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January 7, 2021 Minutes  Personnel Committee Page 1 

 Employee/Personnel Committee 

Meeting Minutes 
January 7, 2021 at 7:00 P.M. 

Trousdale County Court House & Zoom 

 

Members Present:   Bill Fergusson, Mary Ann Baker, Shane Burton, Coy Dickey, Amber Russell, 

Dwight Jewell and Vickie Howard. 

Members Absent: Gary Walsh, Richard Johnson. 

Others Present: Rene Pridemore, Sheriff Ray Russell, Branden Bellar and Brian King. 

Chairman Bill Fergusson called the meeting to order at 7:01 P.M.  

Mayor Chambers advised the Comptrollers’ Office had directed that before each committee meeting a 

motion be made that due to COVID – 19 the meeting was being held virtually and all votes be done by 

roll call.  

Dwight Jewell made a motion due to COVID -19 this meeting was being held virtually. Seconded by Coy 

Dickey. 

Roll Call Vote – Yes – Bill Fergusson, Shane Burton, Coy Dickey, Amber Russell, Vickie Howard.  

No – None.  

Absent – Gary Walsh and Richard Johnson.  

*Note committee Secretary Mary Ann Baker failed to call Dwight Jewell and her own 

name who both voted yes.  

          MOTION CARRIED 

Review Minutes 

Chairman Fergusson asked the committee to review the minutes from the July 9, 2020 meeting. Amber 

Russell made a motion to approve. Seconded by Shane Burton. 

Roll Call Vote – Yes – Bill Fergusson, Shane Burton, Coy Dickey, Amber Russell, Vickie Howard.  

No – None.  

Absent – Gary Walsh and Richard Johnson.  

*Note committee Secretary Mary Ann Baker failed to call Dwight Jewell and her own 

name who both voted yes.  

          MOTION CARRIED 

   Officer Elections 

 Amber Russell nominated Bill Fergusson for Chairman, no other nominations were made and nominations 

ceased. 

 Roll Call Vote – Yes – Bill Fergusson, Shane Burton, Coy Dickey, Amber Russell, Vickie Howard.  

No – None.  

Absent – Gary Walsh and Richard Johnson.  

*Note committee Secretary Mary Ann Baker failed to call Dwight Jewell and her own 

name who both voted yes.     MOTION CARRIED 
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Shane Burton made a motion for the Vice Chairman and Secretary positions to remain the same which are 

Richard Johnson Vice Chairman and Mary Ann baker Secretary. Seconded by Dwight Jewell. 

Roll Call Vote – Yes – Bill Fergusson, Shane Burton, Coy Dickey, Amber Russell, Vickie Howard.  

No – None.  

Absent – Gary Walsh and Richard Johnson.  

*Note committee Secretary Mary Ann Baker failed to call Dwight Jewell and her own 

name who both voted yes.  

          MOTION CARRIED    

        Discussion Items  

a. Personnel Policy Amendment – COVID -19 Sick – Mayor Chambers advised that in March of 

2020 Congress had passed the families first corona relief act that included an emergency paid 

sick leave for employees due to COVID-19 and This act was set to expire on December 31, 

2020. However, if approved The Hartsville/Trousdale County Government COVID-19 Sick 

Leave Policy (*Attached) would extend emergency sick leave for all full time and part time  

Hartsville/Trousdale County employees due to COVID -19 from January 1, 2021 thru December 

31, 2021.  Coy Dickey made a motion to approve this policy. Seconded by Mary Ann Baker. 

     Roll Call Vote – Yes – Bill Fergusson, Shane Burton, Coy Dickey, Amber Russell, Vickie Howard.  

        No – None.  

        Absent – Gary Walsh and Richard Johnson.  

*Note committee Secretary Mary Ann Baker failed to call Dwight Jewell and her own 

name who both voted yes. 

          MOTION CARRIED 

1) Mayor Chambers asked that the Administrative Leave Policy go back to what the 

Hartsville/Trousdale County had done prior to COVID-19 which allows Department Heads or 

Elected Officials to give employees 3 days paid administrative leave after they had exhausted all 

other time they had.  Amber Russell made a motion to go back to the Administrative Leave 

Policy prior to COVID-19. Seconded by Mary Ann Baker. 

    Roll Call Vote – Yes – Bill Fergusson, Shane Burton, Coy Dickey, Amber Russell, Vickie Howard.  

        No – None.  

        Absent – Gary Walsh and Richard Johnson.  

*Note committee Secretary Mary Ann Baker failed to call Dwight Jewell and her own 

name who both voted yes. 

          MOTION CARRIED 

 Wage Study – Mayor Chambers advised that his office had reached out to 3 consultants for proposals on 

conducting the study and had received them back in mid-December, they were from 

Mike Umphres – Principal Compensation Advantage - $60,678.50 

Larry Russell – Organizational Management Group - $15,500.00 

Steven Thompson – BTA (Burris Thompson & Associates) - $15,590.00 - $18,150.00 

 

After some discussion Shane Burton made a motion to retain BTA (Burris Thompson & 

Associates) to conduct the wage study. Seconded by Amber Russell. 

      Roll Call Vote – Yes – Bill Fergusson, Shane Burton, Coy Dickey, Amber Russell, Vickie Howard.  

        No – None.  

        Absent – Gary Walsh and Richard Johnson.  
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*Note committee Secretary Mary Ann Baker failed to call Dwight Jewell and her own 

name who both voted yes. 

          MOTION CARRIED 

b. Direct Deposit – Chairman Fergusson advised that this is something we would like to do 

however the Hartsville/Trousdale County Employees payroll is currently being done on a current 

basis rather than accrued which would be required to do Direct Deposit and the hard ship this 

might be on the employees to not receive a check for 2 weeks.  

Mayor Chambers advised that current pay means time sheets are collected from employees on 

Wednesday and checks are given to them on Friday, accrued means the employee is paid 2 

weeks after that time sheet is turned in. The problem would be employees not receiving a check 

for a whole month due to the 2 weeks to get to the accrued and 2 weeks to get paid. The only 

way they have seen to cover that gap would be to give the employees a bonus to cover that time 

frame.  

We would also have to find a bank that could do the direct deposit which may require moving 

from Citizens Bank to Wilson Bank & Trust and Wilson Bank & trust would only be able to do 

the direct deposit if we were on an accrued verse current. They are also looking at moving to an 

electronic time sheet system perhaps thru a vendor.  

Amy Thomas mentioned that the current pay period is Thursday thru Wednesday and would like 

to move it to Sunday thru Saturday. Commissioners expressed how they understood employees 

concerns however they wanted to move forward with this to the full County Commission.  

Mayor Chambers expressed that the soonest it could be done would be July 1, 2021 and how will 

it be implemented. He asked the committee what they wanted pass it to the full commission and 

his office continue to work on further recommendations or pick a course of action and move 

forward. Mayor Chambers advised that he had brought it to the Executive committee earlier but 

was told no due to the cost. However, in 2015 the County Commission passed a resolution giving 

the Mayor the authority to put it into place whenever he or she chooses, and no action of a 

committee can override that action of the commission. Commission Jewell advised that this 

committee wanted the Mayors office to tell them the best way to get this done. The Mayor 

advised that his office’s recommendation was to go from current to accrued work with the banks 

to set up the direct deposit whichever one it was Citizens or Wilson and pair with an electronic 

time keeping system and give all employees a bonus to cover the paycheck lapse. Amber Russell   

made the motion to proceed with Mayor Chambers recommendation. Seconded by Mary Ann 

Baker.  

Discussion: Chairman Fergusson asked what the bonus would cost? Mayor Chambers advised 

around $132,000.00.  

Amy Thomas proposed that we do have funding from the Local Government support grant we 

could use if we wanted to implement this in next year’s budget that would need to be approved 

by the County Commission.  

Amber Russell made a motion to amend the motion to include the funding for the bonus would 

come from the Local Government Support Grant. Seconded by Coy Dickey. 

     Roll Call Vote – Yes – Bill Fergusson, Shane Burton, Coy Dickey, Amber Russell, Vickie Howard.  
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        No – None.  

        Absent – Gary Walsh and Richard Johnson.  

*Note committee Secretary Mary Ann Baker failed to call Dwight Jewell and her own 

name who both voted yes. 

          MOTION CARRIED 

Amber Russell   made the motion to proceed with Mayor Chambers recommendation. Seconded 

by Mary Ann Baker.  

       Roll Call Vote – Yes – Bill Fergusson, Shane Burton, Coy Dickey, Amber Russell, Vickie Howard.  

        No – None.  

        Absent – Gary Walsh and Richard Johnson.  

*Note committee Secretary Mary Ann Baker failed to call Dwight Jewell and her own 

name who both voted yes. 

          MOTION CARRIED 

c. Other – Mayor Chambers advised that the personnel policy being worked on would include 

information from the wage study. 

     Public Comment 

 None 

 

     Adjourn 

 Coy Dickey made a motion to adjourn. Seconded by Dwight Jewell.  

 

Meeting was live streamed to the Hartsville/Trousdale County Government Facebook Page and recorded for 

record. 

Minutes submitted by: 

Mary Ann Baker 

January 15, 2021 
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COMPENSATION STUDY 
H A R T S V I L L E / T R O U S D A L E  

C O U N T Y  G O V E R N M E N T  

B U R R I S ,  T H O M P S O N  &  A S S O C I AT E S  |  6 1 5 . 5 0 0 . 7 9 3 1  
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SU MM AR Y O F  
F I ND I NGS  &  
RE CO MM EN D AT IO N S 
 
 
Burris, Thompson & Associates was engaged by the Hartsville/Trousdale County 
Metropolitan Government to complete a pay and classification study.  This 
summary provides an overview of the process and methodology, findings of the 
study, and recommendations for the creation of a pay plan with salary grades and 
steps.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

JULY 2021 
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IN TRO D U CTI ON  
S T U D Y  O B J E C T I V E S  

 Ensure that the County’s pay practices are competitive in order to attract and 
retain the required talent to provide quality services to citizens. 

 Ensure that employees are assigned to the appropriate job title and that their pay 
reflects the complexity and scope of their job responsibilities. 

 Ensure that the County’s ability to pay is considered in compensation practices. 

 Ensure pay is administered in a fair and equitable manner that is not unduly 
complicated. 

 Provide a systematic basis for County Commissioners to evaluate and address pay 
funding or other pay related requests from elected officials and department heads. 

 

S A L A R Y  M A R K E T  D A T A  
 Job Analysis – Reviewed job questionnaires completed by employees; interviewed 

elected officials/department heads; held employee focus group meeting. 

 Public Sector Data – Burris, Thompson & Associates Salary Survey: collected data 
from 11 counties and cities. 

 
Bedford County Lafayette Smith County 
Cumberland County Lebanon Sumner County 
Dickson Macon County Wilson County 
Jackson County Putnam County 

 General Business/Industry Data – for the Cookeville area as a comparable dataset, 
compiled from a nationally published database. 
 
All salary data was projected to July 1, 2021. 

 

D E S I R E D  M A R K E T  P O S I T I O N  
Burris, Thompson & Associates recommends that the County targets the market median, 
particularly in light of the lower-than-average benefit offerings provided to employees. 

The Market Rate for each job is the average of the median public sector and the median 
private sector rates for the job.  For department heads, population was taken into 
consideration to determine the market rate. 

Note: The Market Rate typically represents 5 to 7 years’ time in the job. 
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F I ND I NGS  
J O B  T I T L E S  
The majority of employees are in appropriate job titles.  A few departments appear to use 
job titles generically rather than to acknowledge the distinction between differing job 
responsibilities.  Improper classification of employees results in compensating too much 
for some positions or too little for others.  While paying too little may seem like a cost 
savings, the result is often losing competent and talented individuals who choose to find 
appropriate compensation elsewhere. 
 

S A L A R Y  M A R K E T  I N D E X   
Overall, actual current Hartsville/Trousdale County employee salaries were at 
approximately 89% of their job Market Rate. 

  
  
Employees with salaries below 85% of the job Market Rate are generally considered 
underpaid. 

 

33%

37%

30%

Percent of Employees with 
Salary Market Index in Range

Less than 85% Between 85% and 95% Greater than 95%
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R E C O M M E N D A T I O N S  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

J O B  C L A S S I F I C A T I O N S  
Create separate job classifications in the following departments to differentiate between 
job and, in some instances, supervisory responsibilities: 
 
A M B U L A N C E  /  E M S  
 Current Job: Paramedic 
 New Classifications: Paramedic 
  Shift Supervisor/Battalion Chief 
 
J A I L  
 Current Job: Jailor / Guard 
 New Classifications: Corrections Officer 1 
  Corrections Officer 1 
 
WAT E R  &  S E W E R  
 Current Job: Field Tech 
 New Classifications: Field Tech 1 
  Field Tech 2 
  Field Tech 3 
  Crew Chief 1 
  Crew Chief 2 
  Water Plant Operator 
  Wastewater Plant Operator 
 
 Current Job: Operator 
 New Classifications: Chief Water Plant Operator 
  Wastewater Plant Superintendent 
 
 Current Job: Sewer Plant 
 New Classification: Wastewater Plant Operator 
 
 Current Job: Superintendent 
 New Classifications: Water & Sewer Director 
 

C R E A T E  P A Y  P L A N  
Create pay plan with 15 pay grades, each with 16 pay steps (see Exhibit I) 

 Step 1 to Step 16 “spread” = 41% 
 11.65% difference between pay grades 
 2.35% difference between pay steps 
 Jobs assigned to pay grade for which Step 8 most closely matches Job Market Rate 

(see Exhibit II) 
 Add temporary Phase-in Step 
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R E C O M M E N D A T I O N S  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

E M P L O Y E E  S A L A R Y  A D J U S T M E N T S  
 To Phase-in Step, or 
 To Step closest to current pay rate but not less. 
 General Increase – All employees move one step 
 Average total increase is $1,869 

 
 

C O S T  
 Total 12-month cost = approximately $236,000 (see Table on next page). 
 Could phase in over 12 to 24 months. 
 Going forward, all employees meeting performance expectations move one pay 

step each year. 
 

28%

47%

25%

Percent of Employees with
Salary Adjustment in Range

Less than $1,100 Between $1,100 and $1,900 Greater than $1,900
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RE SUL TS  
Overall average employee Salary Market Index will be 94% of Market Rate 

 14% of employees < 85% 
 35% of employees > 95% 

D e p a r t m e n t  

A v g .  
T e n u r e  
i n  J o b *  
( y e a r s )  

S a l a r y  
M a r k e t  

I n d e x  

T o  
P h a s e -
i n  S t e p  

I n c r e a s e  
A m o u n t  

T o  
C l o s e s t  

S t e p  
I n c r e a s e  
A m o u n t  

G e n e r a l  
I n c r e a s e  
A m o u n t  

T o t a l  
I n c r e a s e  

N e w  
S a l a r y  
I n d e x  

A M B U L A N C E / E M A  2.8 83% $    17,274 $    6,997 $   12,882 $   37,153 89% 

A N I M A L  S H E L T E R  2.8 82%          842 100 891 1,833 86% 
C I R C U I T  C O U R T  
C L E R K  4.2 94% 0 410 1,552 1,962 97% 

C L E R K  A N D  
M A S T E R  2.4 86% 0 700 676 1,376 90% 

C O U N T Y  C L E R K  2.8 93% 0 697 725 1,422 98% 

C O U N T Y  M A Y O R  6.3 96% 810 607 3,124 4,541 99% 
D R U G  T A S K  
F O R C E  17.3 103% 0 1,434 2,192 3,627 107% 

J A I L  2.0 81% 25,060 3,055 14,416 42,531 87% 
J U V E N I L E  
S E R V I C E S  7.5 112% 0 169 798 967 115% 

L I B R A R Y  7.9 83% 1,755 1,441 1,876 5,071 89% 
P L A N N I N G  &  
Z O N I N G  1.6 73% 8,066 0 1,665 9,731 84% 

P U B L I C  W O R K S  3.8 91% 14,192 5,010 9,864 29,066 96% 
R E G I S T E R  O F  
D E E D S  2.5 88% 0 264 415 680 92% 

S E N I O R  C E N T E R /  
L I T T E R  G R A N T  7.8 94% 0 805 1,986 2,791 97% 

S H E R I F F  3.5 96% 0 14,329 23,797 38,126 100% 

T A X  A S S E S S O R  6.6 83% 1,348 0 706 2,054 89% 

T R U S T E E  4.6 79% 1,348 0 706 2,054 85% 
U R B A N  S E R V I C E S  
L A W  7.3 97% 0 2,498 4,777 7,276 100% 

V E T E R A N  
S E R V I C E S  4.9 61% 3,730 0 394 4,124 81% 

W A T E R  &  S E W E R  12.2 91% 10,895 9,877 18,400 39,171 95% 

T O T A L  5.3 88% $  85,320 $  48,393 $  101,842 $  235,556 94% 
 

 
*  Date in Job not available for Water & Sewer Department employees, average tenure shown based on date of Hire. 



HARTSVILLE/TROUSDALE COUNTY METROPOLITAN GOVERNMENT
PROPOSED PAY GRADE and STEP SCHEDULE

EXHIBIT I

Step Increase: 2.35%

Proposed 
Grade

Phase-in 
Step

STEP 1 STEP 2 STEP 3 STEP 4 STEP 5 STEP 6 STEP 7 STEP 8 STEP 9 STEP 10 STEP 11 STEP 12 STEP 13 STEP 14 STEP 15 STEP 16

15 38.85$     39.76$     40.69$       41.65$       42.63$       43.63$       44.66$       45.71$       46.78$     47.88$       49.00$       50.16$       51.33$       52.54$       53.78$       55.04$       56.13$     
44.34$          

14 34.79$     35.61$     36.45$       37.30$       38.18$       39.08$       40.00$       40.94$       41.90$     42.88$       43.89$       44.92$       45.98$       47.06$       48.16$       49.30$       50.27$     
39.71$          

13 31.16$     31.90$     32.64$       33.41$       34.20$       35.00$       35.82$       36.66$       37.53$     38.41$       39.31$       40.23$       41.18$       42.15$       43.14$       44.15$       45.03$     
35.57$          

12 27.91$     28.57$     29.24$       29.93$       30.63$       31.35$       32.09$       32.84$       33.61$     34.40$       35.21$       36.04$       36.88$       37.75$       38.64$       39.55$       40.33$     
31.85$          

11 25.00$     25.59$     26.19$       26.80$       27.43$       28.08$       28.74$       29.41$       30.10$     30.81$       31.54$       32.28$       33.03$       33.81$       34.61$       35.42$       36.12$     
28.53$          

10 22.39$     22.92$     23.45$       24.01$       24.57$       25.15$       25.74$       26.34$       26.96$     27.60$       28.24$       28.91$       29.59$       30.28$       30.99$       31.72$       32.35$     
25.55$          

9 20.05$     20.53$     21.01$       21.50$       22.01$       22.52$       23.05$       23.59$       24.15$     24.72$       25.30$       25.89$       26.50$       27.12$       27.76$       28.41$       28.98$     
22.89$          

8 17.96$     18.38$     18.82$       19.26$       19.71$       20.17$       20.65$       21.13$       21.63$     22.14$       22.66$       23.19$       23.74$       24.29$       24.86$       25.45$       25.95$     
20.50$          

7 16.09$     16.47$     16.85$       17.25$       17.65$       18.07$       18.49$       18.93$       19.37$     19.83$       20.29$       20.77$       21.26$       21.76$       22.27$       22.79$       23.25$     
18.36$          

6 14.41$     14.75$     15.09$       15.45$       15.81$       16.18$       16.56$       16.95$       17.35$     17.76$       18.18$       18.60$       19.04$       19.49$       19.95$       20.41$       20.82$     
16.44$          

5 12.90$     13.21$     13.52$       13.84$       14.16$       14.49$       14.84$       15.18$       15.54$     15.91$       16.28$       16.66$       17.05$       17.45$       17.86$       18.28$       18.65$     
14.73$          

4 11.56$     11.83$     12.11$       12.39$       12.68$       12.98$       13.29$       13.60$       13.92$     14.25$       14.58$       14.92$       15.27$       15.63$       16.00$       16.38$       16.70$     
13.19$          

3 10.35$     10.60$     10.84$       11.10$       11.36$       11.63$       11.90$       12.18$       12.47$     12.76$       13.06$       13.37$       13.68$       14.00$       14.33$       14.67$       14.96$     
11.82$          

2 9.27$       9.49$       9.71$         9.94$         10.18$       10.41$       10.66$       10.91$       11.17$     11.43$       11.70$       11.97$       12.25$       12.54$       12.84$       13.14$       13.40$     
10.58$          

1 8.30$       8.50$       8.70$         8.90$         9.11$         9.33$         9.55$         9.77$         10.00$     10.24$       10.48$       10.72$       10.97$       11.23$       11.50$       11.77$       12.00$     

Burris, Thompson and Associates 7/8/2021



HARTSVILLE/TROUSDALE COUNTY METROPOLITAN GOVERNMENT
PROPOSED JOB GRADE SCHEDULE - WITH JOBS

EXHIBIT II

DEPARTMENT Job Title
FT / PT / 

TEMP 

 Avg 
Market 
Median 

 Proposed 
Grade 

 Structure 
Market 
Index 

 Phase-
in Step  Step 1  Step 2  Step 3  Step 4  Step 5  Step 6  Step 7  Step 8  Step 9  Step 10  Step 11  Step 12  Step 13  Step 14  Step 15  Step 16 

WATER & SEWER Water & Sewer Director FT        40.72 14 1.03         34.79    35.61    36.45    37.30    38.18    39.08    40.00    40.94    41.90    42.88    43.89    44.92    45.98    47.06    48.16    49.30    50.27    

EMA EMS Director FT        36.09 13 1.04         31.16    31.90    32.64    33.41    34.20    35.00    35.82    36.66    37.53    38.41    39.31    40.23    41.18    42.15    43.14    44.15    45.03    

SEWER Wastewater Plant Superintendent FT        34.48 12 0.97         27.91    28.57    29.24    29.93    30.63    31.35    32.09    32.84    33.61    34.40    35.21    36.04    36.88    37.75    38.64    39.55    40.33    

URBAN SERVICES LAW Chief Deputy FT        32.49 12 1.03         27.91    28.57    29.24    29.93    30.63    31.35    32.09    32.84    33.61    34.40    35.21    36.04    36.88    37.75    38.64    39.55    40.33    

PLANNING AND ZONING Bldg. Inspector FT        30.28 11 0.99         25.00    25.59    26.19    26.80    27.43    28.08    28.74    29.41    30.10    30.81    31.54    32.28    33.03    33.81    34.61    35.42    36.12    

CONVENIENCE CENTER  Public Works Director FT - SHRD        30.01 11 1.00         25.00    25.59    26.19    26.80    27.43    28.08    28.74    29.41    30.10    30.81    31.54    32.28    33.03    33.81    34.61    35.42    36.12    

WATER Crew Chief 2 FT        29.56 11 1.02         25.00    25.59    26.19    26.80    27.43    28.08    28.74    29.41    30.10    30.81    31.54    32.28    33.03    33.81    34.61    35.42    36.12    

SHERIFF Lieutenant FT        28.03 10 0.96         22.39    22.92    23.45    24.01    24.57    25.15    25.74    26.34    26.96    27.60    28.24    28.91    29.59    30.28    30.99    31.72    32.35    

JAIL Jail Administrator FT        27.95 10 0.96         22.39    22.92    23.45    24.01    24.57    25.15    25.74    26.34    26.96    27.60    28.24    28.91    29.59    30.28    30.99    31.72    32.35    

WATER Office Manager FT        27.36 10 0.99         22.39    22.92    23.45    24.01    24.57    25.15    25.74    26.34    26.96    27.60    28.24    28.91    29.59    30.28    30.99    31.72    32.35    

WATER Crew Chief 1 FT        26.39 10 1.02         22.39    22.92    23.45    24.01    24.57    25.15    25.74    26.34    26.96    27.60    28.24    28.91    29.59    30.28    30.99    31.72    32.35    

COUNTY MAYOR Executive Assistant / Budget Officer FT        25.95 10 1.04         22.39    22.92    23.45    24.01    24.57    25.15    25.74    26.34    26.96    27.60    28.24    28.91    29.59    30.28    30.99    31.72    32.35    

JAIL Lieutenant - Jail FT        24.67 9 0.98         20.05    20.53    21.01    21.50    22.01    22.52    23.05    23.59    24.15    24.72    25.30    25.89    26.50    27.12    27.76    28.41    28.98    

EMA Deputy Director PT        24.47 9 0.99         20.05    20.53    21.01    21.50    22.01    22.52    23.05    23.59    24.15    24.72    25.30    25.89    26.50    27.12    27.76    28.41    28.98    

DRUG TASK FORCE Sergeant/Drug Enforcement Agent FT        24.38 9 0.99         20.05    20.53    21.01    21.50    22.01    22.52    23.05    23.59    24.15    24.72    25.30    25.89    26.50    27.12    27.76    28.41    28.98    

SHERIFF Patrol Sergeant FT        24.38 9 0.99         20.05    20.53    21.01    21.50    22.01    22.52    23.05    23.59    24.15    24.72    25.30    25.89    26.50    27.12    27.76    28.41    28.98    

SHERIFF Courtroom Security - Sergeant FT        24.38 9 0.99         20.05    20.53    21.01    21.50    22.01    22.52    23.05    23.59    24.15    24.72    25.30    25.89    26.50    27.12    27.76    28.41    28.98    

WATER Chief Water Plant Operator FT        24.01 9 1.01         20.05    20.53    21.01    21.50    22.01    22.52    23.05    23.59    24.15    24.72    25.30    25.89    26.50    27.12    27.76    28.41    28.98    

JAIL Sergeant - Jail FT        22.62 8 0.96         17.96    18.38    18.82    19.26    19.71    20.17    20.65    21.13    21.63    22.14    22.66    23.19    23.74    24.29    24.86    25.45    25.95    

URBAN SERVICES SANITATION Diesel Mechanic FT        22.13 8 0.98         17.96    18.38    18.82    19.26    19.71    20.17    20.65    21.13    21.63    22.14    22.66    23.19    23.74    24.29    24.86    25.45    25.95    

AMBULANCE Shift Supervisor (Battalion Chief) FT        21.85 8 0.99         17.96    18.38    18.82    19.26    19.71    20.17    20.65    21.13    21.63    22.14    22.66    23.19    23.74    24.29    24.86    25.45    25.95    

SEWER Wastewater Plant Operator FT        21.79 8 0.99         17.96    18.38    18.82    19.26    19.71    20.17    20.65    21.13    21.63    22.14    22.66    23.19    23.74    24.29    24.86    25.45    25.95    

WATER Water Plant Operator FT        21.44 8 1.01         17.96    18.38    18.82    19.26    19.71    20.17    20.65    21.13    21.63    22.14    22.66    23.19    23.74    24.29    24.86    25.45    25.95    

SENIOR CENTER Senior Center Director FT - SHRD        21.30 8 1.02         17.96    18.38    18.82    19.26    19.71    20.17    20.65    21.13    21.63    22.14    22.66    23.19    23.74    24.29    24.86    25.45    25.95    

VETERAN SERVICES Veteran Services Officer PT        20.43 7 0.95         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

RURAL RECYCLING Driver - Inmate Crew FT        19.56 7 0.99         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

JUVENILE SERVICES Youth Services Officer FT        19.32 7 1.00         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

WATER Field Tech 3 FT        19.80 7 0.98         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

WATER Admin. Asst/Bookkeeper FT        19.09 7 1.01         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

JAIL Corrections Officer 2 FT        19.00 7 1.02         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

LIBRARY Library Director FT        18.97 7 1.02         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

URBAN SERVICES LAW K9 Deputy FT        18.67 7 1.04         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

SHERIFF Patrol Deputy FT        18.67 7 1.04         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

SHERIFF Deputy/School Resource Officer FT        18.67 7 1.04         16.09    16.47    16.85    17.25    17.65    18.07    18.49    18.93    19.37    19.83    20.29    20.77    21.26    21.76    22.27    22.79    23.25    

PLANNING AND ZONING Administrative Assistant - P&Z PT        17.74 6 0.98         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

CIRCUIT COURT CLERK Deputy Circuit Court Clerk / Bookkeeper FT        17.70 6 0.98         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

WATER Field Tech 2 FT        17.61 6 0.99         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

COUNTY MAYOR HR Coordinator / Admin. Asst. FT        17.60 6 0.99         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

Burris, Thompson and Associates  7/8/2021



HARTSVILLE/TROUSDALE COUNTY METROPOLITAN GOVERNMENT
PROPOSED JOB GRADE SCHEDULE - WITH JOBS

EXHIBIT II

DEPARTMENT Job Title
FT / PT / 

TEMP 

 Avg 
Market 
Median 

 Proposed 
Grade 

 Structure 
Market 
Index 

 Phase-
in Step  Step 1  Step 2  Step 3  Step 4  Step 5  Step 6  Step 7  Step 8  Step 9  Step 10  Step 11  Step 12  Step 13  Step 14  Step 15  Step 16 

CONVENIENCE CENTER Driver FT/PT        17.46 6 0.99         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

AMBULANCE EMS Billing Clerk FT        17.45 6 0.99         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

DRUG TASK FORCE Administrative Assistant - DTF FT        17.43 6 1.00         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

SHERIFF Dispatcher FT        17.42 6 1.00         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

SWIMMING POOL Swimming Pool Manager SEAS        17.40 6 1.00         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

TRUSTEE Deputy Clerk - Trustee's Office FT        17.32 6 1.00         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

COUNTY MAYOR Accts. Payable / Payroll FT        17.24 6 1.01         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

WATER Billing Clerk FT/PT        17.12 6 1.01         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

SHERIFF Records Clerk FT        17.04 6 1.02         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

JAIL Corrections Officer 1 FT        16.96 6 1.02         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

CONVENIENCE CENTER Maintenance FT        17.34 6 1.00         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

JAIL Workhouse FT        16.96 6 1.02         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

SHERIFF Courtroom Security - Part-time PT        16.96 6 1.02         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

AMBULANCE Paramedic FT/PRN        16.77 6 1.03         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

TAX ASSESSOR Deputy Clerk - Tax Assessor's Office FT        16.58 6 1.05         14.41    14.75    15.09    15.45    15.81    16.18    16.56    16.95    17.35    17.76    18.18    18.60    19.04    19.49    19.95    20.41    20.82    

ANIMAL SHELTER Dept. Head FT        15.98 5 0.97         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

REGISTER OF DEEDS Deputy Clerk - Register of Deeds PT        15.84 5 0.98         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

WATER Field Tech 1 FT/PT        15.81 5 0.98         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

CIRCUIT COURT CLERK Deputy Circuit Court Clerk FT        15.74 5 0.99         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

CLERK AND MASTER Deputy Clerk and Master FT        15.74 5 0.99         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

AMBULANCE AEMT FT        15.63 5 0.99         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

CONVENIENCE CENTER Administrative Assistant - PW FT        15.56 5 1.00         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

COUNTY CLERK Deputy County Clerk FT        15.52 5 1.00         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

COUNTY MAYOR File Clerk PT        15.41 5 1.01         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

SWIMMING POOL Swimming Pool Assistant Manager SEAS        15.36 5 1.01         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

SENIOR CENTER/LITTER GRANT Senior Center Activities & Litter Education Coordinator FT - SHRD        15.31 5 1.01         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

LIBRARY Outreach Librarian FT        14.95 5 1.04         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

JUDICIAL COMMISSIONERS Judicial Commissioner FT        14.75 5 1.05         12.90    13.21    13.52    13.84    14.16    14.49    14.84    15.18    15.54    15.91    16.28    16.66    17.05    17.45    17.86    18.28    18.65    

AMBULANCE Basic EMT FT        14.21 4 0.98         11.56    11.83    12.11    12.39    12.68    12.98    13.29    13.60    13.92    14.25    14.58    14.92    15.27    15.63    16.00    16.38    16.70    

LIBRARY Library Assistant FT        13.87 4 1.00         11.56    11.83    12.11    12.39    12.68    12.98    13.29    13.60    13.92    14.25    14.58    14.92    15.27    15.63    16.00    16.38    16.70    

PARKS AND REC Groundskeeper FT        13.14 3 0.95         10.35    10.60    10.84    11.10    11.36    11.63    11.90    12.18    12.47    12.76    13.06    13.37    13.68    14.00    14.33    14.67    14.96    

CONVENIENCE CENTER Laborer FT        12.74 3 0.98         10.35    10.60    10.84    11.10    11.36    11.63    11.90    12.18    12.47    12.76    13.06    13.37    13.68    14.00    14.33    14.67    14.96    

COUNTY BUILDINGS Custodian PT        12.78 3 0.98         10.35    10.60    10.84    11.10    11.36    11.63    11.90    12.18    12.47    12.76    13.06    13.37    13.68    14.00    14.33    14.67    14.96    

ANIMAL SHELTER Assistant PT        12.24 3 1.02         10.35    10.60    10.84    11.10    11.36    11.63    11.90    12.18    12.47    12.76    13.06    13.37    13.68    14.00    14.33    14.67    14.96    

SWIMMING POOL Lifeguard SEAS        10.99 2 1.02         9.27      9.49      9.71      9.94      10.18    10.41    10.66    10.91    11.17    11.43    11.70    11.97    12.25    12.54    12.84    13.14    13.40    

CONVENIENCE CENTER Attendant FT/PT        11.07 2 1.01         9.27      9.49      9.71      9.94      10.18    10.41    10.66    10.91    11.17    11.43    11.70    11.97    12.25    12.54    12.84    13.14    13.40    

Average Structure Market Index 1.00         

Median Structure Market Index 1.00         

Burris, Thompson and Associates  7/8/2021
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SUMMARY  
 
 
Hartsville/Trousdale County in the northern part of middle 
Tennessee is one of only three counties in Tennessee with a 
consolidated city-county government in the state.  It is 
Tennessee’s smallest county by size and is located within an 
hour’s drive of the state’s capital, Nashville. 
 
The estimated population of Trousdale County as of July 
2019 was 11,012,[1] a 40% increase from the population in 
2010. 
 
Larger communities nearby (within about 25 miles) with 
which Hartsville/Trousdale County may have to compete to 
attract and retain its employees include Gallatin, 
Hendersonville, Mount Juliet, and Lebanon.   
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F INDINGS  

 
H E A LT H  I N S U R A N C E  
O P T I O N S  

• Networks:  

1. Blue Cross Blue Shield 

2. Cigna Local + 

3. Cigna Open Access 

• Plan choices: 

1. Premier PPO 

2. Standard PPO 

3. Limited PPO 

4. Local CDHP/HSA 
 

 
H E A L T H  I N S U R A N C E  
According to a recent SHRM survey, the majority of employers identify 
healthcare as the most important benefit to the workforce, followed closely 
by retirement benefits.  Costs of health insurance coverage for both 
employers and employees has increased considerably, twice as fast as 
workers’ earnings and three times as fast as inflation since 2008.[2] 
 
Per that same survey, 85% of organizations offer a Preferred Provider 
Organization (PPO) insurance plan, but High Deductible Health plans (HDHPs) 
linked with health savings accounts (HSAs) and health reimbursement 
arrangements (HRAs) continue to grow, with more than half (59%) of 
organizations reporting at least one HDHP offering.  Healthcare spending 
accounts remain popular and are offered by approximately 68% of 
employers.[2] 
 
Hartsville/Trousdale County (HTC) participates in the Tennessee State Group 
Insurance Program which provides employees with three different insurance 
carrier networks and four different health insurance plan options.  For 
purposes of this report, we have limited our observations to the most 
popularly selected health plan for HTC employees, the Limited PPO, and the 
HDHP.  Data for health insurance coverage comparing HTC to typical coverage 
provided by other employers is summarized in the Appendix. 
 
HTC employees contribute less than the typical employee toward employee 
only coverage compared to the surveys.  However, employee premiums for 
family coverage are 39% to 54% higher than the average. 
 
Office visit co-pays and deductibles are slightly higher than the average.  The 
70%/30% coinsurance of these two plans falls short of the typical practice of 
80%/20% coinsurance.  Although it is noted HTC does offer another plan 
which provides the 80%/20% coinsurance coverage. 
 
Over half (58%) of BTA’s surveyed employers offering HDHP plans also 
contributed to employees’ HSA or HRA accounts – an average of $1,794 for 
individual coverage.  HTC makes no contributions to an HSA account on 
behalf of its employees. 
 
Overall, HTC’s most popular (the Limited PPO) and HDHP plans are less 
generous than market practice.  While employees contribute less toward 
premiums for individual coverage than is typical, out-of-pocket costs toward 
care are higher than the average.  
 
The continuing trend in rising healthcare costs resulting in an approximately 
40% increase in health insurance premiums over the past decade has left little 
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choice for employers but to pass on at least some of the cost increase to 
employees in the form of larger employee contributions.  This movement is 
expected to continue for the foreseeable future.  A more recent trend is the 
increasing prevalence of High Deductible Health Plans (HDHPs) paired with 
either a Health Savings Account (HSA) or Health Reimbursement Account 
(HRA). In 2020, 62% of companies offering health benefits offered one or 
more HDHP plans.[3] 
 

 
D E N TA L  I N S U R A N C E  
O P T I O N S  

• Cigna Prepaid 

• MetLife DPPO 
 

 
D E N T A L  I N S U R A N C E   
Dental coverage is provided by most employers – 97% of employers who 
provide health benefits provide dental insurance.[2]  Four key types of dental 
benefit products are available in today’s market: dental Health Maintenance 
Organizations (DHMOs), dental Preferred Provider Organizations (DPPOs), 
dental indemnity plans, and discount dental plans.  Today, 87% of all 
commercial dental policies are DPPOs.[4] 
 
As a participant in the Tennessee State Group Insurance Program, HTC 
provides two options for its employees: Cigna Prepaid, a DHMO plan, and 
MetLife DPPO.  Both provide routine cleanings and examinations at no charge 
with either copays (Cigna) or coinsurance (MetLife) for other services 
dependent upon the service required.   
 
HTC’s plans compare favorably to plans offered by other employers. 
 

 
V I S I O N  I N S U R A N C E  
O P T I O N S  

• Davis Vision Basic 

• Davis Vision Extended 
 

 
V I S I O N  I N S U R A N C E   
Coverage for eye care typically is basic and limited to one eye exam per year, 
a pair of frames every other year, and lenses each year.  Generally, the 
insured can opt for contact lenses instead of glasses.  Participants may be 
eligible for a discount on Lasik/refractive surgery and even on hearing aids.   
 
HTC, under the Tennessee State Group Insurance Program, provides both a 
basic and extended coverage plan for its employees.  Under the extended 
plan, employees have an expanded selection of frames from which to choose 
and lower out of pocket costs for certain lens treatments and/or selections. 
 
HTC’s plans compare favorably to plans offered by other employers. 
 



ANNUAL REVIEW | 5 

  
 

 

 

 
V A C A T I O N  
HTC’s vacation leave policy would be viewed by most to be slightly less 
generous than typical practice (see table below).   
 

Y E A R S  
S E R V I C E  

D AY S  E A R N E D  

B E N C H M A R K  S T A T E / L O C  G O V  H T C  

1 Year 10 11 10 

5 Years 10 14 10 

7 Years 15 14 10 

10 Years 15 17 15 

12 Years 20 17 15 

20 Years 25 21 15 

 
HTC’s vacation accrual maximizes at 10 years with a total of 15 days per year.  
The majority of public sector employers (83%) have more generous policies 
providing 20 days per year, and 38% grant as many as 25 days. 
 
Among public sector employers surveyed by BTA, the maximum number of 
unused vacation days that can be carried forward varies – 240 or 360 days 
probably the most typical.  HTC does not allow employees to carry over 
unused vacation days.  Any unused vacation days are lost.  This provision is 
less generous that typical practice among public sector employers. 
 

 

 

 
S I C K / P E R S O N A L  L E A V E  
Public sector employees typically accrue 12 days of sick leave per year – 
private sector employers generally offer considerably fewer days, on average 
5 days per year.  Most employers allow employees to accumulate unused sick 
days and carry them forward.  There may be some limit to the number of 
unused sick days that can be accumulated.  In the public sector, sixty, ninety 
or 180-day limits are not unusual – most have no limit.  Private sector 
employers again are not so generous, on average allowing only a maximum of 
30 days of sick leave to be accumulated.   
 
Some Tennessee municipalities take advantage of the option of allowing 
unused sick days to be rolled into the TCRS retirement plan upon retirement. 
 
A growing trend in the private sector, and with a number of public sector 
employers, is to combine vacation leave, sick leave, and personal days into a 
single policy called a “Paid Time Off” or PTO policy.  The combined plan rarely 
provides an equivalent number of paid days off as its predecessor plans 
would have separately (if all vacation, sick, and personal days were used each 
year).  However, recordkeeping is considered much simpler for the PTO plan 
as only one “bank” of days is necessary.  Most employers, nearly 70%, allow 
employees to carry over unused days to the following year, and, unlike sick 
days, any earned, but unused days must be paid to the employee at 
termination. 
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HTC provides for accrual of one day of sick leave every month beginning with 
the first full month of employment as a full-time employee.  Unused sick time 
can be carried over each year with no limit on the number of days 
accumulated.  Unused sick days are rolled into the TCRS retirement plan upon 
retirement. 
 
HTC’s sick leave policy matches market practice of the public sector and is 
more generous than typical practice among private sector employers. 
 

 

 

 
D I S A B I L I T Y  I N S U R A N C E  
Many municipalities rely on accumulated sick leave to provide short- and 
long-term disability income protection (i.e., they do not provide any other 
STD or LTD coverage).  Thus, high limits on the number of days allowed to be 
rolled over are common (sixty, ninety, and 180 days as mentioned above).  
However, employees who regularly use all or most of their sick days each year 
end up with no disability income protection if the employer does not provide 
STD or LTD coverage.  We identify this as a benefit package shortcoming. 
 
HTC offers separate short- and long-term disability insurance as an employee 
paid option, but does not contribute to this benefit on behalf of employees.  
For those employees who are vested, TCRS provides disability benefits under 
the retirement plan based on the benefit calculation of the plan. 
 

 
 

 
R E T I R E M E N T  P R O G R A M  
TCRS added a 401(k) defined contribution option to the retirement plan 
available to political subdivisions of the state.  With the implementation of 
this feature, TCRS becomes a robust hybrid plan as it maintains the existing 
defined benefit plan while adding a flexible 401(k) plan option.   
 
In the private sector, defined benefit plans have become very rare, only 15% 
of workers have access to this type of plan.  Defined benefit plans are 
complex and costs to maintain and fund them have increased significantly 
due to legislation and the economic climate.  Private sector employers find it 
easier and less costly to move to defined contribution 401(k) plans and, in 
2020, 64% of private industry workers had access to a defined contribution 
plan through their employer6.   
 
One advantage to the defined contribution plan is that the employer 
contribution is just that: defined.  A defined benefit plan’s contribution is an 
actuarially determined annual contribution that is affected by interest rates 
and the fluctuation of investments in the plan’s trust account.  In a defined 
contribution plan, the employer generally has a set matching contribution 
that is determined based on a maximum percentage of each employee’s pay 
that the employee contributes to the plan.  In those plans that do offer a 
match, the contributions typically range from 3% to 6% of pay, with the 
average match in 2019 at 4.7% of pay7. 
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The retirement picture for public sector employees is somewhat opposite 
than their private sector counterparts.  In the public sector, the defined 
benefit plan remains the plan of choice, with 86% of state and government 
workers having access to defined benefit plans in 2020.  Only 37% have access 
to defined contribution plans.  Among surveyed cities and counties in 
Tennessee, 68% participate in the TCRS 5% contributory plan and 29% 
participate in the non-contributory option.  Only two of those surveyed have 
adopted the 401(k) option. 
 
HTC participates in the Tennessee Consolidated Retirement System (TCRS) 
defined benefit plan.  Employees contribute 5% of salary toward funding the 
plan.  HTC’s contribution is actuarially determined and varies each year. 
 

 

 

 
B E N E F I T S  E V A L U A T I O N  
The competitiveness of HTC’s benefits package is summarized in the table 
below.  Overall, HTC’s benefits package is less generous than the typical 
Tennessee municipality.  The dental and vision insurance, sick leave, short-
term disability, and retirement benefit policies are programs are equivalent 
with the average offerings.  However, health care is more costly (other than 
the individual employee premium), the vacation policy is less generous, and 
there is no long-term disability available to employees. 
 

B E N E F I T S  P R O G R A M  R AT I N G  

B E N E F I T  R A T I N G  

Health Insurance 3 

Dental Insurance 5 

Vision Insurance 5 

Vacation 3 

Sick/Personal Leave 5 

Short-Term Disability 4 

Long-Term Disability 3 

Retirement 5 

Overall 4.5 

 Benefits rated on 1 to 9 scale with 5 indicating comparable to  
typical employer, 1 = one of the least generous employers, and 
9 = one of the most generous employers. 
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METHODOLOGY  
Hartsville/Trousdale County health insurance, dental, vision, vacation, sick 
leave, disability, and retirement benefits were compared to market data for 
all U.S. employers (KFF) and to BTA’s 2020 Public Sector Benefits Practices 
survey.  The BTA Benefits Practices survey includes data from 41 
municipalities from Tennessee, southern Kentucky, and northern Alabama.  
Where appropriate, data from the survey was segregated to exclude all non-
Tennessee participants.  Statistical data regarding typical participation, plan 
types and coverages was pulled from a number of sources as referenced 
below. 
 
 
 
 

R E F E R E N C E S  
1 United States Census Bureau, Quick Facts. census.gov Retrieved 

March 15, 2021. 

2 SHRM Employee Benefits 2019. Society of Human Resource 
Management. June 2019. 

3 Employer Health Benefits 2020 Annual Survey. KFF. kff.org October 
2020. 

4 Industry Overview. whydental.org Retrieved March 16, 2021. 

5 United States Bureau of Labor Statistics, National Compensation 
Survey: Employee Benefits in the United States, March 2017. bls.gov 
Retrieved March 16, 2021. 

6 United States Bureau of Labor Statistics, National Compensation 
Survey. bls.gov Retrieved March 23, 2021. 

7 Adamczyk, Alicia (2019-06-10) “The average employer 401(k) match is 
at an all-time high – see how yours compares.” CNBC Retrieved 
March 23, 2021.  
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A P P E N D I X   

H E A L T H  I N S U R A N C E  M A R K E T  C O M P A R I S O N  

P L A N  F E AT U R E  

M O S T  P O P U L A R  P L A N  H D H P  w i t h  H S A / H R A  

Tr o u s d a l e  B e n c h m a r k  K F F  Tr o u s d a l e  B e n c h m a r k  K F F  

E M P L O Y E E  P R E M I U M S :  
 Bi-weekly amounts: 

Employee Only Coverage 1 $0.00 - $20.00 $31.35 $54.58 $0.00 $18.90 $40.81 

Family Coverage 
 (Employee + Spouse + 

Children) 
$433.00 – $473.00 $223.55 $231.42 $363.50 - $403.50 $220.57 $186.62 

H E A L T H  P L A N  P R O V I S I O N S :  

Office Visit Co-Pay 2 
 Primary Care Physician 

$35 $28 $26 
30% coinsurance 

subject to 
deductible 

$30 3 $28 

Deductible 
 Individual 
 Family 

 
$1,800 
$3,600 

 
$1,641 
$3,534 

 
$1,204 
$2,716 

 
$2,000 
$4,000 

 
$2,775 
$5,783 

 
$2,303 
$4,552 

Coinsurance 
 (Hospitalization) 

70%/30% 82.4%/17.6% 80%/20% 70%/30% 80%/20% 80%/20% 

HSA/HRA Plan 
 Employer Contribution? 

N/A 
35% of non  
HDHP plans 

8% 4 None 
58% that offer 

HDHP 
20% 5 

 Employer Avg. Annual 
Contribution to HSA/HRA 

 (Employee Only) 
N/A $1,006 HRA: $1,276 $0.00 $1,794 HSA: $550 

 

1 Twenty-nine percent of respondents provide employee coverage at no cost to the employee. 
2 Nearly a third of our respondents (32%) do not implement cost sharing with the employee until after the deductible is met. 
3 It is more common for participants in HDHP plans to have coinsurance (62%) than copayments for office visits once the deductible is met. 
4 Among companies offering health benefits, 8% offer a plan with an HRA option.  In the KFF study, these plans had a minimum deductible of $1,000 

single/$2,000 family. 
5 Among companies offering health benefits, 20% offer an HSA-qualified HDHP. 
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Hartsville/Trousdale County Government 

Personnel Rules and Regulations 

 

These personnel rules and regulations apply to hired and appointed personnel only. 

Elected officials are considered employers representing the Hartsville/Trousdale County 

Government and are governed by the provisions of Tennessee code annotated. 

SECTION I - PERSONNEL RULES AND REGULATIONS 
A. PURPOSE  

The purpose of these rules and regulations is to establish a system of personnel administration 

in the Hartsville/Trousdale County Metropolitan Government that is based on merit and fitness. 

The system shall provide a means to select, develop, and maintain an effective governmental 

work force through impartially applying personnel policies and procedures free of personal and 

political considerations and without regard to race, color, religion, gender, age, creed, national 

origin, political affiliation, or disability. 

B. OBJECTIVES 

The fundamental objectives to be achieved by these personnel policies are: 

1. To promote and increase efficiency and economy among employees of the 

Hartsville/Trousdale County Metropolitan Government; 

2. To develop a program of recruitment and advancement that will make employment with 

the Hartsville/Trousdale County Metropolitan Government attractive as a career and 

encourage each employee to render the best service;  

3. To establish and promote high morale among the employees by providing good working 

relationships, a uniform personnel policy, opportunity for advancement and consideration 

of employee needs and desires.  

 

(NOTE: Nothing in this document is to be interpreted as giving an employee any more 

property rights in their jobs than may already be given by the metropolitan charter. 

These personnel policies, rules and regulations do not affect the "at-will" employment 

status of employees, and they shall be reviewed periodically and may be amended any 

time without notice 

 

C. EMPLOYMENT AND PLACEMENT 

1. To fill all positions without undue delay in accordance with job qualifications and 

requirements without discrimination based on race, color, gender, creed, national origin, 

ancestry, disability, religion or political affiliation. 
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2. To establish programs for the promotion, transfer, demotion, dismissal and reassignment of 

personnel. 

D. PERSONNEL POLICY STATEMENT 

1. It is the policy of the Hartsville/Trousdale County Metropolitan Government to apply and 

foster a sound program of personnel management. 

2. All policies contained herein apply to all employees of the Hartsville/Trousdale County 

Metropolitan Government unless otherwise stated. All County department heads regardless 

of their method of selection, appointment or election, shall likewise be covered by these 

personnel policies. 

E. ADMINISTRATION 

1. These rules shall be administered by the elected officials of each individual Government 

office in conformity with the metropolitan charter. 

(NOTE: NOTHING IN THE PERSONNEL RULES AND REGULATIONS DOCUMENT SHALL 

BE DEEMED TO GIVE EMPLOYEES ANY MORE PROPERTY RIGHTS IN THEIR JOBS THAN 

MAY ALREADY BE GIVEN BY THE METRO CHARTER. THE HARTSVILLE /TROUSDALE 

COUNTY METROPOLITAN GOVERNMENT RESERVES THE RIGHT TO ALTER OR CHANGE 

ANY OR ALL OF THESE RULES WITHOUT PRIOR NOTICE TO EMPLOYEES.) 

AMENDMENTS TO THE RULES AND REGULATIONS SHALL BE MADE IN ACCORDANCE 

WITH THE PROCEDURE HEREIN. 

  



 Hartsville/Trousdale County Personnel Policy PAGE  | 3 

SECTION II – CLASSES OF EMPLOYEES 
A. REGULAR FULL-TIME 

1. Regular full-time employees are individuals employed by the Hartsville/Trousdale County 

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. 

B. PART-TIME 

1. Part-time employees are individuals who do not work on a daily basis and whose hours are 

less than thirty (30) hours. 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. 

C. SEASONAL EMPLOYEE 

1. A seasonal employee is an individual who works for the Hartsville / Trousdale County 

Metropolitan Government for no more than four (4) months during a fiscal year. Seasonal 

employees receive no benefits. 

D. TEMPORARY EMPLOYEE 

1. A temporary employee is an individual whose employment is not expected to last more 

than six (6) months but is not seasonal. Temporary employees receive no benefits. 

E. VOLUNTEER EMPLOYEE 

1. A volunteer employee is an individual who works for the Hartsville/Trousdale County 

Government for little or no compensation.  

2. Volunteer firefighters are appointed in accordance with the governing by-laws.  Volunteer 

firefighters are compensated per fire call and attendance at training events with no other 

benefits except coverage under the Volunteer Firefighters’ Insurance Coverage Policy.  

3. Volunteer emergency management personnel are appointed in accordance with the 

governing by-laws. Volunteer emergency management personnel (Rescue Squad) are 

compensated per call and attendance at training events. They receive no benefits except 

worker's compensation insurance coverage while responding to assistance calls. 
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SECTION III – HIRING PROCEDURES 
A. POLICY STATEMENT 

1. The primary objective of hiring policies is to ensure compliance with the law and to obtain 

qualified personnel to serve the citizens of the Hartsville/Trousdale County Government. 

2. Appointments to positions are based on merit, technical knowledge, and work experience. 

No person shall be employed, promoted, demoted, discharged, or in any way favored or 

discriminated against because of race, gender, age, color, religion, creed, ancestry, disability 

or national origin. Nothing in these personnel rules and regulations document shall be 

deemed to give employees any more property rights in their jobs than may already be 

given by the Hartsville/Trousdale County charter. 

3. Comply with Title VII of the Civil Rights Act of 1964 (Title VII), which prohibits 

employment discrimination based on race, color, religion, sex or national origin, and 

amendments.  Comply with the Tennessee human rights act, T.C.A. §   4-21-101 et 

seq. 

B. RECRUITMENT 

1. Hartsville/Trousdale Metropolitan County will employ only capable and responsible 

personnel who are of good character and reputation. Department Head positions shall be 

advertised for 2 weeks. Advertisement shall be in the local newspaper (as a minimum), and 

other available media as may be necessary.  Job advertisements and acceptance of 

applications will be coordinated by the Human Resource office. 

C. JOB DESCRIPTIONS 

1. The purpose of a written job description is to ensure that every employee has a clear and 

concise explanation of the exact tasks that they are expected to perform. 

2. Job descriptions will be prepared when a new job or position is created or when an existing 

position is significantly altered. Revisions should be made as quickly as possible after a 

position's character changes. 

3. If there is something in a job description that employees do not understand, they should 

call it to the attention of their immediate supervisor. If parts of the job are not explained 

in the description, that should also be reported to a supervisor. 

4. Every job description should include the essential duties and responsibilities that an 

employee performs every day or at regular intervals. It should also include occasional duties 

that they may be asked to perform on occasion, but that are not part of the normal job 

functions. 

D. FINGERPRINTING AND BACKGROUND CHECKS 

1. The County is responsible for payment of any costs incurred by the TBI or the FBI in 

conducting these investigations, but the county may require an applicant to pay these costs 

if the applicant is offered and accepts a position with the county.  The county may establish 

the job titles or classifications to which these requirements apply, but the classifications do 

not supersede any mandatory fingerprint-based criminal history background requirements 

that may be applicable for any person who is seeking employment in a position in any 
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program subject to licensure, approval or certification by any state agency (for example, 

teachers and others working with children). 

2. UNDER T.C.A. § 5-1-126, A COUNTY MAY REQUIRE PERSONS, PRIOR TO EMPLOYMENT WITH THE 

COUNTY, TO AGREE TO THE RELEASE OF INVESTIGATIVE RECORDS TO THE COUNTY FOR THE PURPOSE OF 

VERIFYING THE ACCURACY OF CRIMINAL VIOLATION INFORMATION CONTAINED ON AN EMPLOYMENT 

APPLICATION AND SUPPLY A FINGERPRINT SAMPLE AND SUBMIT TO A CRIMINAL HISTORY RECORDS 

CHECK TO BE CONDUCTED BY THE TENNESSEE BUREAU OF INVESTIGATION (TBI).  IN ADDITION, TO THE 

EXTENT PERMITTED BY FEDERAL LAW, AND AT THE DISCRETION OF THE COUNTY, A CHECK OF SUCH 

PRINTS MAY BE MADE AGAINST RECORDS MAINTAINED BY THE FEDERAL BUREAU OF INVESTIGATION 

(FBI). 

E. INTERVIEWS 

1. All appointments are subject to an interview with the appropriate office holder and/or 

appropriate department head. The office holder and/or department head will make 

reasonable accommodations in the interview process to applicants with disabilities making 

a request for such accommodations. 

F. EMERGENCY APPOINTMENTS 

1. In the event of an emergency, the appropriate county official may appoint such persons as 

are required to meet the situation, but such appointment shall not exceed thirty (30) days in 

any twelve (12) month fiscal year. 

G. CITIZENSHIP AND ALIEN STATUS VERIFICATION 

1. The Hartsville / Trousdale County Metropolitan Government will not discriminate on the 

basis of a person's national origin or citizenship status with regard to recruitment, hiring, or 

discharge. However, the local government will not knowingly employ any person who is or 

becomes an unauthorized alien. In compliance with the Immigration Reform and Control 

Act, all employees hired after November 6, 1986, regardless of national origin, ancestry, or 

citizenship, must provide suitable documentation to verify identity and employability. The 

documentation must be provided within three (3) days of employment or the individual will 

not be hired. 

H. PROBATION 

1. Applicants appointed to positions with the Hartsville/Trousdale County Metropolitan 

Government are required to serve a six (6) month probationary period. During this period, 

the employee's work performance will be subject to review regarding the competence of 

the employee to fill the position. An employee may be terminated during this period for 

any reason without respect or reference to the procedures set forth in this document, the 

charter or other ordinances. 

2. If the probationary period is satisfactory, the employee is recommended for a full- time 

appointment. The probationary period may be extended by the appropriate department 

head when written notification is given to the probationary employee with reasons for the 

extension. 
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SECTION IV – COMPENSATION 
A. SALARIES 

1. Due consideration shall be given to duties performed, responsibilities, technical knowledge 

and skills required to perform the work satisfactorily, the labor market, and the availability 

of people having the desired qualifications. When establishing salaries, all salaries are 

subject to funding by the County Commission.  (See Appendix A for pay grade and step 

schedule). 

2. Hartsville/Trousdale County believes that pay should be based on merit and will offer 

employees the opportunity for achievement and salary increases through exceptional effort. 

We believe that a consistently implemented policy will create incentives and improve the 

County's overall performance. 

3. The County will, in its salary administration and wage and hour policies, follow the rules 

and regulations set forth by Federal and State Labor Laws (FLSA). 

4. We make every effort to track the latest laws and regulations and abide by their guidelines, 

including legislation that periodically raises the minimum wage, sets training rates, and 

increases overtime rates. If state law is more generous than the applicable federal rates, we 

will apply that rate to our pay practices. 

5. In compliance with the Federal Equal Pay Act, the County pays male and female 

employees equal pay for equal work. Employees perform substantially the same jobs when 

they work in positions that require equal skill, effort, and responsibility and the jobs are 

performed under similar working conditions. 

6. The County reserves the rights to establish incentive pay plans, based on County earnings 

performance and employee performance appraisals. 

7. Salary increases are based on performance and responsibilities, not on seniority: They are 

not automatic, but are based on supervisors' evaluations of performance results in relation 

to performance expectations. When the County Commission gives across the board 

increases, these are considered cost of living increases. 

8. Employees will be paid bi-weekly, except for the Water Utility and Highway Department 

whose employees will be paid according to a schedule set by those departments. 

9. The County expressly prohibits any employee from filling in, changing, or damaging any 

other employee's time record. It is a violation of County policy to change or falsify a 

time record. Any employees who do so may be suspended or terminated at the 

discretion of the supervisor and department head. 

10. Applicable federal, state, or local income taxes, as well as federal Social Security taxes are 

withheld from each paycheck. The County obeys all laws that pertain to payroll, including 

garnishments. 

11. We also reserve the right to deduct from employee paychecks any legal (in accordance 

with state regulations) and applicable allowances for such items as uniforms. The 

County will not dock pay for disciplinary reasons or deduct such allowances when it 

would reduce wages below the minimum wage or overtime compensation rates demanded 

by law. The same holds true for garnishment orders when they would impact that minimum 
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wage level. 

12. No employees may work beyond the normal workday or workweek without official 

authorization of their immediate supervisor or department head. 

a. Should the County have a need to change employees' scheduled payday, the 

method of paying wages, or the place where wages are paid, the County will notify 

employees in writing thirty (30) days before the change is to take place. In 

addition, a notice of the change will be posted at each department. 

13. The County will provide additional compensation to employees who remain on-call after 

the completion of the workday, to come back to work, or to perform emergency or 

needed procedures. Employees will be considered engaged by the County at the time they 

receive the call until the work is completed. This time will be considered worked time and 

will be recorded as such on the employee's time sheet. Employees called in will be paid 

at the employee's regular rate of pay or at his/her overtime rate if he/she has already 

worked the required hours. 

B. HOURS OF WORK 

1. The office holder and/or department head shall establish the hours of work per week and 

post them with beginning time, break time, lunch time and end of day time for each 

position in the service of the county. Employees unavoidably late or absent from work due 

to illness or other cause must notify their supervisor within the time frame established by 

each department (unless unusual circumstances prevent the employee from making proper 

notification). Such employees must explain the reason for the absence and, if possible, an 

anticipated time and date of return to work. Failure to notify one's supervisor of absences 

may result in disciplinary action. Employees who are excessively tardy and found falsifying 

time sheets will be subject to disciplinary action up to and including dismissal. 

2. The typical work day is eight (8) hours.  Emergency medical technicians and paramedics 

typically work a twenty-four (24) hour shift. Sheriff’s Department employees typically work 

an eight (8), ten (10) or twelve (12) hour shift. 

3. Each employee must have a thirty (30) minute unpaid rest break or meal period if scheduled to 

work six (6) hours consecutively, except in workplace environments that by the nature of 

business provide for ample opportunity to rest or take an appropriate break. Such break shall not be 

scheduled during or before the first hour of scheduled work activity. 

C. ATTENDANCE 

1. Every employee is expected to report for work regularly and on time. Good attendance is a 

most important job requirement and an essential duty of every position. Failure to meet 

this requirement could result in separation from the payroll. 

2. When employees are absent, others must perform their share of the work. In most 

instances, absent employees are paid for time not worked. In addition, others who 

must substitute and accomplish the necessary work frequently receive extra and higher 

compensation in the form of overtime pay. No additional work is accomplished for 

these added costs. Lost time must be controlled. 

3. Definition of absence. An employee is absent when he/she fails to report for and remain at 

work as scheduled. Lateness is a short absence at the beginning of the workday. Leaving 

early, even with permission, before the tour of duty ends, is also an absence. Absence, 
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then, includes all time lost from the work schedule, whether avoidable or unavoidable, 

voluntary or involuntary. 

a. Employees must clearly plan absences in advance with their supervisor, 

allowing as much notice as they can. When an absence is unplanned, due to 

illness, an emergency, or some similar cause, employees must report the absence 

to their supervisor at least thirty (30) minutes before scheduled time on the first 

day of the absence. In case of a prolonged absence of indefinite duration, they 

must report their status to their supervisor at least once every three working 

days. 

4. Notification from another employee or relative is not acceptable, except under emergency 

conditions. An "excused" absence may include personal or family illness, jury duty, 

bereavement, or other qualified reasons that would require an employee to miss all or part 

of a scheduled workday. Employees should be prepared to substantiate the reasons for 

their absences if asked. If an employee is absent frequently, he/she may be required to 

furnish documentation, including medical statements from his/her doctor. Employees may 

also be required to produce fitness for duty certificates to return from an absence. 

5. A physician's statement or a fitness for duty certificate may be required where absence is 

continuous for a period of over three (3) working days and after surgery or accident, 

regardless of the length of absence. 

6. If an employee fails to give proper notification of his/her absence or if his/her supervisor 

'considers the reason unacceptable, the employee will be charged with an unexcused 

absence. He/she may be excluded from overtime work in the week in which he/she has an 

unexcused absence. 

7. Failing to report an absence properly can be grounds for disciplinary action, including 

dismissal. Excessive absences and latenesses, even when reported, may also be 

grounds for discipline or dismissal.' Unsatisfactory attendance will have an adverse effect 

on any promotion considerations. 

8. An attendance record for each individual reporting to them is to be kept by supervisors in a 

readily accessible place. These records must be updated daily and reviewed regularly. All 

absences, including latenesses, with all related information are to be entered on the 

attendance record. 

9. Each employee's record stands alone. An employee's record of attendance is an individual 

record, a record he/she makes. What constitutes unsatisfactory attendance, therefore, must 

be determined on a case-by-case basis. For example, if an employee is absent only one day 

during the year, but this one-day absence was avoidable, this employee's attendance record is 

less than satisfactory. On the other hand, if an employee is absent for several weeks because 

of a single incapacitating illness or injury, then such an absence, by itself, does not create an 

unsatisfactory attendance record. 

10. Documentation of absence. If their attendance records indicate frequent absences, 

employees may be required to document reasons for subsequent absences, at the request of 

their supervisor, so that the absences can be recorded as excused. 

11. Attendance records are not an end in themselves, but a means to an end. They are 

necessary tools for correction of unsatisfactory attendance. Therefore, attendance records 

must be utilized. They are of no value unless acted upon. 

12. Authorized absences are permitted as defined by the County policies for vacation, holidays, 
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personal sick days, jury service, bereavement, voting, medical leave, personal leave, or 

military service. Employees must provide timely notice of absence or receive prior 

approval for the absence as defined by each policy. The County reserves the right to 

require documentation in support of the absence. 

13. Discipline for absence! Any employee who fails to give proper notification will be charged 

with an unexcused absence. If notice is given and the County does not think it justifies 

the absence, it will be considered unexcused. The following chart shows the discipline that 

may be administered for unexcused absences. 

First absence — Written warning 

Second absence — 3-day suspension without pay 

Third absence — 10-day suspension without pay 

Fourth absence — Discharge 

D. LATENESS 

1. Lateness is disruptive, costly, and not fair to Hartsville/Trousdale County or other 

employees. Chronic lateness will not be tolerated and will result in discipline, up to and 

including discharge. 

2. Lateness disrupts schedules, adds to overtime costs, and places additional 

responsibilities on other employees in a department. Employees are expected to be in 

their work areas and ready to work at their designated times. 

3. Employees who are going to be unavoidably detained are expected to call their supervisors. 

Attendance is a critical part of performance and employees who are frequently late lower 

their performance ratings and undermine their chances for promotion and job security. 

4. An employee's immediate supervisor will counsel an employee's lateness problems. If 

problems persist, a written reprimand may be issued and the department head may counsel 

the employee. 

5. Employees must fill in their own time sheets or punch their own time cards when they 

start or stop work. Anyone attempting to sign or punch any sheet or card other than 

his/her own may) be dismissed: If employees forget to sign in or out on the time sheet 

or neglect to punch a card, they should notify their supervisor immediately. 

6. Productive employees make reporting for work on time a habit. If an employee is having 

specific problems that make it impossible for him/her to get to work on time, he/she 

should inform his/her supervisor immediately. He/she may be able to resolve a 

transportation problem or similar problem. Employees should be aware that 

continued lateness might result in discipline, up to and including discharge. 

E. BREAKS 

1. In accordance with the Wage Regulations Act, Tenn. Code Ann. § 50-2-101 et seq., each employee 

must have a thirty (30) minute unpaid rest break or meal period if scheduled to work six (6) hours 

consecutively, except in workplace environments that by the nature of business provide for 

ample opportunity to rest or take an appropriate break. Such break shall not be scheduled during 

or before the first hour of scheduled work activity. 

2. Employees who return late from lunch or breaks may be subject to discipline. 

3. Although employees may take personal breaks when approved by their supervisors, employees 

should make sure that someone remains in the department at all times. Because employees' rest 

breaks are considered working time, the breaks are paid. 

a. Note: All state-specific regulations concerning breaks will be adhered to. 
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b. Lunch periods should be unpaid time. Hourly paid employees must punch out or make a 

record when leaving the premises and punch in or make a record upon returning to work. 

F. REDUCTION IN WORKFORCE 

1. Hartsville/Trousdale County will attempt to provide appropriate employment for all employees. If a 

layoff is necessary to protect the County's financial or operational status, it reserves the right to 

reduce its workforce either permanently or temporarily. It also reserves the right to reduce its 

workforce when substantial changes in status or technology necessitate such action. 

2. It is our policy to retain, to the extent consistent with County requirements, the services of all 

employees who perform their duties efficiently and effectively. However, it may become necessary 

under certain economic conditions to lay off employees. In most cases, employees who are laid off 

for lack of work will be recalled when condition improves. The County can make no guarantees how 

and when this recall will take place or if it will take place. 

3. Job performance and the type of job being performed will also be considered in the decision. We 

reserve the right to evaluate individuals on a case-by-case basis before making an employment 

decision. 

4. When hiring is resumed after a layoff, the County will use every reasonable effort to recall former 

employees. 

G. PAYDAY 

1. All employees of the Hartsville/Trousdale County Metropolitan Government shall be paid 

on a bi-weekly basis. Questions about work time, salary or paycheck should be addressed 

to payroll personnel within the pay period in question or immediately thereafter. 

2. If an employee is absent on payday and wishes to have someone else obtain their check, 

they must send a signed note authorizing release of the check to the bearer.  The bearer 

will be required to present a picture ID in order to obtain the employee’s check. 

3. If an employee loses his/her check, the employee must notify the payroll personnel 

immediately. The employee will be required to sign an affidavit stating that the check has 

been lost, and a new one will be issued. 

4. If an employee resigns, his/her last check will be issued on the regular payday. The 

employee should give written notice of where the check should be sent if the employee is 

not available to pick it up. 

H. PAYROLL DEDUCTIONS 

The following charges are deducted from the employee's paycheck: 

1. Federal Income Tax - Federal taxes are withheld from employees' paychecks based on 

the number of dependents claimed by the individual. Employees are required to keep 

on file with the local government a copy of the W-4 form. In the event of changes in the 

employee exemption status, a revised W-4 must be filed before payroll deduction 

adjustments will be made. 
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2. Social Security-Social Security payments and deductions will be made in accordance 

with the Social Security Act. Payroll personnel shall keep such records and make such 

reports as may be required by applicable state and federal laws or regulations. 

3. Retirement System - Full-time employees of Hartsville/Trousdale County Metropolitan 

Government will be eligible for retirement benefits under the Tennessee Consolidated 

Retirement System. Contact the County Mayor's Office for specific information about 

retirement benefits.  

4. Insurance Coverage: - The Hartsville/Trousdale County Metropolitan Government 

provides basic health insurance coverage. In the event of a "qualifying event" that 

terminates benefits, the local government will offer employees and their dependents the 

opportunity to extend their health insurance coverage under COBRA. Regular full-time 

employees shall be eligible for health insurance benefits on the 1st day of the next 

month following a new hire or promotion from part-time to full-time. 

5. Consolidated Omnibus Budget Reconciliation Act (COBRA) 

a) Hartsville/Trousdale County adheres to all the requirements of the Consolidated 

Omnibus Budget Reconciliation Act (COBRA) as they apply to our employees. 

Should employees lose their health care coverage under our health care plan as 

the result of a qualifying event, employees and employees' spouses and dependent 

children will be given the opportunity to continue to purchase coverage as a group 

member for the legally-specified period of time following the loss of coverage. 

b) Although employees' right to elect continuation coverage occurs upon the 

occurrence of a qualifying event to employees, coverage is not automatic. 

Employees and employees' spouses and dependents must make an affirmative 

election of coverage before coverage will begin. An election form will be sent with 

the notice of eligibility. The election must be made within sixty (60) days of the 

date coverage is lost or the date that the notice of eligibility is sent, whichever is 

later. An election is considered to have been made on the date employees send 

in the election form or a letter indicating an election is being made. 

c) Employees are eligible for continuation coverage if terminated from employment 

for any reason other than for gross misconduct or if a reduction in hours results in 

the loss of coverage under our group health plan. Continuation coverage will be 

available for eighteen (18) months from the date of termination or reduction in 

hours for employees, employees' spouses, and dependent children. 

d) We will give the employee notice of his/her right to elect continuation coverage 

within fourteen (14) days after the plan administrator is notified that the 

employee has incurred a qualifying event. The County will notify the plan 

administrator within thirty (30) days of the employee's death, termination, 

reduction in hours of employment, or entitlement to Medicare. The employee 

or the employee's qualified beneficiary must notify the plan administrator within 

sixty (60) days of a divorce or legal separation or the date on which the 

employee's child ceases to be a dependent under our health plan rules. 

e) We will mail notice of the right to elect continuation coverage to the employee and 

his/her qualified beneficiaries by first-class mail to his/her last known address 

and to the last known address of the qualified beneficiaries. It is the responsibility 
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of the employee to make sure the insurance clerk has the correct address and all 

relative information of any beneficiaries. 

6. Others: - Other deductions may be made from an employee's pay only with a signed 

consent from the employee or applicable court order. 

I. OVERTIME 

1. Employees required to work overtime shall be compensated in accordance with the Fair 

Labor Standards Act (FLSA) at a rate of one and one-half (1½) times the employee's regular 

pay rate. Salaried personnel and officers of the Hartsville/Trousdale County Metropolitan 

Government are exempt from the overtime provisions. 

2. Employees must work 40 hours before overtime takes effect. Vacation, Sick Leave and 

Personal time off will not count as time worked for overtime. Only Holiday and Military 

Leave will count as time worked. 

3. EXEMPT EMPLOYEES WILL NOT RECEIVE OVERTIME PAY OR COMPENSATORY TIME 

OFF. 

4. THESE POSITIONS ARE: Elected Officials and other Officials having a statutory salary 

established by the State of Tennessee. 

J. COUNTY RESCUE SQUAD AND COUNTY FIRE DEPARTMENT VOLUNTEER HOURS DURING REGULAR 

BUSINESS HOURS  

1. Any County Government employee who serves as a volunteer with the Trousdale County 

Rescue Squad or Trousdale County Fire Department may leave their department during 

regular working hours and retain their rate of pay, per Department Head approval, to 

respond to an emergency call.  The employee must document when they leave their 

department at the time of the call on their timesheet.  The employee will need to document 

a separate timesheet for their volunteer hours with the Rescue Squad or Fire Department.  

After the Rescue Squad or Fire Department Head has dismissed the employee from the call 

and it is still within the scheduled working hours, the employee must report back to their 

department to finish out their day. 

2. The Rescue Squad and Fire Department designated Per Diem will be earned on any 

emergency call outside of regular working hours. 

3. Employees who are found falsifying timesheets will be subject to disciplinary action up to 

and including dismissal. 
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SECTION V – BENEFITS 
SECTION V-1:  APPLICABLE TO ALL FORMER TROUSDALE COUNTY 

GOVERNMENT EMPLOYEES AND ALL NEW HIRES AS OF  

JANUARY 1, 2001.  

BENEFITS FOR EMPLOYEES WHO WERE EMPLOYEES OF THE FORMER TOWN OF HARTSVILLE 

PRIOR TO JANUARY 1, 2001 ARE ADDRESSED IN SECTION V-2. 

A. ELIGIBILITY 

1. Regular full-time employees are eligible for all benefits provided by the Hartsville/Trousdale 

County Metropolitan Government. Seasonal, part-time, temporary and volunteer employees 

receive no benefits. Volunteer firefighters and emergency management personnel receive 

no other benefits except coverage under the local government's workers compensation 

plan. 

2. A Request Leave Form signed by the employee and department head/official must be 

submitted along with the employee’s timesheet for the employee to receive the approved 

leave pay. (Attach the Request Leave From as an appendix). 

B. HOLIDAYS 

1. The following holidays will be declared official holidays, and full-time employees will be 

excused from work without charge to leave: 

New Year's Day  January 1 

Martin Luther King, Jr. Day  3rd Monday in January 

President's Day  3rd Monday in February 

Good Friday  Friday before Easter 

Memorial Day  Last Monday in May 

Independence Day  July 4 

Labor Day  1st Monday in September 

Veterans Day  November 11 

Thanksgiving Day  4th Thursday & Friday in November 

Christmas Eve December 24 

Christmas December 25  

New Year’s Eve         December 31 

Monday-Friday employees only 

2. When a holiday falls on Saturday, the Friday prior to the holiday is substituted.  

3. When a holiday falls on Sunday, the Monday following the holiday is substituted.  

4. On those occasions when Christmas falls on Saturday, the Christmas holiday will be 

observed on the subsequent Monday.  

5. If the observed day falls on a day an office is normally closed, the next regular work day will 

be observed. 

6. A holiday is to be paid on the basis of eight (8) hours.  
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7. All full-time employees will receive holiday pay not to exceed eight (8) straight-time hours at 

their regular rate: 

a) provided they work a full shift on their last scheduled work shift prior to the paid 

holiday, 

b) provided they work a full shift on their first scheduled work shift following the holiday, or 

c) should they be unable to work either of those two days because of illness. 

d)  

8. Holiday pay will not be paid if: 

a) the employee is on layoff status, 

b) the employee is a temporary or seasonal employee; part-time, 

c) the employee's department is not in operation because of a temporary shutdown, 

d) the employee is on a non-pay leave of absence when the holiday occurs, 

e) the employee is requested to work during a paid holiday and the employee refuses to do so. 

9. If an employee is on sick leave a physician’s certificate/note excusing the employee from 

working the day before, the day of, and/or the day after a holiday must be presented or 

the employee will not receive pay for the holiday. 

10. If any scheduled paid holiday falls on a Saturday, the holiday will usually be observed on 

the preceding Friday. If the holiday falls on a Sunday, the following Monday will usually be 

observed as the holiday. 

C. SPECIAL PAY PROVISIONS 

1. Every effort will be made to allow all employees off on each designated holiday. If it is 

necessary, with department head approval, for an employee to work on a holiday, the 

employee will be paid eight (8) hours holiday pay plus the hours worked at regular rate. 

D. VACATION LEAVE 

1. Vacation is based on the fiscal year. 

2. An eligible employee earns and accumulates annual leave for each month of service or 

major fraction thereof. It is earned and maximum accumulations allowed as follows: 

a. Employees with less than five (5) years of full-time service accrue at the rate of one 

(1) work day for each month of service or major fraction thereof, and may accumulate 

a maximum of thirty (30) work days (240 hours). 

b. Employees with five (5) years of full-time service and less than ten (10) years of full-

time service accrue at the rate of one and one-half days for each month of service or 

major fraction thereof and May accumulate a maximum of thirty-six (36) work days 

(288 hours). 

c. Employees with ten (10) years and less than fifteen (15) years of full-time service 

accrue leave at the rate of one and three-fourths days for each month of service or 

major fraction thereof and may accumulate a maximum of thirty-nine (39) work days; 

(312 hours). 

d. Employees with more than fifteen (15) years of full-time service accrue leave at the rate 

of two (2) days for each month or major fraction thereof and may accumulate a maximum 

of forty-two (42) work days (336 hours). 

3. An employee is not eligible to earn vacation time until the employee has completed 

the six month probationary period. 
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4. 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. 

5. Vacation leave may be used only at times approved in advance by the employer. Vacation 

requests will be honored to the extent possible.  

6. If two or more employees request vacation for the same period of time, it will be the 

employer's decision as to whether this will create a hardship upon the department. If it is 

determined that it is not possible for both employees to be on vacation at the same time, 

the request of the employee who first asked for vacation time will be honored.  

7. No employee may give or loan vacation time to another employee.  

8. Upon the termination of employment of an employee, the employee shall be entitled to 

payment for any unused vacation time which has accrued. Payment shall be made based 

upon the daily rate of compensation the employee receives as of the time of termination. 

9. Vacation time cannot be used during a two week notice period. If an employee turns in a 

written two week notice, the 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 be forfeited consistent with the separation policy stated in Section VI. 

E. SICK LEAVE 

1. 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. Employees hired on or before the 

15th of the month accrue one (1) day of sick leave end the end of that month. Employees hired on or 

after the 16th of the month do not accrue any sick leave for that month. There is no maximum 

amount of days that can be accumulated. (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 (6) 

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. 

2. An employee may utilize sick leave allowance for absence due to his own illness or injury or 

the illness or injury of an immediate family member (i.e., spouse, child, and parent). Sick 

leave may also be used for appointments with a licensed doctor, dentist or recognized 

practitioners. When appropriate, a partial sick day may be used rather than a full day. No 

employee may give or loan sick leave time to another employee. 

3. 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 work hours, shall 

be required to furnish a certificate/note from a medical provider stating the general 

nature of the sickness or injury on the day they return to work. Emergency Medical 

Technicians/Paramedics who claims sick leave, and the sickness or injury causes the 
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employee to miss four-eight (48) or more consecutive work hours, shall be required to 

furnish a certificate/note from a medical provider stating the general 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)(1)(a), Resignation. 

4. Employees who have used all their sick leave will not receive financial compensation for 

additional days needed due to illness or injury. For any additional time needed, the 

employee will be considered as on leave without pay status unless the employee has any 

accumulated vacation time remaining. The employee may request that additional sick leave 

be credited against the remaining vacation time. (Removed references to comp. time.) 

5. In the event of depleting all leave due to illness, an employee should request Family Medical 

Leave (FMLA) in order to keep all benefits in place during the absence. Please refer to the section of 

FMLA on page to see what qualifies as FMLA. 

6. Sick leave will not be accumulated when an employee is on any unpaid leaves of absences. 

7. Upon retirement from Hartsville/Trousdale County, any employee who has unused accumulated 

sick leave at the date of his/her retirement may receive one month of retirement credit for each 

twenty (20) days of leave. This is in accordance with the policy established by the Tennessee 

Consolidated Retirement System. Certification of such conversion credits will be required from the 

department the employee retires. 

F. COVID-19 SICK LEAVE POLICY 

1. Eligibility. All current full and part-time employees scheduled but unable to work (or 

telework) between the dates of January 1, 2021 and December 31, 2021 due to one of the 

following reasons are eligible for COVID-19 sick leave: 

a) The employee is subject to a federal, state, or local quarantine or isolation order 

related to COVID–19. A copy of the federal, state, or local quarantine or isolation 

order related to COVID-19 applicable to the employee or the name of the 

government entity that issued the order must be submitted to support the 

employee’s COVID-19 sick leave request. 

b) The employee has been advised by a licensed health care provider to quarantine or 

self-isolate due to concerns related to COVID–19. Written documentation by a health 

care provider advising the employee to quarantine or self-isolate due to concerns 

related to COVID-19 or the name of the provider who advised the employee must be 

submitted to support the employee’s COVID-19 sick leave request. 

2. Amount of COVID-19 Sick Leave: Eligible employees have up to ten (10) working days of 

COVID–19 sick leave available to use for qualifying reasons. For employees with varying 

hours, one of two methods for computing the number of hours paid will be used: 

a) If the employee has worked 6 months or more, the average number of hours that the 

employee was scheduled per day over the 6-month period ending on the date on 

which the employee takes leave, including hours for which the employee took leave 

of any type. 
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b) If the employee has worked less than 6 months, the expected number of hours to be 

scheduled per day at the time of hire. 

3. Consecutive COVID-19 Sick Leave. Because all other reasons for COVID–19 sick leave 

could potentially expose an employee or others in the workplace to the virus, once an 

employee begins taking leave for reasons 1-2 above, the employee must use the permitted 

days of leave consecutively until the employee no longer has a qualifying reason to take 

COVID–19 sick leave. 

4. Rate of Pay: COVID–19 sick leave will be paid at the employee's regular rate of pay without 

consideration of overtime pay. 

5. Interaction with Other Paid Leave: The employee may use COVID-19 sick leave under 

this policy before using any other accrued paid time off for the qualifying reasons stated 

above. 

6. Procedure for Requesting COVID-19 Sick Leave: Employees must notify their 

DEPARTMENT HEAD OR ELECTED OFFICIAL of the need and specific reason for leave 

under this policy as soon as possible on the first day of their COVID-19 sick leave absence. 

A COVID-19 Sick Leave Request Form will be provided to all employees. Verbal notification 

will be accepted until practicable to provide written notice. 

a) COVID-19 sick leave must be approved by the employee’s DEPARTMENT HEAD OR 

ELECTED OFFICIAL in the same manner as all approved leave requests using the 

approved COVID-19 Sick Leave Request Form 

b) Once COVID-19 sick leave has begun, the employee and his or her supervisor must 

determine reasonable procedures for the employee to report every three (3) working 

days on the employee’s status and intent to continue to receive COVID–19 sick leave. 

c) During a period of COVID-19 sick leave, the employee must certify that the 

employee will not work for another employer during what would have been the 

employee’s normal work hours for the Hartsville/Trousdale County Government. An 

employee who falsely certifies they will not work for another employer during those 

normal work hours, and does in fact work for another employer, will be subject to 

discipline under Section VI. 

7. Documentation required for COVID-19 sick leave to be paid. The employee must 

submit to their DEPARTMENT HEAD OR ELECTED OFFICIAL the following documents (if 

applicable): 

a) Any quarantine order, self-isolation order, doctor note, or test results should be 

submitted via email, text or fax to the employee’s DEPARTMENT HEAD OR 

ELECTED OFFICIAL as soon as possible after receipt, but no later than 24 hours after 

the documentation is received. 

b) signed leave request form; and 

c) return to work form. 

d) All required documentation must be stapled to the employee’s timesheet and 

submitted to the Mayor’s Office along with the employee’s timesheet. 

IF THE REQUIRED DOCUMENTATION IS NOT PROVIDED AT THE SAME TIME AS THE 

EMPLOYEE’S TIMESHEET, THE EMPLOYER WILL EXHAUST REGULAR SICK AND VACATION 

LEAVE OR THE EMPLOYEE WILL BE GIVEN LEAVE WITHOUT PAY. 
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8. Employees who have previously tested positive. An employee who has previously 

tested positive for COVID-19 and has since recovered, may receive COVID-19 sick leave if 

they meet the following requirements: 

a) They are showing symptoms of COVID-19; and 

b) have consulted a healthcare provider; and 

c) no other cause can be found for the symptoms; 

OR 

d) the employee tests positive for COVID-19. 

The employee must submit written documentation by a licensed health care provider 

advising the employee to self-quarantine due to concerns related to COVID-19. 

9. Carryover: COVID-19 sick leave under this policy will not be provided beyond December 

31, 2021. Any unused COVID-19 sick leave will not carry over to the next year or be paid 

out to employees and does not count toward retirement calculation for the Tennessee 

Consolidated Retirement System. 

10. Exhausted COVID-19 Sick Leave: When the employee has exhausted their allotted 

COVID-19 sick leave is and the employee is still under orders to quarantine, the employee 

must use accrued leave under the FMLA policy. 

11. Return to work. Upon returning to work, an employee must fill out, sign and submit to 

the DEPARTMENT HEAD OR ELECTED OFFICIAL the approved COVID-19 Return To Work 

Form. 

12. No Penalty: No employee who appropriately utilizes COVID–19 sick leave under this 

policy will be discharged, disciplined, or discriminated against for work time missed due to 

this leave.  

 

Please contact Vickie Howard at 615-374-2461 or at vickie.howard@trousdalecountytn.gov with 

any questions. 

G. LEAVE OF ABSENCE WITHOUT PAY 

1. After an employee has exhausted his/her accrued sick and vacation 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. No department head will grant a leave of 

absence without pay until an employee has exhausted his/her sick and vacation leave and 

has completed his/her six (6) months probationary period. 

2. 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. 

3. 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.  

4. During periods of unpaid leave, the employee will not accrue vacation or sick leave benefits 

if in an unpaid leave status for more than eighty (80) working hours per month. The 

absence without pay leave shall not extend for a period in excess of six (6) months.  

5. 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. 

mailto:vickie.howard@trousdalecountytn.gov
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6. For employees who have not yet completed their six (6) month probationary period, but are 

granted a leave of absence without pay status by the Elected Official/Supervisor the 

following shall apply: 

a) All time worked prior to the “leave of absence without pay” status shall be counted 

toward the probationary period when said employee returns to work. In other 

words, the employee will “pick up where s/he left off” in meeting the probationary 

period requirement. 

7. The County will endeavor to return employees to the same or equal job they had prior to the leave 

of absence. We cannot guarantee the same job; however, the employee will suffer no loss in 

employment status. Employees who are granted a leave of absence for any reason shall suffer no 

loss in net creditable service to the County as far as vacation, retirement, and length of service 

awards are concerned. All health benefits coverage will continue during the leave of absence, 

provided the employee plans to return to work and continues to pay the current percentage of 

the premium paid by working employees. 

H. FAMILY AND MEDICAL LEAVE POLICY 

1. The Family and Medical Leave policy is applicable to both male and female employees who 

have worked at least twelve (12) months for the local government and who have worked at 

least one thousand two hundred fifty (1,250) hours during the preceding twelve (12) month 

period. Public agencies are covered without regard to the number of employees. Special 

rules apply for husbands and wives employed by the same employer, for highly 

compensated employees, and for local educational agencies. 

2. People who are NOT covered include: elected officials, political appointees, volunteers, 

independent contractors, and legal advisors. 

3. Under the act, an eligible employee may take up to 12 weeks of unpaid leave in a 12-month 

period for the birth and care of a child or the placement and care of a child for adoption or 

foster care. Leave may also be taken to care for the employee, a child, spouse, or a parent 

who has a serious health condition. 

4. An expectant mother may take unpaid Family and Medical leave upon the birth of the child, 

or prior to the birth of the child, for necessary medical care and if her condition renders her 

unable to work. Similarly, for adoption or foster care, leave may be taken upon the 

placement of the child or leave may begin prior to the placement if absence from work is 

required for the placement to proceed. 

5. An employee may take unpaid leave to care for a parent or spouse of any age who, because 

of a serious mental or physical condition, is in the hospital or other health care facility. An 

employee may also take leave to care for a spouse or parent of any age who is unable to 

care for his/her own basic hygiene, nutritional needs or safety. 

6. Eligible employees who are unable to perform the functions of their position because of a 

serious health condition may also request up to twelve (12) weeks unpaid leave.   

Employees requesting Family and Medical leave due to their own illness or injury shall 

use any sick leave or annual leave beginning with the date that Family and Medical 

leave commences.  Family and Medical leave must commence upon ten (10) working days 

absence from the job and will be retroactive to the first day of absence.  All sick and 
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annual leave will run concurrent with Family and Medical Leave. The combination of 

sick leave, annual leave, and unpaid leave, however, may not exceed twelve (12) weeks. 

Employees requesting Family and Medical Leave may use unpaid leave. During periods of 

unpaid leave, an employee will not accrue any additional seniority or leave if off more than 

ten (10) working days. 

7. If the employee does not return to work at the expiration of family and medical leave, 

Hartsville/Trousdale County will require the repayment of health insurance premiums it paid on 

the employee's behalf during the leave period. Reimbursement will not be required if the 

employee does not return from leave because of the continuance, recurrence, or onset of a serious 

health condition that prevents the employee from performing his/her job or because of further 

circumstances that are beyond the employee's control. 

I. BEREAVEMENT LEAVE 

1. In case of death in the employee's immediate family, the employee will be given twenty-

four (24) working hours paid leave which will not be charged to vacation leave. Immediate 

family shall be defined as spouse; parent; step-parent; children; step-children; son-in-law; 

daughter-in law; brothers; step-brothers; sisters; step-sisters; mother-in-law; father-in-law; 

grandparents or grandchildren of the employee and legal guardians or dependents. 

J. VOTING LEAVE 

1. Under T.C.A. § 2-1-106, any person who is entitled to vote in an election held in Tennessee 

is entitled to take a reasonable amount of time off from work, up to three (3) hours, in order 

to vote during the hours the polls are open in the County where the employee is a resident. 

The state law further provides that the employee cannot be penalized or suffer a reduction 

in pay due to the absence. There is an exception to this requirement, if the employee’s work 

period begins three or more hours after the opening of the polls or ends three or more 

hours before the closing of the polls, then the employer does not have to allow any time off 

from work. County employees who report to work at 7 AM or before 10 AM will be allowed 

to leave work at 4 PM (if still at work) to exercise their right to vote. The 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. 

K. JURY AND COURT DUTY 

1. It is desirous for all employees to fulfill their duty to serve as members of juries or to testify 

when called in both Federal and State courts. Therefore, the following procedures shall 

regulate when an employee is called for jury duty or subpoenaed to court: 

a. The employee will be granted a leave of absence when the employee is subpoenaed 

or directed by proper authority to appear in Federal or State court as a witness or 

juror. 

b. The employee will receive his regular compensation during the time he is serving on 

jury duty. 

c. The employee may retain all compensation or fees which he receives for serving as a 

Juror. 
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d. If the employee is relieved from court or jury duty during working hours, the 

employee must report back to his employer. 

2. 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. (Removed comp. time) 

L. MATERNITY LEAVE 

T.C.A. 4-21-408. Maternity Leave 

1. A female employee who has been employed by the same employer for at least 12 
consecutive months as a full-time employee, as determined by the employer at the job site 
or location, may be absent from such employment for a period not to exceed four (4) 
months for pregnancy, childbirth and nursing the infant, where applicable (such period to 
be hereinafter referred to as (maternity leave"). 

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

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

4. Maternity leave will be without pay. Maternity leave shall not affect the employee's right to 
receive vacation time, sick leave, bonuses, advancement, seniority, length of service credit, 
benefits, plans or programs for which she was eligible at the date of her leave, and any 
other benefits or rights of her employment incident to her employment position; provided, 
however, that the employer need not provide for the cost of any benefits, plans or 
programs during the period of maternity leave unless such employer so provides for all 
employees on leave of absence. 

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

6. The purpose of this part is to provide leave time to female employees for pregnancy, 
childbirth, and nursing the infant, where applicable; therefore, if an employer finds that the 
female employee has utilized the period of maternity leave to actively pursue other 
employment opportunities, or if the employer finds that the employee has worked part-
time or full-time for another employer during the period of maternity leave, then the 
employer shall not be liable under this part for failure to reinstate the employee at the end 
of her maternity leave. 

7. Whenever the employer shall determine that the employee will not be reinstated at the end 
of her maternity leave because her position cannot be filled temporarily or because she has 
used maternity leave to pursue employment opportunities or to work for another employer, 
the employer shall so notify the employee. 

8. Nothing contained within the provisions of this law shall be construed:  

a. To affect any bargaining agreement or local government policy which provides 

greater or additional benefits than those required under this part. 

b. To require any employer to provide maternity leave to male employees; 
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c. To apply to any employer with fewer than one hundred (100) full-time employees on 

a permanent basis at the job site or location. 

M. IN LINE OF DUTY INJURY LEAVE 

1. An employee sustaining an injury during the course and scope of his employment which is 

determined to be compensable under the provisions of the Worker's Compensation Law 

shall be entitled to receive in-line-of- duty injury leave. This leave shall not be counted 

against any accrued sick leave which the employee has accumulated. Benefits which are 

receivable by the employee will be determined by the provisions of the Workers' 

Compensation Law. 

2. All injuries arising out of and in the course of one's employment shall be governed by 

the Tennessee workers' compensation law. Employees on occupational disability leave 

shall receive only those benefits due under workers compensation. 

3. No employee will pursue other employment opportunities, either full-time or part-time, for 

another employer while on worker’s compensation leave. 

4. Should an employee be unable to return to work within three (3) months from the day 

following the date of injury, the employee may be subject to separation only if he/she: 

a. Cannot perform the essential functions due to a disability that cannot reasonably be 
accommodated; 

b. Poses a direct threat to himself/herself and/or others 
c. Is unable to perform the essential functions due to a temporary condition or 

disability not protected by the ADA. 

N. ADMINISTRATIVE LEAVE WITH PAY 

1. Absence with pay for administrative purposes may be granted to full time employees by the 

employer as long as funding is available for such leave.  Such leave is available only for days 

an employee is scheduled to work. Leave must be for a good cause as determined by the 

employer. 

2. This leave shall not exceed twenty-four (24) working hours per fiscal year unless exceptional 

circumstances exist, and cannot be carried forward to the next fiscal year. 

3. All administrative leave with pay must have supporting documentation on employee’s 

timesheet. 

4. Administrative Leave cannot be carried forward as a leave to be used at the employee’s 

discretion. 

O. INCLEMENT WEATHER CONDITIONS 

1. The Hartsville/Trousdale County Government 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 annual leave in order to be paid for time off unless the 

Hartsville/Trousdale County Government is closed. The County Mayor and / or 

Constitutional Officers will determine whether the Hartsville/Trousdale 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. 

OR 
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1. It is Hartsville/Trousdale County's policy to continue operations despite weather conditions unless 

an emergency threatens to make employee transportation to or from work impossible or dangerous. 

Employees are expected to show up for work regularly and on time except when transportation is 

impossible. 

2. In case of severe weather, employees must look out for their own safety. However, this doesn't 

mean a free day off. Unless management has closed the County facility, employees are expected 

to come to work; otherwise, the employee will be charged vacation time. 

3. If the County facility opens and is forced to close early because of the weather, all employees 

who reported to work will be paid. Employees who made no effort to come in will not be paid.) If 

the facility is closed prior to the start of the shift, employees will not be paid. All employees are 

urged to make every possible effort to get to work if the facility remains open. 

4. If the facility remains open and employees do not come to work, they may use a vacation day 

instead of losing pay. Employees who report to work and are later sent home because of weather 

problems will be paid for the hours worked. 

5. No wage/salary decisions will transgress the requirements of federal and state regulations. When 

weather conditions make it hazardous for employees to report for work, they should: 

i. call the department head or designated contact; or 

ii. listen to local radio and television stations for closure announcements. 

6. The following payroll guidelines have been established for hourly employees reporting to 

work when the County opening is delayed due to bad weather conditions. 

i. Employees who do not report to work will not be paid for the day. With supervisory 

approval, they may take the day as a vacation day. 

ii. Overtime pay will apply to only those employees who have worked over 40 hours that 

week (unless state regulations dictate otherwise). 

 

P. MILITARY LEAVE 

1. Any employee who is a member, or may become a member, of any reserve component of 

the armed forces of the United States or of the Tennessee Army and Air National Guard, will 

be entitled to a leave of absence from their respective duties for periods of military service 

during which they are engaged in the performance of duty or training in the service of this 

state, or of the United States, under competent orders.  While on such leave, the employee 

will be granted paid leave up to twenty (20) days in any one (1) calendar year.  Qualified 

employees who seek paid leave under this policy must provide the official order calling for 

their service or training to their supervisor.  It is the responsibility of the employee to make 

arrangements with their department head for leave to attend monthly meetings on regular 

off-time, with the expectation that the paid leave granted herein will be applied to the 

annual training periods required for reservists. 

2. Any employee who is a member of the armed forces of the United States (including the 

Army, Army Reserves, Army National Guard, Navy, Naval Reserve, Marine Corps, Marine 

Corps Reserve, Air Force, Air Force Reserve, Air National Guard, Coast Guard, Coast Guard 

Reserve, Commissioned Corps of the Public Health) who is called to active duty will be 

placed on military leave.  Such employee must present their supervisor or department head 

with advance notice of their active duty orders.  The employee’s seniority, status and pay 

will remain unchanged during their time of military leave.  Continued health insurance 
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coverage will be offered up to 18 months, with the employee paying premiums due for 

such policy.  An employee wishing to continue health insurance coverage during their 

military leave shall provide a mailing address where notices of premium payments due may 

be sent. 

3. The process for reinstatement of employees returning from military leave begins when the 

employee submits an “application for re-employment.”  Said applicant must be submitted: 

a. on the first workday back for employees deployed 30 days or less; 

b. within 14 days of the end of service for employees deployed up to 180 days; and 

c. within 90 days of the end of service for employees deployed 181 days or longer 

4. The returning employee will be re-employed in the position they would have attained had 

they not been absent for military service, with the same seniority, status and pay. 

Q. TERMINATION PAY 

1. An employee, whose services are being terminated, either voluntarily or involuntarily, shall 

be paid for all regular earnings which are due and accrued plus all accrued vacation time, 

and overtime. 

2. Unused vacation time will be paid if the employee has given an acceptable two week notice. 

3.  The employee will not be compensated for any unused sick leave days.  

4. In the event of death, the amount owing to the employee shall be paid to his estate or to 

the surviving spouse as may be required by law. 

R. PART-TIME EMPLOYEES 

1. 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. 

  



 Hartsville/Trousdale County Personnel Policy PAGE  | 25 

SECTION V-2: BENEFITS APPLYING TO FORMER TOWN OF HARTSVILLE 

EMPLOYEES ONLY 

All employees of the former Town of Hartsville are governed by the benefit policies listed in 
Section V-1. Also, the following exceptional benefits are provided as a part of the provisions of the 
Hartsville/Trousdale County Charter which protect the benefits of those employed by the former 
Town of Hartsville prior to January 1, 2001. 

A. HOLIDAYS 

1. Former Town of Hartsville employees shall receive the same holidays as are given to all 

former Trousdale County employees and new hires of the Hartsville/Trousdale County 

Government (refer to Section V.1.B.). This does not constitute a loss of benefits for former 

Town of Hartsville employees regarding the former Town giving the day after Christmas as 

a holiday. This holiday benefit is merely changed from the day after Christmas to Christmas 

Eve. Former Town employees still will receive 2 days holiday for Christmas. 

B. HOLIDAY PAY 

1. When an employee must work on a holiday, the employee will be paid at the rate of two-

times (2) their regular pay rate for all scheduled time worked on the day observed as the 

holiday (double time). 

C. VACATION LEAVE 

1. All full-time employees of the former Town of Hartsville shall be entitled to annual leave 

days per month in accordance with the number of years worked as follows: 

REGULAR FULL-TIME EMPLOYEES (40 HOURS) 

YEARS OF SERVICE 

DAYS 

EARNED PER 

MONTH 

MAXIMUM 

ACCRUAL 

LESS THAN 10  1.0 DAYS 30 DAYS 

10 BUT LESS THAN 15  1.5 DAYS 36 DAYS 

15 BUT LESS THAN 20  1.75 DAYS 39 DAYS 

OVER 20  2.0 DAYS 42 DAYS 

2. Annual leave shall be computed from July 1st of each fiscal year. Annual leave earned in a 

calendar year shall be taken during the following calendar year. Annual leave shall not 

accrue beyond the maximum allowed accrual (see table above). Employees may not borrow 

against future vacation leave nor may they transfer it to other employees. 

3. Annual leave, so far as practical, will be granted at the time desired by employees, but 

annual leave in each department must be scheduled to assure orderly operation and 

adequate, continuous service to the public. Department heads must plan with employees in 

their department an orderly annual leave schedule. Holidays, as defined above, shall not be 

counted as annual leave days, however, if a holiday falls on an employee's scheduled 

vacation leave day, the employee shall be credited with another vacation day in lieu of the 

holiday. 
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4. In the event of resignation, termination, layoff, or a leave of absence, the employee shall 

not lose any accumulated vacation leave and shall be paid for the unused vacation leave on 

the employee's last pay check. With the approval of the department head or the County 

Mayor, an employee may receive payment of wages in lieu of vacation time. This can occur 

no more than two consecutive years. 

D. SICK LEAVE 

1. All former Town of Hartsville employees shall be given one- half (1/2) day of sick leave with 

pay for each month of work for the Hartsville/Trousdale County Government to a maximum 

accumulation of thirty (30) days.  

2. Sick leave may be granted for:  

a. Personal illness or physical incapacity resulting from causes beyond the employee's 

control. 

b. Exposure to contagious disease so that the employee's presence at work might 

jeopardize the health of others; 

c. Medical, dental, optical or other professional treatments or examinations;  

d. Acute illness of a member of the employee's immediate family (i.e., spouse, parents, 

sibling, children, in-laws, grandparents). 

e. Pregnancy, adoption, and the birth of a child. 

3. Upon termination or resignation, any unused sick leave shall not be cashed in for 

compensation and shall be forfeited by the employee. When an employee is separated 

from the town due to lay-off, the employee’s accumulated sick leave will be banked and 

made available to the employee upon re-employment. Employees may not borrow against 

future sick leave or transfer earned sick leave to another employee. 

NOTE: BENEFIT POLICIES HEREIN LISTED ABOVE FOR THE FORMER TOWN OF 

HARTSVILLE EMPLOYEES TAKE PRECEDENT OVER OTHER BENEFIT POLICIES ADDRESSED 

ELSEWHERE IN THIS DOCUMENT, SHOULD THERE BE A CONFLICT IN THE DIRECTIVE OF 

THESE POLICIES. 

SEE ATTACHMENT - COUNTY ATTORNEY INTERPRETATION OF FORMER TOWN OF HARTSVILLE 

VACATION AND SICK LEAVE POLICIES. (Remove this sentence for there is no attachment.) 
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SECTION VI – SEPARATIONS AND DISCIPLINARY 

ACTIONS 
A. TYPES OF SEPARATIONS 

1. All separations of employees from positions with the local government shall be designated 

as one of the following types and shall be accomplished in the manner indicated: 

Resignation, layoff, death, retirement, dismissal and suspension. An employee who is 

terminated for violating policy or who resigned in lieu of termination from employment due 

to a policy violation will not be eligible for rehire. 

a. Resignation. To resign in good standing, employees should give their department 

head / constitutional officer and / or supervisor at least fourteen (14) calendar days 

notice. In such a case, employees will be expected to return any or all local 

government equipment assigned. When employment ends for any reason, 

employees should contact the department head / constitutional officer and / or 

supervisor relative to any monies due the employee. An unauthorized absence 

from the work place of a period of three (3) working days shall be considered 

by the department head as a resignation. If a former employee returns to local 

government employment, his/her status of seniority, pay leave, etc. will be the same 

as any new employee beginning work for the first time unless circumstances require 

a higher rate (inability to recruit qualified candidates). An employee’s resignation will 

be effective upon the separation date given in the two (2) week notice. In the 

absence of such notice, the separation date 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 date stated 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. 

b. Layoff. The department head may layoff an employee in the local government 

service when he/she deems it necessary by reason of shortage of funds, the abolition 

of a position, or other material changes in the duties or organization of the 

employee's position or for related reasons that are outside the employer's control 

and that do not reflect discredit upon the employee's service. Temporary employees 

shall be laid off before probationary or regular employees. The order of layoff shall 

be in reverse order to total continuous time served upon the date established for the 

layoff to become effective. 

c. Disability. An employee may be separated for disability when he/she cannot 

perform the essential functions of the job because of physical or mental impairment 

that cannot be accommodated without undue hardship or because the disability 

poses a direct threat to the health and safety of others. Action may be initiated by 

the employee or the local government, but in all cases, it must be supported by 

medical evidence and the disability must prevent the employee from performing the 
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essential functions of the job. The local government may require an examination at 

its expense to be performed by a licensed physician of its choice. 

d. Retirement. Whenever an employee meets the conditions set forth in the retirement 

system's regulations, he/she may elect to retire and receive all benefits earned under 

the appropriate retirement system. Employees should notify their appropriate 

department head at least thirty (30) days in advance of retirement. 

e. Death. Upon the death of a full-time regular employee, his/her beneficiary will 

receive his/her next due payroll check and pay for accrued vacation time. Further, 

his/her beneficiary shall be given complete assistance by the local government 

personnel department in settling pension, life, and hospital insurance benefits, if 

such benefits have been provided by the local government. Separation shall be 

effective as of the date of death of an employee. 

B. TYPES OF DISCIPLINARY ACTION 

1. Whenever an employee’s performance, attitude, work habits, or personal conduct fall below 

desirable level, supervisors shall inform employees promptly and specifically of such lapses 

and shall give them counsel and assistance.  If appropriate and justified, a reasonable 

period of time for improvement may be allowed before initiating disciplinary action.  In 

some instances, a specific incident in and of itself may justify severe initial disciplinary 

action; however, the action to be taken depends on the seriousness of the incident and 

patterns of past performance and conduct.   

2. For the purposes of definition, a Department Head can be any of the following positions: 

County Mayor, any of the Constitutional Officers, the Clerk and Master, the Circuit Court 

Clerk, or the Head of a specific Department within General County Services. For the 

purposes of definition supervisor can be the Department Head or an individual officially 

designated by the Department Head to oversee operations as directed by the Department 

Head. 

3. The types of disciplinary action are: 

a. Oral Reprimand. Whenever an employee’s performance, attitude, work habits, or 

personal conduct fall below a desirable level, the Department Head shall inform the 

employee promptly and specifically of such lapses and shall give him/her counsel 

and assistance.  If justified, a reasonable period of time for improvement may be 

allowed before initiating disciplinary actions.  The Department Head may place a 

memo in the employee’s file stating the date of the oral reprimand, what was said to 

the employee, and the employee’s response.  After sixty (60) days, the oral 

reprimand may be removed from the file. 

b. Written Reprimand. In situations where an oral warning has not resulted in the 

expected improvement or when more severe initial action is warranted, a written 

reprimand will be delivered to the employee, and a copy will be placed in the 

employee’s personnel folder.  The Department Head administering the reprimand 

shall advise the employee that the action is a written reprimand and emphasize the 

seriousness of the problem; cite previous corrective actions and/or informal 

discussions relating to the offense; identify the problem and/or explain the offense; 
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inform the employee of the consequences of continued undesirable behavior; detail 

corrective actions and identify dates by which the correction actions shall be taken. 

At the conclusion of a conference with the employee, a signed copy of the written 

reprimand will be given to the employee and a copy placed in the employee’s 

personnel folder.  It is recommended that the affected employee sign the written 

reprimand to indicate that he/she has seen the document and to acknowledge 

receipt of the employee’s copy.  Should the employee refuse to sign the written 

reprimand, the Department Head will obtain a witness to sign and date the form and 

so indicate the employee’s refusal to sign.  An employee who disagrees with the 

written reprimand may place a written statement of his/her objection in the 

personnel file. 

c. Suspension. An employee may be suspended with or without pay by his/her 

Department Head. The suspension will not exceed a total of (ten) 10 days in any 12-

month period.  Pursuant to the appeals procedures, a written statement of the 

reason for suspension shall be submitted to the employee affected at least 24 hours 

prior to the effective date of suspension.  Under certain circumstances, an employee 

may be suspended without 24-hour notice, if in the best interest of the local 

government. The decision to suspend without notice must be made by the 

Department Head. During the advance-notice period, the employee may be retained 

in active-duty status, placed on leave, or suspended with or without pay at the 

discretion of the Department Head. The employee will be granted a hearing before 

the Department Head upon request, pursuant to the appeals process. An employee 

determined to be innocent of the charges shall be returned to duty with full pay for 

the suspension period.  All records associated with a suspension shall become a 

permanent part of the employee’s personnel file unless the employee is determined 

to be innocent of the charges. 

d. Dismissal. The Department Head may dismiss an employee for just cause that is for 

the good of the local government service. Reasons for dismissal may include, BUT 

ARE NOT LIMITED TO: 

a. Misconduct 

b. Negligence 

c. Incompetency or inefficiency in performing duties 

d. Conviction of a criminal offense or of a malfeasance involving moral turpitude 

e. Violating any lawful and reasonable regulation, order, or direction made or 

given by a superior, or insubordination that constitutes a serious breach of 

discipline 

f. Being intoxicated, drinking any intoxicating beverages, or being under the 

influence of a drug or narcotic while on duty 

g. Theft, destruction, carelessness, or negligence of local government property 

h. Disgraceful personal conduct or language toward the public, fellow officers, or 

employees 
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i. Unauthorized absences or abuse of leave privileges 

j. Incapacity to perform the essential functions of a job because of a permanent 

or chronic physical or mental defect that cannot be reasonably 

accommodated 

k. Accepting any valuable consideration that was given with the expectation of 

influencing the employee in performing his/her duties 

l. Falsifying records or using official position for personal advantage 

m. Loss of an employee’s driver’s license and driving privileges by due process of 

law when the employee’s position makes operating a motor vehicle necessary 

in performing his/her duties 

n. Violating any of the provisions of the local government charter, personnel 

ordinance, or these rules 

4. Pursuant to the appeals procedure, the employee shall be furnished an advance written 

notice containing the nature of the proposed action, the reasons therefore, and the right to 

appeal the charges orally or in writing before the Department Head. When possible, the 

notice shall be furnished at least one calendar week prior to the proposed effective date of 

the action.  During this period, the employee may be retained on duty status, placed on 

leave, or suspended with or without pay at the discretion of the Department Head. If the 

employee fails to respond to the advance notice, the proposed action shall be effective on 

the date specified with no need for further action. 

5. If the employee requests a hearing on the proposed action, the Department Head shall 

promptly set a date and time for the hearing and shall carefully consider all evidence 

presented before making a decision.  The decision of the Department Head shall be 

final. 

C. GRIEVANCE PROCEDURES 

1. A grievance is defined as an employee’s feeling of dissatisfaction, and any differences, 

disagreements, or disputes arising between an employee and his/her supervisor and/or 

employer regarding some aspect of his/her employment, application or interpretation of 

regulations and policies, or some management decision affecting him/her.  A grievance 

may be something real, alleged, or a misunderstanding concerning only administrative 

orders involving the employee’s health, safety, physical facilities, equipment or materials 

used.  Such misunderstandings, complaints, points of view, and opinions will be considered 

a grievance, except in cases where they relate to personnel actions arising out of pay, 

suspension, and dismissal. 

2. It is the local government’s desire to address grievances informally, and both supervisors 

and employees are expected to make every effort to resolve problems as they arise.  

However, it is recognized that there will be occasional grievances that will be resolved only 

after a formal appeal and review.  Employees who have a complaint or grievance may 

discuss the grievance with their immediate supervisor, a higher-level supervisor, and/or the 

Department Head. 
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3. Every employee may present a complaint or grievance under the provisions of the 

grievance procedures free from fear, interference, restraint, discrimination, coercion, or 

reprisal.  Steps of the grievance procedures are as follows: 

a. STEP ONE. The employee makes an oral or written presentation of the complaint or 

grievance to the supervisor within three (3) working days from the incident that 

prompted the grievance.  It shall be the supervisor’s responsibility to promptly 

investigate the circumstances surrounding the grievance, discuss the matter with the 

appropriate Department Head, and take action, if possible.  The supervisor shall 

inform the employee in writing of the decision and any action taken shall be taken 

within three (3) days from the date the grievance was filed, if appropriate.  The 

supervisor shall prepare a written report of the complaint or grievance and provide a 

copy of it to the Department Head.  Any supervisor in the chain-of-command shall 

attach his/her recommendation regarding the unresolved complaint or grievance if it 

proceeds to a higher level.  No supervisor may hold a complaint longer than 72 

hours without forwarding it to the next supervisory level. 

b. STEP TWO. If the grievance cannot be resolved on an informal basis between the 

employee and supervisor, the employee may proceed to the second procedural step.  

Before proceeding, an employee must reduce the complaint or grievance to signed 

writing and request that the written statement be delivered to the Department Head.  

If an employee wishes a hearing, the Department Head will accommodate the 

employee.  Upon hearing the grievance, the Department Head must provide a 

written response to the employee and the immediate supervisor within three (3) days 

(72 hours) of the hearing. 

c. STEP THREE. If the grievance is not resolved with the Department Head, the 

employee may request in writing a hearing with the County Mayor. If applicable, the 

employee may request in writing a hearing with the Constitutional Officers, the Clerk 

& Master, or the Circuit Court Clerk. The County Mayor shall have ten (10) working 

days to schedule the hearing, after which the County Mayor shall provide a written 

response to the employee with copies to the department head and immediate 

supervisor.  If applicable, the Constitutional Officers, the Clerk & Master, or the 

Circuit Court Clerk shall have ten (10) working days to schedule the hearing, after 

which the Constitutional Officers, the Clerk & Master, or the Circuit Court Clerk shall 

provide a written response to the employee with copies to the department head and 

immediate supervisor. Every attempt will be made to resolve the employee’s 

grievance. 

d. STEP FOUR. If the grievance is not resolved with the County Mayor, the employee 

may request that his/her written complaint be heard by the governing body. If 

applicable, if the grievance is not resolved with the Constitutional Officers, the Clerk 

& Master, or the Circuit Court Clerk, the employee may request that his/her written 

complaint be heard by the governing body. 

D. POLICIES GOVERNING GRIEVANCE AND APPEALS PROCEDURES 

1. An employee with a grievance shall be notified in writing of his/her rights to: 
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a. A grievance or appeals hearing as specified in this policy; 

b. Receive written notification of the reason for the action that led to the grievance; 

c. Be represented at all stages of the grievance proceedings by legal counsel retained 

at the employee’s expense; 

d. Present witnesses in his/her own behalf and cross-examine witnesses in support of 

the local government’s actions; 

e. Examine and copy all documents that will be used by the local government as 

justification for its actions; 

f. Be free from threats, coercion, intimidation, or discrimination from other employees 

because he/she has made complaints, testified, or assisted in any manner in the 

above-stated grievance and appeals procedures. 

2. An employee must submit the request to the County Clerk for an appeal before the County 

Commissioners within three (3) calendar days of receiving notification of the action in 

question and must state his/her intent to have representation and to name the 

representatives. The County Clerk shall schedule a hearing not later than the next regular 

Commission meeting of receiving the employee's request for appeal. The action of the 

County Commission shall be final and binding on all parties involved, unless appealed to 

the Chancery Court by the employee. 

E. RECORDS 

1. Records shall be made of all proceedings pertaining to the personnel actions, and these 

records shall be maintained in the local government's permanent personnel file. 
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SECTION VII – MISCELLANEOUS PERSONNEL POLICIES 
A. USE OF GOVERNMENT TIME, FACILITIES, ETC. 

1. No employee of the Hartsville/Trousdale County Metropolitan Government shall use 

government time, facilities, equipment or supplies for private gain or advantage to oneself 

or any other private person or group. 

B. SOLICITATION 

1. The local government believes that its employees should be free from frequent solicitations 

for charitable purposes. Therefore, solicitation shall be limited to as few visits as necessary 

during the course of the year. Any solicitation of employees must be approved by the 

appropriate official. 

C. PERSONAL TELEPHONE CALLS 

1. Using the office telephone during regular work hours for local and/or long-distance 

personal calls, except in emergency cases, is discouraged. 

D. FIGHTING, HORSEPLAY, DAMAGING LOCAL GOVERNMENT PROPERTY 

1. Fighting, horseplay, and intentionally defacing or damaging local government property is 

not permitted. Employees engaging in these activities will be subject to disciplinary action 

that could lead to discharge. 

E. LOCKERS 

1. Lockers are the property of the local government and may be inspected at any time without 

notice as there may be no expectation of privacy in such property. Employee-assigned 

lockers (that are locked by the employee) are also subject to inspection after reasonable 

advanced notice. 

F. GARNISHMENT 

1. Garnishment of wages, salaries or other compensation due from county to any of its 

officers or employees is permitted.  Employers cannot retaliate against an employee based 

on a wage assignment for alimony or child support, but the employer may impose a service 

charge of up to five percent, not to exceed $5.00 per month. The maximum amount of 

earnings that may be garnished is set out in T.C.A § 26-2-106.  For federal law regarding 

garnishment, see 15 U.S.C. § 1672(b). 

G. BULLETIN BOARD 

1. At numerous locations, the local government maintains bulletin boards on which important 

information connected with an employee's work is posted from time to time. Cooperation is 

needed in protecting the posted material. 

H. USE OF LOCAL GOVERNMENT VEHICLES AND EQUIPMENT 

1. Hartsville / Trousdale Metropolitan Government is committed to promoting safe and 

responsible driving for all of its employees. To ensure that this commitment is followed 

through, the County has adopted a vehicle and equipment policy that requires all 

employees who operate County owned vehicles or equipment during the performance of 
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their jobs, to do so in a lawful and safe manner. An employee who, at the County’s request 

and through the County’s authorization, is asked to operate a County vehicle/equipment or 

rented vehicle/equipment will do so for County business use only and will not be 

considered available for personal use in any way. No unauthorized persons will be 

permitted to operate a County vehicle or equipment. 

2. The County has the sole discretion in determining who may operate County or County-

sponsored vehicles or equipment, therefore, the County has the right to review any 

appropriate documents including but not limited to driving records, proof of a valid license, 

and automobile insurance information. 

3. Employees must be 18 years of age to operate a County vehicle or equipment. 

4. Employees are expected to take all steps necessary to avoid endangering themselves and 

others while operating County or County-sponsored vehicles or equipment on County 

business.  To ensure this, employees authorized to operate County/County-sponsored 

vehicles or equipment are expected to ensure that all occupants wear safety belts when the 

vehicle or equipment is in operations and that the vehicle/equipment to which the 

employee is assigned is maintained in a safe driving/operating condition. Employees driving 

county owned or rented vehicles/equipment would comply with respective laws governing 

motor vehicle/equipment operations. 

5. County employees will not use cellular telephones (unless they are equipped with hands-

free operations) and from conducting any other activities which may impede the driver’s 

ability to focus on safely operating the vehicle/equipment while it is in motion. 

6. Any individual who is in violation with the safety expectations listed above may be subject 

to potential disciplinary action by the County up to and including termination. 

I. BUSINESS DEALINGS 

1. Except for the receipt of such compensation as may be lawfully provided for the 

performance of his/her local government duties, it shall be unlawful for any local 

government officer or employee to be privately interested in, or to profit, directly or 

indirectly, from business dealings with the Hartsville/Trousdale County Government. 

J. ACCEPTANCE OF GRATUITIES 

1. No local government officer or employee shall accept any money or other consideration or 

favor from anyone other than the local government for the performance of an act which he 

would be required or expected to perform in the regular course of his/her duties; nor shall 

any officer or employee accept, directly or indirectly, any gift, gratuity, or favor of any kind 

which might reasonably be interpreted as an attempt to influence his actions with respect 

to local government business. 

K. USE OF POSITION 

1. No local government officer or employee shall make or attempt to make private purchases, 

for cash or otherwise, in the name of the local government, nor shall he/she otherwise use 

or attempt to use his/her position to secure unwarranted privileges or exemptions. 
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L. STRIKES AND UNIONS 

1. No local government officer or employee shall participate in any strike against the local 

government, nor shall he/she join, be a member of, or solicit any other local government 

officer or employee to join any labor union which authorizes the use of strikes by 

government employees. 

M. PARKING 

1. The local government does not assume responsibility for loss or damage any time to 

employee vehicles or their contents. 

N. DRUG FREE WORKPLACE 

1. Refer to the County’s Drug and Alcohol Testing Policy. 

O. WORKPLACE VIOLENCE AND HARASSMENT 

1. It is the policy of the Hartsville/Trousdale County Metro Government to promote a 

productive, safe and healthy work environment for all employees, customers, vendors, 

contractors and members of the general public and to provide for the efficient and effective 

operation of the Metro government’s activities.  The Hartsville/Trousdale County Metro 

Government will not tolerate verbal or physical conduct by an employee which harasses, 

disrupts or interferes with another’s work performance or which creates an intimidating, 

offensive or hostile environment. 

2. No employee or non-employee shall be allowed to harass any other employee or non-

employee by exhibiting behavior including, but not limited to, the following: 

a. Verbal harassment – Verbal threats toward persons or property; the use of vulgar or 

profane language directed towards others; disparaging or derogatory comments or 

slur; offensive flirtations or propositions; verbal intimidation; exaggerated criticism or 

name-calling; spreading untrue or malicious gossip about others. 

b. Physical Harassment – Any physical assault, such as hitting, pushing, kicking, 

holding, impeding or blocking the movement of another person. 

c. Visual Harassment – Displaying derogatory or offensive posters, cartoons, 

publications or drawings. 

3. Charges of violence and harassment may be reported to any supervisory employee of the 

Metro government, including the Human Resources Manager, the Mayor.  The Human 

Resources Manager is charged with investigating all cases of workplace violence and 

harassment.  Depending on the severity of the charges or whether a crime is committed, 

the Mayor may request that the Sheriff provide assistance to the Human Resources 

Manager or assume responsibility for the investigation.  All employees are required to assist 

in the course of the investigation by providing testimony, statements and evidence, as 

required.  Failure to cooperate may result in disciplinary action. 

4. Copies of the investigative report with recommendations for appropriate action will be 

turned over to the Department Head, Human Resources Manager, or the County Attorney 

as appropriate for further action.  Disciplinary action may be taken against any employee 

who commits acts of workplace violence and harassment. 
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P. SEXUAL HARASSMENT 

1. Purpose. 

a. The Hartsville/Trousdale County Metro Government may be held liable for the 

actions of all employees with regard to sexual harassment and will not tolerate 

sexual harassment of its employees.  The Metro government will take immediate, 

positive steps to stop such harassment when it occurs.  The Metro government is 

responsible for acts of sexual harassment in the workplace when the Metro 

government (or its agents or supervisory employees) knows or should have known of 

the conduct, unless it can be shown that the Metro government took immediate and 

appropriate corrective action.  The Metro government may also be responsible for 

the acts of non-employees, with respect to sexual harassment of employees in the 

workplace, where the Metro government (or its agents or supervisory employees) 

knows or should have known of the conduct and failed to take immediate and 

appropriate corrective action. 

b. This policy applies to all officers and employees of the Hartsville/Trousdale County 

Metro Government including, but not limited to: full and part-time employees, 

elected officials, seasonal and temporary employees, employees covered or exempt 

from the personnel rules or regulations of the Metro government, and employees 

working under contract for the Metro government.  The following rules shall be 

strictly enforced. 

2. Definitions.  

a. The following actions constitute an unlawful employment practice and are absolutely 

prohibited by the Metro government when they affect employment decisions, create 

a hostile job environment, cause distractions, or unreasonably interfere with work 

performance.  They are: 

i. sexual harassment or unwelcome sexual advances; 

ii. requests for sexual favors; 

iii. verbal or physical conduct of a sexual nature in the form of pinching, 

grabbing, patting, or propositioning; 

iv. explicit or implied job threats or promises in return for submission to sexual 

favors; 

v. sex-oriented comments on appearance; 

vi. sex-oriented stories; 

vii. displaying sexually explicit or pornographic material, no matter how the 

material is displayed; 

viii. sexual assault on the job by supervisors, fellow employees, or, on occasion, 

non-employees; and 

ix. Sexual harassment includes conduct directed by men toward women, conduct 

directed by men toward men, conduct directed by women toward men, and 

conduct directed by women toward women. 
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3. Making Sexual Harassment Complaints.  

a. An employee who feels he/she is subjected to sexual harassment should immediately 

contact a person (listed below) with whom the employee feels the most comfortable.  

Complaints may be made orally or in writing to: 

i. The employee’s immediate supervisor, 

ii. The employee’s department head 

iii. The Human Resource Manager 

iv. The County Attorney 

a. Employees have the right to circumvent the employee chain-of-command when 

selecting the person to complain to about sexual harassment.  The employee should 

be prepared to provide the following information: 

i. His/her name, department, and position title; 

ii. The name of the person or people committing the sexual harassment, 

including their title(s), if known; 

iii. The specific nature of the sexual harassment, how long it has gone on, any 

employment action (demotion, failure to promote, dismissal, refusal to hire, 

transfer, etc.) taken against the employee as a result of the harassment, or any 

other threats made against the employee as a result of the harassment; 

iv. Witnesses to the harassment; and 

v. Whether the employee has previously reported the harassment and, if so, 

when and to whom 

4. Reporting and Investigating Sexual Harassment Complaints.  

a. The Human Resource Manager is the person the Metro government designates as 

the investigator of sexual harassment complaints against employees.  In the event 

the sexual harassment complaint is against the Human Resource Manager, the 

investigator shall be a Metro government employee appointed by the County 

Attorney. 

b. When an allegation of sexual harassment is made by any employee, the person to 

whom the complaint is made shall: 

i. Immediately prepare a report of the complaint according to the preceding 

section and submit it to the Department head, Human Resource Manager, or 

County Attorney, as appropriate;  

ii. Make and keep a written record of the investigation at the time the verbal 

interview is in progress, including notes on: 

I. Verbal responses made to the investigator by the person complaining 

of sexual harassment, 

II. Witnesses interviewed during the investigation, 

III. The person against whom the complaint of sexual harassment was 

made 
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IV. Any other person contacted by the investigator in connection with the 

investigation 

c. within 15 working days of receiving the complaint, the investigator prepares and 

presents the findings to the Department Head, Human Resources Manager, or 

County Attorney, as appropriate, in a report, which will include: 

i. The written statement of the person complaining of sexual harassment, 

ii. The written statements of witnesses, 

iii. The written statement of the person against whom the complaint of sexual 

harassment was made, and  

iv. All the investigator’s notes connected to the investigation 

5. Action Following Complaints Of Sexual Harassment.  

a. Upon receiving an investigation report of a sexual harassment complaint, the 

Department Head, Human Resources Manager, or County Attorney shall immediately 

review the report.  If the Department Head, Human Resource Manager, or County 

Attorney determines that the report is not complete in some respect, he/she may 

question the person complaining of sexual harassment, the person against whom the 

complaint has been made, witnesses to the conduct in question, or any other person 

who may have knowledge about the harassment. 

b. Based upon the report and his/her own investigation (where a separate investigation 

is made), the Department Head, Human Resource Manager, or County Attorney shall, 

within a reasonable time, determine whether the conduct in question constitutes 

sexual harassment.  In making that determination, the Department Head, Human 

Resources Manager, or County Attorney shall look at the record as a whole and at 

the totality of circumstances, including the nature of the conduct, the context in 

which the alleged actions occurred, and the behavior of the person complaining.  

The decision of whether sexual harassment actually took place will be determined on 

a case-by-case basis. 

c. If the Department Head, Human Resources Manager, or County Attorney determines 

that the harassment complaint is founded, he/she shall take immediate and 

appropriate disciplinary action against the guilty employee, consistent with his/her 

authority under the Metro government charter, ordinances, resolutions, or rules 

governing his/her authority to discipline employees.  If the Department Head, 

Human Resources Manager, or County Attorney feels that the harassment warrants 

disciplinary action stronger than he/she is authorized to impose by the charter, 

ordinances, resolutions, or rules governing employee discipline, he/she shall make 

that determination known, along with the report of the investigator, to the 

governing body of the Metro government.  If the governing body determines that 

the sexual harassment complaint is founded, it may discipline the employee 

consistent with its authority under the Metro government charter, ordinances, 

resolutions, or rules governing employee discipline. 
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d. The disciplinary action shall be consistent with the nature and severity of the offense, 

the employee’s rank, and any other factors the governing body believes relate to fair 

and efficient administration of the local government. This includes, but is not limited 

to, the effect of the offense on employee morale, public perception of the offense, 

and the light in which it casts the local government.  The disciplinary action may 

include demotion, suspension, dismissal, warning, or reprimand.  Determining the 

level of disciplinary action shall also be made on a case-by-case basis.  A written 

record shall be kept of imposed disciplinary actions, including verbal reprimands.   

e. In all events, an employee found guilty of sexual harassment shall be warned not to 

retaliate in any way against the person making the complaint, witnesses, or any other 

person connected with the investigation. 

f. In cases where sexual harassment is committed by a non-employee against a Metro 

government employee in the workplace, the Department Head, Human Resources 

Manager, or County Attorney shall take whatever lawful action is necessary against 

the non-employee to bring the sexual harassment to an immediate end. 

6. Obligations of Employees.  

a. Employees are not only encouraged to report instances of sexual harassment; they 

are obligated to report them.  Employees are also obligated to cooperate in every 

harassment investigation.  The obligation includes, but is not necessarily limited to, 

coming forward with evidence (both favorable and unfavorable) about a person 

accused of such conduct, fully and truthfully making written reports, or verbally 

answering questions when required to do so by an investigator.  Employees are also 

obligated to refrain from making bad faith accusations of sexual harassment. 

b. Disciplinary action may be taken against employees who fail to report instances of 

sexual harassment, fail or refuse to cooperate in the sexual harassment investigation, 

or file a complaint of sexual harassment in bad faith. 

Q. MONITORING OF ELECTRONIC MAIL 

1. Policy. It is the policy of Trousdale County that all use of the Internet is for acceptable and 

legitimate purposes. Employees and officials of the Hartsville/Trousdale County 

Government do not have any right to privacy in any electronic mail (e-mail) that travels over 

the local government's electronic mail system. All e-mail that travels over the local 

government's system is subject at any time to being examined by officials of the 

Hartsville/Trousdale County Government and their designees. In addition, correspondence 

of Hartsville/Trousdale County employees and officials in the form of e-mail may be a 

public record under the public records law and may be subject to public inspection. 

2. Purpose. The purpose of this policy is to set forth certain parameters for employees who 

have access to the Internet and to place them on notice that misuse carries penalties. 

3. Personnel Affected. This policy applies to all Trousdale county employees. 

4. Scope. This policy includes but is not limited to the following: 

a. All Electronic Communications 

b. Public Networks 
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5. Ownership. Trousdale County computers and all data stored in them are the property of 

Trousdale County and may be accessed at any time by authorized officials of Trousdale 

County. Trousdale County employees cannot expect privacy in the use and storage of data 

using Trousdale County computers or when using any other County provided equipment 

such as desk and/or storage space(s). 

6. Procedural Guidelines. The following is a guideline for users of Trousdale County 

computers and will be observed while accessing public networks and the Internet using 

county resources: 

a. Use of county resources for accessing the Internet and other public networks is 

primarily for work-related purposes. 

b. Employees must act responsibly when participating in discussion groups on a public 

network. 

c. Employees will not use the public networks or the Internet improperly. You may be 

monitored, and access may be revoked at any time for inappropriate use or conduct. 

d. Determine and abide by the policies and procedures of any external network you 

access. 

e. Do not download any software or screen savers from the Internet without prior 

approval from the Metro Communications Committee. 

f. Do not use Real Player or other software to listen to the radio over the Internet. This 

action results in unnecessary network traffic that causes slowness for all users. 

g. Do not use software that attempts to discover properties about the public network 

or computing resources connected to that network. 

h. The internet shall be used in a responsible manner and there can be no use of the 

services in an illegal, malicious or obscene manner.  

i. Employees may not use County email to express his/her political opinions or other 

controversial issues or act in any way that would tend to reflect negatively on the 

County or that person.  

7. Responsibilities. The following actions will not be allowed: Sending or displaying obscene 

or disruptive messages, files or images; using obscene language; harassing, insulting or 

attacking others; violating copyright laws or software license restrictions. This means that 

the downloading of music and other similar materials is prohibited. (This includes single 

songs, titles, recordings, etc., whether in MP3, RMX, or another file format.) If an employee 

is in doubt about what is allowed, he/she should contact the Metro Communications 

Committee for clarification. 

8. Penalty. Violations of this policy may result in a loss of access to the Internet as well as 

appropriate disciplinary and/or legal action. 

9. Mandatory Acknowledgement. All employees must read and abide by this policy. Before 

access is given to use any networking, software, storage, or support systems, employees 

must sign an acknowledgement of receipt of this policy statement. The statement will be 

kept in the individual’s personnel file located in the County Mayor’s Office. 
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10. Monitoring. It shall be the responsibility of the Department Head to assure his/her 

employees are reminded on a timely basis of this policy and the importance of adherence 

to its provisions. In addition, they shall stop any violators from continuing to abuse the 

privileges of Internet use and stop any known violations.  

a. The Metro Communications Committee shall monitor Internet traffic to assist 

Department Heads in this policing of the policy.  

b. Any significant violations of this policy noted by the Metro Communications 

Committee will be reported to the appropriate Department Head for their corrective 

action and/or discipline up to and including termination. 

c. Department Heads will contact the Personnel Department for guidance on a 

contemplated disciplinary action. 

R. DISCRIMINATION STATEMENT 

1. As an equal opportunity employer, employment will be based upon consideration of the 

qualifications of all applicants for employment. Discrimination based upon an applicant's 

race, color, sex, religion, national origin, age or handicap will not be tolerated. As a local 

government employee, this discrimination statement shall also apply to services provided 

to the public by the employee in that services will be provided to all persons without regard 

to race color, sex, religion, national origin, age or handicap. In accordance with the U.S. 

Supreme Court’s decision in Bostock v. Clayton County, Georgia, 140 S.Ct. 1731 (2000), “sex” 

shall include individuals that are homosexual or transgender. 

S. SEVERABILITY 

1. Each section, subsection, paragraph, sentence and clause of this document is hereby 

declared to be separable and severable. The invalidity of any section, subsection, paragraph, 

sentence or clause shall not affect the validity of any other portion of this document, and 

only any portion declared to be invalid by a court of competent jurisdiction shall be deleted 

herein. 

T. NEPOTISM 

1. The County’s nepotism policy prevents immediate relatives from being in a direct 

supervisory line with respect to each other.  In order to guard against these practices, the 

County prohibits employees who are relatives from being placed within the same line of 

supervision where one relative is responsible for supervising the job performance of work 

activities of another relative, including participation in a performance evaluation and 

excluding emergency situations which affect the health, safety or welfare of the public. 

2. This policy does not apply to individuals hired prior to December 31, 2011 and will not be 

retroactively applied. However, a transfer of position of an employee hired prior to 

December 31, 2011 will be governed by this policy to the extent that such an employee will 

not be transferred to a position where it would constitute a violation of this policy. 

3. For purposes of this policy, “immediate relatives” shall include a spouse, parent, child, 

sibling, step-child, step-parent, grandchild, brother, sister, foster brother, foster sister, 

grandparent, mother-in-law, father-in-law, sister-in-law, brother-in-law, grandparent-in-law, 

other family members who resides in the same household, and/or significant other. 



PAGE  | 42 Hartsville/Trousdale County Personnel Policy  

U. PERFORMANCE EVALUATION 

1. On an annual basis, supervisors/managers will perform a performance review on all 

employees under their report to include Performance Review, Improvement Plan and 

Review of Goals and Results. This review is to establish and promote high morale among 

Trousdale County Metropolitan Government employees by providing professional working 

relationships.  A uniform Personnel Policy, opportunity for advancement and consideration 

for employee needs and desires. 

V. MULTIPLE JOBS / DUAL EMPLOYMENT 

1. The Department of Labor views a county as a single employer so that an employee who 

works for two different departments of the same county is considered to be working for the 

same employer.  Therefore, all jobs the employee performs for the county must be 

aggregated for overtime purposes. 

W. SPECIALIZED TRAINING 

1. Specialized training will provide for the assignment of regular employees to recognized 

educational and professional institutions, facilities, and workshops to receive training which 

meets specific departmental needs for scientific, technical, professional and administrative 

skills.  Thus, the Hartsville/Trousdale County Government management is provided with an 

additional and valuable means of ensuring that federal, state and local laws are complied 

with and that the methods and knowledge of the work force do not become obsolete. 

2. All regular and full-time employees of the Hartsville/Trousdale County Government and 

certain probationary employees (for example, critical response positions), are eligible for 

job-related, specialized training assignments upon approval of the Department Director 

within departmental budget constraints.  All out-of-state travel and training requires 

County Mayor approval before attendance. 

3. Attendance at required training shall be considered working hours for non-exempt 

employees.  If training ends before the normal work shift, the employee must return to the 

work site.  If the training is not required for present job performance, accrued vacation 

leave may be authorized by the Department Director.  If a Department Director is the 

person to take training not required for present job performance, the County Mayor must 

authorize any vacation leave to be taken for this purpose.  Each employee on assignment to 

specialized training shall maintain satisfactory performance in the prescribed course of 

study. 

4. The department will pay all training costs, including necessary and required tuition, books 

and expenses.  However, such expenses will be paid no more than twice for any required 

course.  Should the employee fail a mandatory examination twice, the employee desiring to 

take the course and/or examination again will bear the cost of the training and will attend 

on his/her time, utilizing vacation leave, or leave without pay.  Employees must successfully 

complete the Police Academy on the initial attempt.  Failure in these programs will result in 

immediate termination of the probationary employee. 
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X. TELECOMMUTING/WORK FROM HOME 

1. Objective. Telecommuting allows employees to work at home, on the road, or in a satellite 

location for all or part of their workweek during Emergency Situations.  Employees who 

participate in a Telecommuting arrangement are considered to be in an official duty status 

during the employee’s designated work schedule.  Work from Home employees are 

prohibited from providing dependent or adult care while working from home.  Failure to 

adhere to applicable state and federal laws and State and agency rules and policies may 

result in discipline, up to and including dismissal.  Hartsville/Trousdale County Government 

considers telecommuting to be a viable, flexible work option when both the employee and 

the job are suited to such an arrangement.  Telecommuting may be appropriate for some 

employees and jobs but not for others.  Telecommuting is not an entitlement, it is not a 

companywide benefit, and it in no way changes the terms and conditions of employment 

with Hartsville/Trousdale County Government. 

2. Procedures. Telecommuting can be informal, such as working from home for a short-term 

emergency situation or on the road during business travel, or a formal, set schedule of 

working away from the office as described below.  Either an employee or a supervisor can 

suggest telecommuting as a possible work arrangement. 

3. Eligibility. Telecommuting must be approved by the Department Head.  Department Heads 

will evaluate the need for telecommuting for certain employees.  If deemed necessary for a 

period of time employee will be responsible for recording hours worked and turning in a 

timesheet to immediate supervisor.  Once signed by Department Head/Supervisor, it will be 

forwarded to Human Resources for payroll purposes. 

An employee may not be eligible to participate if: 

1. He/she is subject to official discipline for performance or conduct, including 

suspension, demotion, or recommendation for termination. 

                2. He/she has demonstrated diminished individual or organizational performance; 

3. He/she has violated the terms of the telecommuting policy; 

4. His/her position involves the direct handling of secure material (daily or on a frequent   

basis) which the agency determines is inappropriate for telecommuting. This may include 

materials for which the agency maintains a written policy restricting access or use of the 

material or for which appropriate mitigating IT security measures do not exist; or 

5. His/her position requires daily, or on a defined consistent basis, onsite work activities 

that cannot be handled remotely or at an alternative worksite. 

4. Equipment.  

a) On a case-by-case basis, Hartsville/Trousdale County Government will determine, 

with information supplied by the employee and the supervisor, the appropriate 

equipment needs such as access to software.  The employee would need to have 

internet access and a computer in order to be considered for telecommuting.  

Equipment may be supplied by the County, and if so, will be maintained by the 

County.  Equipment supplied by the employee, if deemed appropriate by the 

organization, will be maintained by the employee.  Hartsville/Trousdale County 



PAGE  | 44 Hartsville/Trousdale County Personnel Policy  

Government accepts no responsibility for damage or repairs to employee-owned 

equipment.  Hartsville/Trousdale County Government reserves the right to make 

determinations as to appropriate equipment, subject to change at any time.  

Equipment supplied by the County is to be used for business purposes only.  The 

telecommuter must sign an inventory of all Hartsville/Trousdale County 

Government property received and agree to take appropriate action to protect the 

items from damage or theft.  Upon termination of employment, all company 

property will be returned to the company, unless other arrangements have been 

made. 

b) The employee will establish an appropriate work environment within his or her 

home for work purposes.  Hartsville/Trousdale County Government will not be 

responsible for costs associated with the setup of the employee’s home office, such 

as remodeling, furniture or lighting, nor for repairs or modifications to the home 

office space.   

5. Security. Consistent with the organization’s expectations of information security for 

employees working at the office, telecommuting employees will be expected to ensure the 

protection of proprietary company and customer information accessible from their home 

office.  Steps could include the use of locked file cabinets and desks, regular password 

maintenance, and any other measures appropriate for the job and the environment.   

6. Time Worked. Telecommuting employees who are not exempt from the overtime 

requirements of the Fair Labor Standards Act will be required to accurately record all hours 

worked using Hartsville/Trousdale County Governments current time keeping practices 

(timesheets).  Hours worked in excess of those scheduled per day and per workweek require 

the advance approval of the telecommuter’s supervisor. 

7. Ad Hoc Arrangements. 

a) Temporary telecommuting arrangements may be approved for circumstances such 

as inclement weather, special projects, business travel or emergencies.  These 

arrangements are approved on as as-needed basis only, with no expectation of 

ongoing continuance. 

a. Other informal, short-term arrangements may be made for employees on family or 

medical leave to the extent practical for the employee and the organization and 

with the consent of the employee’s health care provider, if appropriate. 

b. All informal telecommuting arrangements are made on a case-by-case basis, 

focusing first on the business needs of the County. 

 

Y. EFFECTIVE DATE 

These rules and regulations shall take effect immediately upon approval by Hartsville/Trousdale 

County Commission and the Hartsville/Trousdale County Attorney. 

Effective Date: April 28, 2014 

Latest Revised Date: Month Day, 2021 
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Z. AMENDMENTS 

Amendments to these rules and regulations may be made at any time by any official 

concerning his/her office and upon approval by the County Attorney and the 

Hartsville/Trousdale County Commission. 
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Insert “Appendix A” 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ACKNOWLEDGEMENT OF RECEIPT OF 

HARTSVILLE/TROUSDALE COUNTY GOVERNMENT 

EMPLOYEE HANDBOOK 
 

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

Employee Handbook. 

I further acknowledge that: 

(1) I will read the Handbook.  

(2) Any questions I may have will be addressed to my employer or I will seek the 

assistance of my personal attorney if I do not understand any of the rules and 

regulations. 

(3) I understand that my employment will be subject to the provisions contained 

in this Handbook. 

 

 

   

Employee Signature  Human Resource Representative 

   

Date  Date 
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