and safety of others;

5. Is found to have been convicted of a felony or a misdemeanor involving moral turpitude as
the term is defined by law;

6. Has made a false statement of material fact on the application;
7. Does not file the application within the period specified in the application/examination

announcement or does not use the prescribed form or uses a different format than allowed
as a reasonable accommodation; and/or

8. Does not possess the minimum qualifications.
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Once all applications have been reviewed, an applicant will be notified by either email, telephone, or
mail to set an interview time or notified that their application is not being considered.

BREAKS

Employees working at least an eight (8) hour shift shall have thirty (30) minutes of employer
paid break time. Employees working at least an eight (8) hour shift are required to take an



unpaid thirty (30) minute lunch break during their work day. Employees can choose to take a
thirty (30) minute meal break and two (2) fifteen (15) minute breaks or combine their breaks
with their unpaid lunchbreak for a total of one (1) sixty (60) minute meal break. Employees
working at least a four (4) hour shift shall have a fifteen (15) minute employer paid break.

SICK LEAVE
Each regular full-time employee and regular part-time will accrue sick leave bi-weekly
beginning on the first day after 30 days of employment and continuing until their termination.
An employee shall not accumulate sick time if the employee does not work 30 consecutive
regularly scheduled work days. Sick leave benefits will commence on the first day of such
absence and shall continue for as long as sick leave credit remains,

Generally, employees become eligible to use sick leave in the situations outlined below.

I. Employees are incapacitated by sickness or a non-job-related injury.

2. Employees are seeking medical, dental, optical, or other professional diagnosis or
treatment.

3. Necessary care and attendance of a member of the employee’s immediate family, as
defined in the nepotism section of this employee manual, if approved by the Mayor,
department head, and/or immediate supervisor so authorized to approve such leave.

4. Employees may jeopardize the health of others because they have been exposed to a
contagious disease. This must be certified by a qualified doctor’s certificate.

Employees shall notify their immediate supervisor via text message, phone call, or email at the
earliest possible time prior to the start of their shift but at least one (1) hour prior to the
beginning of their regular work day of their absence due to illness. Every effort shall be made
to notify the supervisor at the earliest possible time.

To prevent abuse of sick leave privilege employees are required to obtain and turn in a doctor’s
note to their immediate supervisor, department head, or mayor for any absence in excess of
three (3) workdays.

Leave deducted from an employee’s sick leave accumulation shall be for a regular workday
and shall not include holidays and scheduled days off. Employees claiming sick leave while
on annual leave must support their claim by a doctor’s statement. When an employee is on
“leave without pay” for fifteen (15) days during any calendar month, no sick leave
accumulates. An employee shall not accumulate sick time if the employee does not work 30
consecutive regularly scheduled work days.

After employees have exhausted their accrued sick leave, “leave without pay” may be granted
at the discretion of the Mayor. Also, employees may be placed on special “leave without pay”,
or they may be terminated if unable to perform their job or another job with or without a
reasonable accommodation. Should employees later be able to return to work, upon
presentation of certification by a doctor, they shall be given preference for employment in a
position for which they are qualified, with a recommendation by the department head and the
approval of the Mayor.



Sick leave does not accrue while on short term or long term disability.

Employees may not borrow against future sick leave or transfer earned sick leave to another
employee. The only allowable transfer would be for the approval of sick bank hours.

BEREAVEMENT LEAVE

Regular full-time and regular part-time employees shall be allowed three (3) days, twenty-four
(24) hours pay for full-time and twelve (12) hours for part time employees, leave with pay for
the death of an employee’s spouse, parents, child, stepchild, grandchild, grandparents, siblings,
stepparents, foster parents, or parents-in-law. An extra day may be allowed when out of state
travel is required, as approved by the employee’s department head and supervisor or the mayor.
Any employee who wishes to take time off for death of family or friends not defined within
this section will be atlowed to take any accumulated paid time off, as defined as compensatory
time, vacation time, or sick leave, for a period not to exceed three (3) days. In the event the
employee does not have enough paid time off employees may seek approval from the mayor
for temporary “leave without pay.”



