RESOLUTION 13-09

A RESOLUTION OF THE BOARD OF MAYOR AND ALDERMEN OF THE CITY OF WHITE
HOUSE, TENNESSEE, APPROVING CERTAIN AMENDMENTS AND REVISIONS TO THE
PERSONNEL MANUAL.

WHEREAS, the City maintains a consistent set of adopted rules and procedures for the administration
of personnel matters; and

WHEREAS, the City Administrator is charged with the duty to review the adopted policies and
procedures that govern the City’s personnel system and make recommendations of updates and improvements

to the procedures; and

WHEREAS, the City has engaged the services of a professionally trained Human Resources Director
to advise on personnel matters, including improvements to language contained in the Personnel Manual; and

WHEREAS, this professional has made a number of recommendations to revise the personnel rules
and procedures; and

WHEREAS, the Board of Mayor and Aldermen wish to amend the current personnel manual;

NOW, THEREFORE, the Board of Mayor and Aldermen of the City of White House do hereby
resolve that the Personnel Manual is hereby amended by changing and updating the City of White House
Personnel Manual.

This resolution shall be effective upon passage.

Adopted this 20" day of June 2013.

)

Michael Arnold, Mayor =

ATTEST:

oA

Amanda Brewton, City Recorder
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Guests of the City - Persons with which the City is conducting business, citizens involved in public safety

ride-alongs per departmental policies, persons who the City Department is responsible for fransport in a public

safety setling-ete.

Part-time Employee - An employee appointed to fill a vacancy or a newly created position who works less

than a ferty thirty hour week. Only employees who work more than thirty hours per week are eligible for
benefits,

58. TYPES OF EMPLOYEES

5.8.2. Part-Time Employee. Part-time employees work less than 40 30 hours per week on a regular
basis. Employees hired prior to 7/1/2000 working at least 30 hours a week are eligible for City leave
benefits on a prorated basis according to the actual hours worked. Emplovees-whe-werk-atleast 30
heurs-a-week-are-also-eligiblefor-additional-benefitsthrough-the City-A part-time-employee may be
terminated at any time with or without notice, with or without cause as long as the termination does not
violate existing employment laws.

5.8.3. Temporary Employee and/or-Part-Time-Employee. A temporary employee is an employee
who works full-time but not exceeding three months per term of employment. Temporary employees
receive no benefits except insurance coverage under Workers® Compensation. Temporary and-pasi-
time employees may be terminated at any time during the course of their employment without

recourse.

3.8.5. Volunteers Firefighters: Molunteerfirefishters-are-appointed-by the Eire-Chiefwhen-necessary-
Volunteers are-reimbursed based-on-the“Membership-Points-& Ineentive Program™and receive no

ether compensation or benefits,

Exeept- Volunteer firefighters and reserve police officers receive

coverage under the liability coverage of the City and Workers’ Compensation. All volunteers are
required to sign a waiver of liability form and filed with Human Resources Department.

5.11. PERFORMANCE APPRAISAL / EVALUATION

%&}&mﬂﬁy@&may%&gﬂ%%p&ﬁ@%ﬂ%ﬂﬂi@a%&m&dp@%ﬂé%mﬁéetien af-histher
respective probationany-peried-by-the immediate-supervisor-Annuallyeach-emplovee'sperformance
may-be-formallyreviewed-by-hisherimmediate-supervisor-onece-the-employee-has-served-in-histher
position-for-a-minhnum-of ore (1)-yearat time-of evaluation—The-waritten-evaluation-will-be-discussed
with-the-employee-By-this-means-itis-intended-that-each employee-will have-adeguate-opportunity to
correct-amy-weaknesses-thatmay-hinder satisfactoryjob-performance-Each-written-svaluation—ence
stgned-by-the-employee-will beforwarded-to-Human Resourcesfor-inclusion-in-the-employeels
personneHile-Performance appraisals-should not-be-construed-to-confer-any-right-on-the-part-of the
employes-to-continued-employment—The City reserves-theright-to-alter the-terms-and-conditions-of
employment—neluding the-manner-in-which-performance-is-or-isnet-appraised:
Fhe-overallrating-will be-one-of the-folewing five levels:

Rating

Definiii FReting

Ciolines

Exceptional-extraordinarywell-above
staﬂdai{i——melweemaeh{ews—aH—maym

above-therequ Hememsﬂf-{he—pe%%—

Lse-when-performance-is-exceptionak
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Performance exeeeds-position
Above requirements-Consistenth-meets-allmajor |  Use-when-performance-consistently-exceeds
Standard objeetivesr-producingtigh-qualibwork: standards:
Makes-valuable-contributions-te-the
organization-and-contributes-more-than Exceeds-requirernesnts:
required-share-Takesinitiative beyondob
1esp@ﬂs+b+ﬁhes—ﬁeqm+eswﬂﬂmma4

Saﬂsfaetei—}hmad—eempe’ceﬂ{—ﬁefﬁeamaﬂee«
Selid-Rerformer M@e&s—a%l—pe&-ﬁeﬂﬁaﬂeewmems—aﬂé Bse-whenall-standardsforsuccessial
seme—ebjeeﬂws—exee%eqaﬁemeﬂ%

may-be-deficientin-a-few-but-overall Meets-alirequirenents:
performaneeisselidRequiresmoderate

Tr-generalmeets-performance Ysewhen-performancestandards-ave-generally

Unsatisfaetory aceeptabiity-—Ynable-to-perform-essential | Use-whenperformance-has-been-deteriorating:
@ﬂ%nﬁ—@@ﬁ&&ﬂﬁ@ﬁ—m&y@&%m&&%}e
& : Fatlsto-meetrequirerments:

Formal emplovee evaluations will be conducted annually during the month of January for the
preceding calendar vear. It is expected that each Department Head, Supervisor and/or other
Department designee complete and disseminate evaluations accordingly to respective
employees/direct reports. Each employee is afforded an opportunity to meet “individuatly” with
his/her evajuator to discuss evaluation ratings. Completed/Signed evaluations are then forwarded to
the Department of Human Resources and City Administrator for appropriate review and filing.
Performance appraisals should not be construed to confer any right on the part of the emplovee to
continued employment. The City reserves the right to alter the terms and conditions of employment.
including the manner in which performance is or is not appraised. The appraisal is not final until it has
been reviewed and acted upon by the City Administrator. Employees may appeal their performance
appraisal via the City of White House Grievance/Disciplinary Appeal Form located in the appendix
section of this manual, The employee also has an opportunity to object to the appraisal during the
process on the appraisal form.

Rating Period The annual rating period for pay-for-performance begins hwly January 1 of each year
and ends June-30 of-the-following-year December 31, The supervisor will formally meet with each
employee at the beginning of the rating period. During this meeting, the critical and non-critical
elements and associated performance standards wili be discussed, established and recorded. The
supervisor and employee may meet again during the rating period to discuss progress. At the end of the
rating period, the supervisor and employee will again formally meet to discuss accomplishments and
deficiencies, with results recorded on the performance appraisal form. Means to correct deficiencies
should also be discussed.

Assessiment-The-superviser-or-Department-Head and-employeewillrevievethejob-deseription
together—and-determine-if-the-job-deseription-properly-deseribes-the-duties-and-responsibilities-of the
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position—Job-deseriptions-with-be-amended-or-revised-asnecessary—The supervisor-will alsoreview and
assess-employee-performance-on-sachjob-elementNon-Department-Headswill-be-assessed-en{H
Basie-Performance-Standards-(2)-Additional-Performance-Standardsand-ifin-a-supervisoryrole(3)
Supervisors-Performance-Standards—Department Heads-will-havea-separate-appraisal-formand-may
be-assessed-on-goals-and-objectivesand-performance-atiributes—The-tentativerating-assigned-to-each
section-of-the-appraisal-and-the-overall-performancerating-will be-diseussed-with-the-emplovee:

Lffective Date for Merit. The award of pay for performance will be given as a benus rate increase in
Beeember July following the performance appraisal period as the budget allows.

Upon separation from emplovment, employees are expected to settle all financial balances, oblizations,
debts, etc., for goods and services and other job related expenditures issued and afforded while
employed by the ¢ity. Arrangements should be made with the Department of Human Resources to
ensure timely measures in securing and retrieving due funds. The City of White House has the
authority to deduct owed amounts from regular and final pavroil checks as deemed appropriate.

Emplovees must comply accordingly with City of White House monetary reimbursement requirements
to prevent forfeiture of funds from payroll and final employment checks. Reimbursement is pavable at
the actual and/or existing attached value amount of those said services. items or goods.

Employees refusing to follow established protocol to pay for goods, items and services used and/or
received while in the context of their jobs for both work related or personal usage are subiject to
receiving imposed legal sanctions. fines, ctc., as applicabie to the situation.

Understanding of this policy is acknowledaed by receipt of the City of White House Emplovee

5.18.  SEPARATION REQUIREMENTS
Personnel Manual,
5.198. STAFF REDUCTION POLICY

6.1. HOLIDAYS

All offices of the City of White House, except emergency and necessary operations, will be closed and
employees excused on the holidays listed below. New Non-exempt employees are not eligible for paid
holidays while-serving during their first 90-days probationary-peried of employment.

New Year's Day January 1st

Martin Luther King, Jr. Day 3rd Monday in January
President’s Day 3rd Monday in February

Good Friday Thursday before Easter Sunday
Memorial Day Last Monday in May
Independence Day July 4th

[.abor Day 1st Monday in September
Columbus Day 2nd Monday in October
Veterans Day November 11th

Thanksgiving Day 4th Wednesday in November
Day After Thanksgiving 4th Thursday in November
Holiday Employee Luncheon Half Day on the Last Work Day Before Christmas Eve
Christmas Eve December 24th

Christmas Day December 25"
Fhe-Cigrof-White Howse-foltows-the-SummerCownty-hotida-sehedile:

Resolution 13-09
Page 7 of 16



6.3. ANNUAL VACATION WITH PAY
Eiigibility, Pari-time, Ftemporary and seasonal employees are not eligible for leave.

Termination of Employment. An employee who voluntarily separates from the employment of the
City shall only be paid for his/her unused vacation leave if the employee gives at least two weeks’
written notification and-werks-the-entire-netification-period. For notification of less than two weeks,
the vacation payout shall be forfeited. Vacation leave payout will be at the employee’s straight time
rate of pay. Payment of the unused accrued vacation wili only be made after the return of any issued
City property. Fhe-termination-date-shall-be-the-last-date-worked.

6.4, SICK LEAVE

Edigibility and Waiting Period. Sick leave may only be taken by full-time non-exempt employees
after the satisfactory compietion of 90 days employment and only for the iliness or injury of the
employee, spouse, child or any other FMLA qualifying event. Sick leave benefits will commence on
the first day of such absence and shall continue for as long as sick leave credit remains.

Sick leave hours deducted from an employee's sick ieave accumulation shall be for the number of
regular work hours absent and shall not include holidays and scheduled off days. (Sick time may not be
used to achieve more than the standard hours of pay for their department in a work week or pay
period.) Employees claiming sick leave while on annual leave must support their claim by a doctor's
statement if requested by a Department Head or the City Administrator, When an employee is on
"ieave without pay” for |5 calendar days or more during any calendar month no sick leave
accumulates.

Accrual. Each full-time employee will accrue sick leave at the rate of 3.69 hours per pay penod toa

maximum of 1040 hours, Parttimeemployees-willacerve benefits-on-aprovated-basisa
aciual-hours-werked: Members of the Fire Department working a 24 hour shift will accrue sick leave at

the rate of 5.54 per pay period to a maximum of 1400.

Wemmmdmemmmmmwwmmm

Retirement Credit. An employee who takes regular retirement may be paid for one-half of unused
accrued sick leave allowance to a maximum of 520 hours at the employee's regular straight time rate of
pay in effect as of the date of retirement. Remainder of accrued sick hours will be reported to TCRS
for consideration of retirement credit,

6.14. ELECTION DAY LEAVE

Emplovees are eligible for paid-time-off to vote in-person on Election Day, if:

(1) The employee requests time-off for voting by noon the day before ejection day
(2) The employge’s shift beeins less than three hours after polls open and ends later than 4:00pm
CST.

Department Heads must provide such an emplovee with a reasonable period of time in which (o go
vole, in any event, no more than three hours.

Rule 26 — USE OF CITY OWNED PROPERTY/CELL PHONES
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The personal use of City-owned property is discowaged. City-owned property includes, but is not
limited 1o, use of copiers, fax machines, telephones, computers, business cards, work badges, uniforms,
and logo attire,

Employees issued a City-owned cellular phone due to the nature of their position shail be able to
receive and initiale personal calls. However, should personal minutes or data usage exceed the number
of minutes aliowed by the City’s cellular phone plan, the employee is responsible for reimbursement to
the City for the overage of charges.

Employees shail utilize City owned property only for its intended purpose in accordance with
established procedures and shall not abuse, damage, alter, tamper with, repair uniess authorized, lose,
or allow unauthorized persons to use City~owned property, All city-owned property issued 1o
employees shall be maintained in a proper order. Intentionally defacing or damaging City property is
not permitted. Employees are discouraged from texting information concerning contracts, personnel
status and tort litigation issues. These types of messages must be kept for possible future open public
records requests.

Employees using personal equipment, such as cameras, tape recorders, tape measures, etc., do so at
their own risk and no iability shall extend to the city for the loss or damage of such equipment.

Rule 27 - CARRYING FIREARMS

Employees shall only be allowed to carry firearms in accordance with Federal, State, and local laws
and ordinances. Employees permitted to carry a handsun by the State of Tennessee are required to
give a copy of permit to their department head and to the Human Resources Director. Handgun carry
permit holders carrving a firearm in the workplace must keep their firearm concealed or secured in
their vehicle. Improper display or misuse of a firearm is strictly prohibited. Violation of this policy
will be considered a serious offense and could lead up to termination of employment.

7.4. USE OF CITY VEHICLES AND EQUIPMENT

Employees who are required to be assigned a City-owned vehicle shall use that vehicle in the
execution of their official duties for the City. The vehicle shall be used daity in commuting to and
from their place of employment.

City vehicles and equipment are considered City property, therefore, only approved City employees
are allowed use of the vehicles and equipment, As City property, smoking is not allowed in any City
owned vehicle. Riders who are not employees of the City, or guests of the City (as defined in Section
2 - Definitions) while conducting City business are expressly not allowed. Violations of the City
Vehicle Use policy may result in disciplinary action up to, and including, termination of the
employment, ‘

In some cases, take home use of a City owned vehicle is a fringe benefit and is considered taxable
income. The required daily charge for use of a take home vehicle as issued by the Internal Revenue
Service shall be reported annually by the City on employees’ W-2 forms.

The City of White House emplayees that drive a City-owned vehicle will at all times operate them in a
safe manner, adhering to all local, state, and federal traffic laws. Employees are expected to extend
common driving courtesies to fellow motorists at all times. Employees must possess a valid driver’s
license with the proper endorsements in order to be eligible to operate a City-owned vehicle. Emplover
retains the right to, at any time during employment, verify independently that an employee's driver’s
license remains valid,

The Take Home Vehicle Policy includes, but is not limited to, the provisions below:

7.4.5.1 The following employees are required to commute to and from the workplace in a qualified,
non-personal use vehicle as defined by IRS Reg. § 1.274-5T (k., Reg. § 1.132-5(h)
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s Animal-GContrel-Offieer Scheduled On-Call Detective
= Police K9 Officer

s Police Patrol Division Supervisor
Detective Sergeant

Police Chief

Fire Chief

Fire Marshall

Scheduled on-call ufility worker
Wastewater Collections Supervisor
=  Emergency Response Team

*  Wastewater Superintendent

7.4.5.2 As a general rule, the following are the only employees authorized assignment of a take home
vehicle:

*»  City Administrator
»  Public ¥Werks Service Director
»  Parks Dlrectm

8.1. DISCIPLINARY SYSTEM
PROCEDURE

Administration of Discipline

C. MerbalReprimand Disciplinary Action

1. Verbal Reprimand - [f the employee misconduct is serious or a pattern of minor, repeated,
or multiple acts of misconduct or mistakes, the employee will be reprimanded. A verbal
reprimand is reduced to writing and is used to formally document conduct that does not
comply with accepted standards.

D. An employee, who is the subject of a Disciplinary Hearing or Internal Affairs Investigation, will
be provided all provisions of the Rights of Employees and procedural safeguards provided by

applicable statutory and case law. Emplovees-taking part-in-a-ChiefsHearing-wiltl-be-subleet-to
the-provisions-of GarrityV-New-Jersey,-28218493 - commenly-known-as-the-Garrity-Warning:
8.1, DEPARTMENT HEAD AND SUPERVISORY STAFF RESPONSIBLITIES

Department Head Authority and Responsibiiities

2. As due process prior to making a final disposition of all Internal Affairs Swstained
investigations or other investigation of an employee.

C. Employee Rights — An employee, will be required to read and sign the Rights of
Employees and-Garripp-Warning Forms,
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CITY OF WHITE HOUSE

Employee Name:

Date: Time:

Interview Location:

Interviewer(s):

YOUR RIGHTS
1. Prior to an internal interview concerning allegations of viotations of administrative matters relating to
the official business of the City of White House, the employee shall be advised as follows:
a. The employee is required to answer all questions fully and truthfully,
b, Refusal to comply with an order is a violation of department rules, which will subject the
employee to disciplinary action.
c. Any required self-incriminating information disclosed wili not be used against the employee
in subsequent criminal proceedings.
d. Fheform-thatisknownasthe-GARRITY HARMING -wiil-be-used-for-this-purpose.
2. An employee shall have the right to be represented, at his expense, by an attorney or supervisor who

may, at the request of the employee, be present at all times during the interview, provided such
representation does not result in suspension or delay of the interview for an unreasonable period of
time. The employee representative is limited to acting as an observer of the interview, except that
where the interview focuses on or leads to, evidence of potential criminal activity by the employee,
An employee’s representative may advise and confer with the employee during the interview.

3. Interviews will be conducted by a supervisor employed by the City, of equal rank or above the
employee being interviewed, by a member of the City Law Department or by an agent representing an
outside law enforcement agency.

4, Interviews will be conducted at a reasonable hour, preferably at a time that the employee is on duty,
and shall take place af the office of the interviewer or another location of mutual convenience.

5. There will be no more than three persons conducting the interview and they will be responsible for all
questions directed to the employee.

6. Interview sessions shall be for reasonable periods and shall allow for such personal necessities and rest
periods as are reasonably necessary.

7. Employees under investigation shall not be subjected to offensive language nor threatened with
transfer, dismissal or disciplinary action during an interview. No promise or reward shall be made by
an interviewer as an inducement to answer any question,

8. Interviews will be limited in scope to activities, circumstances, events, conduct or acts, which pertain
to the complaint made.

9. No public statement will be made prior to a final decision being rendered.

Resotution 13-09
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10, No employee shall be compelled to speak or testify before, or be questioned by, any non-governmental
agency, or group not directly involved in the investigation.

i1 No employee shall be required or requested to disclose any item of his property, income, assets, source
of income, debts or personal or domestic expenditures, including those of any member of his family or
household, unless such information is reasonably necessary in investigating a possible conflict of
interest with respect to the performance of his official duties or unless such disclosure is required by
law or reasonably related to the matter under investigation.

I . by my signature below, affirm that [ have been advised of MY
RIGHTS and have had any questions I had explained to me.

Employee Signarure 1D# Date
Witnessing Employee 1D# Date

Resclution 13-09
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City of White House Employee Performance Appraisal

Employee: Department:
Appraisal Period: Job Title:
Appraisal Type: Six Month [ ] Annyal D Other[]
Rating Key: Meets Expectations= M/E Does Not Meet Expectation= DNM/E

Job Perforynance, Knowledge and Skills:

1. Understands and applies job related knowiedge and skills. M/E D DNM/E D
2. Updates skills through education and training. /e ] onmy/E [
3. Adapts to changes in the job, work methods and surroundings. M/E E} DNM/E D
4. Maintains reliable attendance. e onme [
5.  Complies with safety and health policy and procedures. M/E [3 DNM/E E]
6. Work is completed in a timely manner. e ] pnm/E | ]

Communication & interpersonal Skiils:

1. Consistently communicates job-related information. M/E C] DNM/E [3
2. Communicates effectively with co-workers and the public. M/E E] DNM/E D
3. Oral and written communication is dear, accurate and complete. M/E [[] onv/E ]
4. Develops and maintains effective working relationships. M/E D DNM/E [J
5. Demonstrates loyalty and professionalism. e 1 ont/e [
6. Provides effective Customer Sefvice 10 customers. m/e [ onm/e []
Overall Appraisal Rating: m/E [ onmze [}
Comments:

Resolution 13-09
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Employee Status:

Annuzl Performance Appraisal Meets Expectations YES B NO E]
No Disciplinary Suspension issued Duning Evaluation Period YES E} NO m
Daepartrﬁent Training Requirements Met YES E] NO [3
Worked Full 12 Month Evaluation Period ves [] No [

Expected Goals and Objectives for Next Appraisal Period:

Employee Comments:

My signature does not constitute agreement and/or acceptance of this appraisal rating yet serves as formal
acknowledgement of receipt of the information presented.

Empiovee Signature Date
Appraiser Signature Date
Department Head Signature Date
Humian Resources Signature Date
City Administrator Signature Date
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O WHITE - HOUSE
GARRIPVC-WARNING

Ad-this-Hmed-am-geingte-gueston-you-about

Fhis-questionins-coneernsadmtinistrative-matlers-relating-to-the-official business-of-the City of White House1
am-notquestioningsyoufor-the purpese-ef-instituting-a-criminal-prosecution-against-you—During the course-of

this-questioning-evenifyoudo-diselose-information-which-indicates that vou make-be-guilty-of criminal
conduet-neither-your-seH neriminatingstatements-nor-the-fruitsofany-self-ineriminating-statements-youmale

will-be-used-against-you-in-any-erbninal-lepal proceedings:

Since-this-is-an-administrative-matter-and-amy-self-ineriminating-information-you-may-diselose-will-not-be-used
against-you-ir-a-eonrt-oflavyouare- ORDERED-FTO-ANSWER MY -QUESTIONS FULLY-AND
TRUTFHFULEY—This-requirement-is-set-forth-in-ow-Rudes-covering-insuberdination-truthfidnessr-and
complianee-with-lawful-orders:

Hyourefuse-to-answet-my-guestions;-or-th

%&m%@%ﬁ&ﬂ%ﬂ%ﬂ@i@%%m@mmm%d
inetuding-dismissal:

+—Deyewunderstand-what-+-have-just-expiained-to-youl

L—Be-veuhave-any-questons-about-what-Fhave-tast-explained-o you?r youwdo-nobinave-any-guestions
er-when-yout-guestons-are-answereds-please-anthigh- v s

—  ———cby-apsignature-belows-affirm-that Lhave-been-advised-of the
GARRITY- WARDING-and-have had-its-meaning-explained-to-me:

Emnlovea Sicnature 1y Nata

Employes-aigpature Ho Pate

Witneccine Rmnloves 1 Nata

WaHResseIamployves 1D Date
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