
Personnel Committee 

Meeting Minutes 

Personnel;Committee 

Present: Mary Ann Baker, Shane Burton, Stephen Chambers, Rachel Jones, Richard 
Johnson and Steve Whittaker, Tommy McFarland, Rita Crowder, Cindy 
Carmen, Sheriff Ray Russell and Vickie Howard. 
 

Absent: Dewayne Byrd, Coy Dickey and Bill Fergusson. 
 

1. Open Meeting 
 
Richard Johnson opened the meeting at 6:00 P.M. in the absence of Chairman Fergusson and 
explained the purpose of this meeting was to elect officers. Rachel Jones nominated Bill 
Fergusson as Chairman, Seconded by Richard Johnson. 

          MOTION CARRIED  

      Mary Ann Baker nominated Steve Whittaker as Vice Chairman, Seconded by Shane Burton. 

          MOTION CARRIED 

      Richard Johnson nominated Mary Ann Baker as Secretary, Seconded by Steve Whittaker.  

          MOTION CARRIED 

2. New Business 

A. Mayor Chambers advised the Committee that they were working on the Personnel Policy 

and provided copies of some of the changes that were being looked at and hoped to have 

them to Department Heads within the next month or so to review before being given to this 

committee.  

B. Mayor Chambers also provided a copy of the State 401(k) plan that he had been presented 

with and asked members to review for further discussion and noted that this would not cost 

the employer (Trousdale County) anything to participate in.  

3. ADJOURN 

Steve Whittaker made a motion to adjourn the meeting, Seconded by Mary Ann Baker.  
 
          MOTION CARRIED 

  

 



PERSONNEL POLICY CHANGES 

Section II  

A. Regular Full-Time 

This section shall be amended by removing the phrase “thirty-two (32) hours” and instead 
substituting the phrase “thirty (30) hours.” 

Amended to read as: 

Regular full-time employees are individuals employed by the Hartsville/Trousdale Metropolitan 
Government who work at least thirty (30) hours per week and have completed a six (6) month 
probationary period. Regular full-time employees receive full benefits unless specifically 
excluded by the metro charter, code or ordinances. 

Legal requirement Patient Protection and Affordable Care Act 124 STAT. 255, 42 USC 18001, 
§1513(d)(4)(A) 

 Full-time employee.-- 

                    ``(A) In general.--The term `full-time employee'  
                means an employee who is employed on average at least 30  
                hours of service per week. 
 

Section II  

B. Part-Time 

This section shall be amended by removing the phrase “thirty-two” and instead substituting the 
phrase “thirty (30) hours.” 

This section shall be further amended by inserting the phrase “(6)” between the words “six” and 
“month.” 

Amended to read as: 

Part-time employees are individuals who do not work on a daily basis and whose hours are less 
than thirty (30) per week. Part-time employees do not receive the benefits afforded full-time 
employees. A part-time employee promoted to full-time employment shall be allowed to count 
from the first day of part-time employment with the Hartsville/Trousdale County Metro 
Government when determining the fulfillment of the six (6) month probationary period. Said 
employee shall be entitled to all benefits offered. 

 

Section V. 

N. Part-Time Employees 



This section shall be amended by removing the phrase “thirty-two (32) hours” and instead 
substituting the phrase “thirty (30) hours.” 

Amended to read as: 

A part-time employee designation will be used for those employees whose regular assigned work 
schedule is less than thirty (30) hours per week. The benefits set out in this manual are intended 
to apply only to full-time employees. These rules and regulations are not intended to establish 
paid leave of any kind for part-time employees. 

VACATION LEAVE 

Vacation Time from Days to Hours 

Sec. V – Benefits, (D). Vacation Leave 

This section shall be amended by removing the phrase “two weeks (10) days,” and instead 
substituting the phrase “eighty (80) hours.” 

This section shall be amended by removing the phrase “three weeks (15) days,” and instead 
substituting the phrase “one-hundred and twenty (120) hours.” 

This section shall be amended by removing the phrase “10 days” and instead substituting the 
phrase “eighty (80) hours.” 

This section shall be amended by removing the phrase “15 days” and instead substituting the 
phrase “one-hundred and twenty (120) hours.” 

Amended to read as: 

Full-time employees with less than ten (10) years or service shall earn eighty 80 hours of paid 
vacation per year. Full-time employees with ten (10) years or more of service shall earn one-
hundred and twenty (120) hours of paid vacation per calendar year. In no case shall an employee 
be entitled to more than eighty (80) hours of vacation per calendar year for less than ten (10) 
years of services or more than one-hundred and twenty (120) hours per calendar year for ten (10) 
years or more of service. An employee is not eligible to use vacation time until the employee has 
completed six (6) months of service. Part-time employees do not qualify for vacation leave. 
However, part-time employees promoted to full-time status may count their first full day and 
forward of part-time employment with the Hartsville/Trousdale County Government toward the 
fulfillment of the six (6) month probationary period. 

 

Sec. V. (D) Roll Over of Vacation for Full-Time Employees Ending Probation Period 

 

Vacation must be taken in the calendar year with no carry over, except in the event an employee 
becomes eligible to use vacation leave upon completing six (6) months of service on or after the 
first (1st) day of November, and taking leave would create a hardship on the department. The 



department head may request that up to forty (40) hours of the employee’s vacation leave to be 
“rolled over” to the next calendar year, however, the leave so rolled over must be taken within 
the first quarter of the next calendar year. For all other employees, vacation time will be lost if 
not used within the calendar year. 

If changing to Fiscal Year for vacation time, this paragraph is unnecessary. 

Alternative Plan 

Vacation Time from Calendar Year to Fiscal Year (TBD) 

Sec. V – Benefits, (D). Vacation Leave 

In the fist sentence under Subsection D., insert the word “fiscal” after the word “per.” 

In the second sentence under Subsection D., insert the word “fiscal” after the word “per.” 

In the third sentence under Subsection D., delete two instances of the word “calendar” and 
replace with the word “fiscal.” 

Amended to read as: 

Full-time employees with less than ten (10) years of service shall earn two weeks (10 days) of 
paid vacation per fiscal year. Full-time employees with ten (10) years or more of service shall 
earn three weeks (15 days) of paid vacation per fiscal year. In no case shall an employee be 
entitled to more than 10 days vacation per fiscal year for less than ten (10) years services or more 
than 15 days per fiscal year for ten (10) years or more of service. An employee is not eligible to 
use vacation time until the employee has completed six months of service. Part-time employees 
do not qualify for vacation leave. However, part-time employees promoted to full-time status 
may count their first full day and forward of part-time employment with the Hartsville/Trousdale 
county Metro Government toward the fulfillment of the 6 month probationary period. 

Vacation Time Per Fiscal Year (TBD) (Alternative language) 

Sec. V – Benefits, (D). Vacation Leave. 

Insert the following as a new sentence at the end of the first paragraph of Subsection D, 
“Vacation leave must be used within the same fiscal year, and beginning July 1, 2020, vacation 
leave cannot be carried over into the next fiscal year and will be forfeited.” 

Full-time employees with less than ten (10) years of service shall earn two weeks (10 days) of 
paid vacation per year. Full-time employees with ten (10) years or more of service shall earn 
three weeks (15 days) of paid vacation per year. In no case shall an employee be entitled to more 
than 10 days vacation per calendar year for less than ten (10) years services or more than 15 days 
per calendar year for ten (10) years or more of service. An employee is not eligible to use 
vacation time until the employee has completed six months of service. Part-time employees do 
not qualify for vacation leave. However, part-time employees promoted to full-time status may 
count their first full day and forward of part-time employment with the Hartsville/Trousdale 
county Metro Government toward the fulfillment of the 6 month probationary period. Vacation 



leave must be used within the same fiscal year, and beginning July 1, 2020, vacation leave 
cannot be carried over into the next fiscal year and will be forfeited. 

Vacation Time During Two Week Notice Period 

Sec. V - Benefits 

(D). Vacation Leave 

Add as new paragraph to the “Use of Vacation Time” section 

Vacation time cannot be used during a two week notice. If an employee turns in a written two 
week notice employee will be eligible for payout of his/her unused vacation on their last payroll. 
In the event an employee does not give a written two week notice any unused vacation will 
forfeited which is consistent with our separation policy section 1032. (Change effective 9/12/16). 

 

Holiday vs. Sick Leave 

Sec. V (B). Holidays 

Add a bullet point to the end of existing list: 

• An employee on sick leave without a physician’s certificate/note, the day before or the 
day after a holiday, will not receive pay for the holiday. 

Sick Leave 

Sec. V - Benefits 

(E). Sick Leave 

Earning Sick Leave 

This section shall be amended by removing the phrase “one day” and instead substituting the 
phrase “eight (8) hours”. 

Amended to read as: 

Sick leave shall be considered a benefit and privilege and not a right. Full time employees will 
receive full pay during incapacity caused by illness or accident if sick leave is taken. Sick leave 
is earned at the rate of eight (8) hours per month, beginning with the first full month of 
employment as a full-time employee (i.e. 8 hours earned at the end of the first month – these 8 
hours shall be available to use on the first day of the following month). The six-month 
probationary period shall not prevent the accrual of sick leave or use of earned sick leave during 
this time. For retirement purposes, these days can build toward retirement with no maximum. 
This sick leave can be carried from one calendar year to the next. Accumulated sick leave has no 
value except for the purpose granted, and in the event of separation (with the exception of 
retirement) all unused sick leave shall be forfeited. 

Sec. V - Benefits 



(E). Sick Leave 

Documentation of Sick Leave 

This section shall be amended by removing the phrase “three (3) or more consecutive work 
days” and instead substituting the phrase “twenty-four (24) or more consecutive hours”. 

Amended to read as: 

Employees are required to notify the employer as early as possible on the first day of their sick 
leave absence. An employee who claims sick leave and the sickness or injury causes the 
employee to miss twenty-four (24) or more consecutive hours, shall be required to furnish a 
certificate from a medical provider stating the nature of the sickness or injury on the day 
they return to work. The doctor's statement should also provide that said employee has been 
incapacitated from work for the period of his absence, and that he is again physically able to 
perform his duties. 

Sec. V - Benefits 

(E). Sick Leave 

Leave of Absence Without Pay 

This section shall be amended by removing the phrase “ten (10) working days per month.” and 
instead substituting the phrase “eighty (80) working hours per month.” 

Amended to read as: 

After an employee has exhausted his/her accrued sick leave or has not completed the six (6) 
month probationary period, a leave of absence without pay may be granted at the discretion of 
the employer. A leave of absence without pay may also be granted as a reasonable 
accommodation to people with disabilities. The employee may be placed on a special leave 
without pay, or the employee may be terminated if he/she is unable to perform his/her job or 
another job with or without reasonable accommodation. If the employee should be able later to 
return to work, upon presentation of certification by a doctor, he/she shall be given preference 
for employment for which he/she is qualified. During periods of unpaid leave, the employee will 
not accrue vacation or sick leave benefits if in an unpaid leave status for more eighty (80) 
working hours per month. The absence without pay leave shall not extend for a period in excess 
of six (6) months. Benefits will not be paid by the Hartsville/Trousdale Government during 
absence without pay. The employee may pre-pay benefits during this leave period to continue 
coverage. 

Sec. V - Benefits 

(F). Bereavement Leave 

This section shall be amended by removing the phrase “three (3) working days” and instead 
substituting the phrase “twenty-four (24) hours”. 

Amended to read as: 



In case of death in the employee's immediate family, the employee will be given twenty-four 
(24) hours paid leave which will not be charged to vacation leave. Immediate family shall be 
defined as spouse, parent, children, brothers or sisters, mother-in-law, father-in-law, 
grandparents, grandchildren of the employee and legal guardians or dependents. 

Sec. V - Benefits 

(H). Jury and Court Duty 

This section shall be amended by removing the phrase “comp time.” 

Amended to read as: 

The above provisions concerning compensation for time in court do not apply if the employee is 
involved in private litigation. On these occasions, the employee must take vacation leave or leave 
without pay. 

Sec. V - Benefits 

(K). Administrative Leave With Pay 

This section shall be amended by removing the phrase “three (3) working days” and instead 
substituting the phrase “twenty-four (24) working hours”. 

Amended to read as: 

Absence with pay for administrative purposes may be granted by the employer as long as 
funding is available for such leave. Such leave must be for good cause as determined by the 
employer. This leave shall not exceed twenty-four (24) working hours per year unless 
exceptional circumstances exist.  

Vacation time if employee quits in middle of month 

Sec. VI – Separations and Disciplinary Actions 

(A). Types of Separations 

Resignation 

This section shall be amended by adding the following as a new paragraph: 

An employee’s resignation will be effective upon the separation date given in the two (2) week 
notice, or shall be the employee’s last day worked. An employee’s unused vacation leave cannot 
be used to extend the employee’s separation date beyond the separation date given in the two (2) 
week notice or beyond the last day worked. Any unused vacation leave shall be paid out on the 
next payroll date following the date of separation or last day worked. 

 

Documentation of Sick Leave after 3 consecutive work days missed. 

Sec. V - Benefits 



(E). Sick Leave 

Documentation of Sick Leave 

This section shall be amended by removing the phrase “three (3) or more consecutive work 
days” and instead substituting the phrase “twenty-four (24) or more consecutive working hours”. 

This section shall be further amended by adding the following as a new sentence: 

Failure to provide the doctor’s statement shall result in the days missed being considered 
unauthorized absences under Section VI (A), Resignation. 

Amended to read as: 

Employees are required to notify the employer as early as possible on the first day of their sick 
leave absence. An employee who claims sick leave and the sickness or injury causes the 
employee to miss twenty-four (24) or more consecutive working hours, shall be required to 
furnish a certificate from a medical provider stating the nature of the sickness or injury on 
the day they return to work. The doctor's statement should also provide that said employee has 
been incapacitated from work for the period of his absence, and that he is again physically able 
to perform his duties. Failure to provide the doctor’s statement shall result in the days missed 
being considered unauthorized absences under Section VI (A), Resignation. 

Sec. V - Benefits 

(B). Holidays 

This section shall be amended by adding the following as a new bullet point: 

 A holiday is to be paid on the basis of eight (8) hours. (EMS may want something 
different). 

 

More study needs to be done on these 

Administrative Days 

Davidson County Civil Service Rules 

SECTION 4.10 - ADMINISTRATIVE LEAVE WITH PAY 
 

Absence with pay for administrative purposes may be granted by the Appointing Authority only 
when other paid leave is not appropriate. This leave will not exceed five working days per calendar 
year unless approved by the Civil Service Commission. The five working day limit can be extended 
by the Appointing Authority to twenty (20) working days when the employee is on Administrative 
Leave with Pay pending a disciplinary action.  If the time limit reaches 20 days, the appointing 
authority can request to the Human Resources Director for approval of up to an additional 25 days 
to complete the process.  This request must contain justification for the additional time.  Any time 
needed over the 45 day limit must seek approval from the Civil Service Commission. 



Knox County Employee Handbook 

 

Inclement Weather 

Inclement Weather without Official Closing: Inclement weather usually does not warrant closing 
of county offices. Absence due to inclement weather requires you to make a personal judgment 
pertaining to your safety in traveling to and from work. Loss of work time for this reason is 
charged to your accrued compensatory time or annual leave. If you have no compensatory time 
or annual leave, then the time is charged as leave without pay. Official Closings Due to 
Inclement Weather: The County Mayor will decide if Knox County offices will be closed on 
normal workdays during inclement weather. The official outlet for closing information is the 
County’s website, www.knoxcounty.org. Closing information will be posted on the County 
website and on social media before it is distributed anywhere else. Closing information will also 
be given to Knoxville media outlets for publication, if they so choose. Senior Directors or their 
designees may determine closing for departments that work evenings and/or weekends (i.e., 
Library). The County Mayor will also contact your director to inform him/her of the closing and 
each department will have a notification process. If you have any question about an official 
closing, you should contact your immediate supervisor. 

The County Mayor (or designated Senior Directors) will also determine whether certain “critical 
emergency service personnel” must report to work during inclement weather. Such personnel 
may include employees from: Engineering and Public Works Medical Examiner’s Office Health 
Department Information Technology If other employees are needed to assist with services, they 
will be contacted by a supervisor. If you are not required to work during an inclement weather 
closing, you will receive administrative pay for your regularly scheduled working hours during 
the period of closing. If you are among the critical emergency service personnel who must work, 
you will receive wages plus compensatory time for the hours actually worked. If you are not 
scheduled to work during an inclement weather closing, you will not be paid for the closing. If 
you are on annual, sick, or any other leave with pay during the declared times of closing, you 
will receive administrative leave with pay and will not have to charge that time to leave. 

Smith County 

1035  INCLEMENT WEATHER CONDITIONS  
 
Effective Date: November 8, 2010  
 
Smith County believes that employees should use their own judgment in deciding whether to travel 
to work in the event of inclement weather. If you feel driving conditions are too severe to drive, 
notify your supervisor as soon as possible. Employees will be required to use either annual leave 
or compensatory time in order to be paid for time off unless Smith County Government is closed. 
The County Mayor and / or Constitutional Officers will determine whether Smith County 
Government's offices are closed due to inclement weather and if the Mayor or Constitutional 
Officer chooses to close, employees should be granted administrative leave by their department 
head / constitutional officer.  



 

 

Minimum Hours If Called Into Work (request of Commissioner Whittaker) 

 

Sheriff’s Department separate policy 

 

 

 

 

 

 

 
















	ADP80A8.tmp
	SECTION 4.10 - ADMINISTRATIVE LEAVE WITH PAY


