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I. SECTION I: INTRODUCTION

A.PURPOSE AND OBJECTIVE

The purpose of this Employee Information Guide is to establish a fair and uniform system of policies,
procedures and expectations for all employees of the City. It is also the policy of the City of
Chattanooga Government to comply with Federal, State and Local guidelines. Therefore, the City of
Chattanooga Personnel Policies and Procedures are frequently reviewed to ensure compliance with
applicable laws and regulations. Full understanding and compliance is expected of all employees in
order that the most effective services possible may be delivered to the residents of the City.

The Employee Information Guide and all other City manuals do not bestow any additional rights to
employees regarding employment or employment benefits. These policies and procedures are not
part of a contract, and no employee has any contractual right to the matters set forth herein. The
City reserves the right to change any and all such policies, practices, and procedures in whole or in
part at any time, with or without notice to employees.

The Employee Information Guide will apply to all City employees and shall be made available to all
employees. Any employee who desires to review the Guide during may review it online on the
employee portal (ePortal), the City’s website or in the Human Resources Department. For additional
information, clarification or definitions of specific terms used in this Guide, employees should
contact the Human Resources Department.

B.ADMINISTRATION

The Department of Human Resources shall have the responsibility for administering comprehensive
human resource programs for all City employees.

The Chief Human Resources Officer promotes, publishes, and interprets all policies set forth in the
Employee Information Guide and is responsible for the manual’s availability.

C. AMENDMENTS TO PERSONNEL POLICIES

Amendments or revisions to these regulations, and policies may be recommended for adoption by
the Chief Human Resources Officer with the approval of the City Council by resolution. Such
amendments or revisions of these regulations, and policies shall become effective upon approval
by the City Council.



All departmental regulations and policies as presently constituted or hereinafter adopted outside,
which are not in conflict with these regulations and policies shall be in effect.

D.COMPLIANCE

The City has made every effort to ensure the policies in the Employee Information Guide are in
compliance with all federal, state, and local employment laws and regulations. In the event that a
provision in the policies is in conflict with a federal, state, or local law or regulation, the appropriate
law or regulation shall prevail, and the provision in the Employee Information Guide shall be
deemed amended to the extent necessary to comply with such law or regulation.

Back to:

Table of Contents

Top of Section



II. SECTION II - CLASSIFICATION PLAN

A.PURPOSE

The Human Resources Department will maintain a Classification Plan that provides a listing of
employment positions in the City. The Classification Plan provides a complete inventory of all
positions in the City’s service and an accurate description and specifications for each job
classification.

B.USE OF JOB CLASSIFICATIONS

Job classifications are a mechanism of communicating goals, objectives, values and expectations
between employees and supervisors. The job classifications will contain a general description of the
position, essential functions, and additional duties of the job. It should be noted that these elements
listed are not entirely inclusive or descriptive of all duties.

The job classification shall also contain minimum training and qualifications and the ADA
Amendments Act (ADAAA) elements and standards required to perform essential job functions. The
minimum qualification standards on job classifications should serve as norms for applicants coming
into the job setting and should also serve as a basis for performance indicators in meeting the
expectations of the City for each employment position.

C. USE OF CLASSIFICATION PLAN

The Classification Plan may be used:

As a guide in recruiting and examining candidates for employment;
In determining lines of promotion and developing employee training programs;
In determining salaries to be paid for various types of work; and

P w N e

In providing uniform job terminology understandable by all City officials and
employees and by the general public.

D.ADMINISTRATION OF CLASSIFICATION PLAN

In conjunction with the Department Heads and incumbent employees, the Human Resources
Department shall be responsible for maintaining accurate job classifications in the Classification
Plan that reflect the duties that each employee performs. Employees and their supervisors shall
maintain open communications and dialogue to ensure that job classifications are reviewed and

3



updated on an annual basis or as needed. The Human Resources Department will conduct a review
of the entire Classification Plan by examining the nature of the position classes and recommending
the appropriate changes in allocations or in the Classification Plan itself. This review will be
conducted every three (3) years or when feasible as determined by the Human Resources
Department and Administration. Job descriptions will be available on the City’s intranet. Employees
may review these specifications online at any time, or they may request a copy from their
department or the Human Resources Department.

E.REQUEST FOR JOB EVALUATION / RE-EVALUATION

When a new position is established or duties of an existing position substantially change (fifty-one
percent (51%) or more higher-level responsibilities and duties), the Department Head shall submit
to the Human Resources Department a comprehensive Job Analysis Questionnaire that describes
the duties of the position and the necessary qualifications. Employees who believe their job duties
vary substantially from their job description (fifty-one percent (51%) of higher-level responsibility
and duty, not to include increased volume or short-term stretch assignments) may request a review
and assessment by submitting the request to their direct supervisor. The Human Resources
Department, Classification Committee and Mayor’s Office, shall review the current and new job
duties provided by the Department Head and provide an assessment and recommendation to the
Department Head on whether a change in classification is warranted.

The job classification for a new position or a revised job classification for a current position shall be
approved by the Human Resources Compensation Division, when required, prior to inclusion in the
Classification Plan. Requests for job evaluations can only be submitted once every six (6) months
and must show substantial change in duties to be considered. Supervisors shall notify employees
who are impacted by reclassification changes at least two (2) weeks prior to the effective date of
the change or as soon as feasible.

Back to:

Table of Contents
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III. SECTION III - COMPENSATION PLAN

A.PURPOSE AND POLICY

The Chief Human Resources Officer for the City of Chattanooga is required to set forth and maintain
a compensation plan, which is the official pay plan for all positions in City Government and for those
employees who work for the City, with the exception of elected officials.

It is the intention of the City of Chattanooga to use a compensation system that will determine the
current market value of a position based on the skills, knowledge and behaviors required of a fully
competent incumbent. The system used will be objective and non- discriminatory in theory,
application and practice.

The policies and procedures of the City’s pay plan are on file in the Human Resources Department,
as well as available through the City’s website and employee portal (ePortal). All questions related
to compensation must be directed to the Human Resources Department Compensation Division.

Personnel Complement Control
PURPOSE AND SCOPE

The personnel complement for all Departments comprising City of Chattanooga Government is
recommended by the Mayor in the administration’s budget proposal and approved and funded by
the City Council each fiscal year. Control and maintenance of the authorized complement of all City
Departments is the responsibility of the Chief Human Resources Officer and the City Finance Officer.

POLICY

Any request for employment, promotions, lateral transfers, demotions, or other transactions that
alter in any way the number of positions by job titles for any Division and its Departments will be
checked by the Human Resources Compensation Division against the authorized complement prior
to approval or denial of the request by the Chief Human Resources Officer or designee. When an
appointing authority desires to adjust the personnel complement of the Department or its
departments or changes in job titles and/or grades, the requesting appointing authority must
submit to the Chief Human Resources Officer or designee a Change Request Form. Such requests
must include written justification from the requesting appointing authority or designee for the
complement change. The request of an appointing authority to adjust the Department complement
may be subject to a job evaluation which will be determined by the Chief Human Resources Officer
or designee.



B.OVERTIME PAY AND COMPENSATORY TIME

PURPOSE

The Human Resources Compensation Division administers overtime and compensatory time pay
policies in compliance with the Fair Labor Standards Act (FLSA.), the Compensation Division is
responsible for classifying all City of Chattanooga Government positions either exempt or non-
exempt.

The FLSA is a federal law that governs the payment of minimum wage, overtime rates,
compensatory time, recordkeeping of hours worked, and other criteria relating to wages and hours
of work for non-exempt employees, including government employees. Section 3(s)(1)(C) of the FLSA
covers all public agency employees of a State, a political subdivision of a State, or an interstate
government agency.

Exempt employees neither earn compensatory time nor overtime pay and are excluded by the FLSA.

POLICY

Overtime Compensation

Covered, non-exempt employees must be paid overtime at no less than one and one-half (1%) times
the employee’s regular rate of pay for hours worked in excess of 40 hours in a workweek. Paid Time
Off (PTO) counts toward hours worked for the purpose of overtime calculation. Other paid leave
types, such as leave of absence, bereavement time, and jury pay do not apply toward work hours.
Employees occupying positions solely funded by grants are not eligible for overtime outside of FLSA
standards.

Overtime payment principles are different for Firefighters and Police Officers under Section 7(k) of
the FLSA:

Firefighters would be entitled to overtime for hours worked over 204 in a 27 days’ work period.
Police Officers would be entitled to overtime for hours worked over 80 in a 14 days’ work period.

The Chief Human Resources Officer in collaboration with the Fire Chief and Police Chief shall
establish written policies on premium compensatory leave and overtime pay calculations for
employees engaged in fire protection or law enforcement activities, based on local, state or federal
law. Such policies shall comply with the provisions of the FLSA.



Compensatory Time Off

If an agreement is made between the City of Chattanooga and the non-exempt employee prior to
the performance of overtime duties, employees of state and local government agencies may receive
compensatory time off (comp time) at a rate of not less than one and one-half (1%) hours for each
overtime hour worked in lieu of cash payment for overtime. However, there are some limitations
as to how much comp time may be accrued.

Police, Fire Fighters, emergency response personnel and employees engaged in seasonal activities
may accrue up to 480 hours of comp time. However, the 480-hour accrual limit will not apply to
office personnel or other civilian employees who may perform public safety activities only in
emergency situations, even if they spend substantially all of their time in a particular week in such
activities.

Non-exempt civilian employees may accrue up to 240 hours of comp time. Section 7(0)(5) of the
FLSA provides that any employee of a public agency who has accrued compensatory time and
requested use of this compensatory time, shall be permitted to use such time off within a
“reasonable period” after making the request, if such use does not “unduly disrupt” the operations
of the agency.

Department Heads can require that compensatory time be used within the same calendar year. The
City reserves the right to cash out an employee’s compensation time at any point during the
employee’s tenure.

All questions pertaining to policy explanation related to overtime hours, compensatory time, and/or
the Fair Labor Standards Act should be referred to the Human Resources Compensation Division.

Definitions

e Compensatory time off: paid time off the job which is earned and accrued by an employee
in lieu of immediate cash payment for employment in excess of the statutory hours for
which overtime compensation is required by section 7 of the FLSA.

e Public Safety activities: includes law enforcement, fire-fighting or related activities.

e Emergency response activities includes dispatching of emergency vehicles and personnel,
rescue work and ambulance services.

e Seasonal activity: includes work during periods of significantly increased demand, which are
of the regular and recurring nature.



e Unduly disrupt: an unreasonable burden on the agency’s ability to provide services of
acceptable quality and quantity for the public during the time requested without the use of
the employee’s services.

C.HOLIDAY PAY

The following days are recognized and observed as paid holidays for all regular full-time, part-time
and grant-funded employees, including those in their initial probationary period:

PAID HOLIDAY SCHEDULE
1 | New Year’s Day January 1
2 | Martin Luther King’s Birthday Third Monday in January
3 | Good Friday Friday preceding Easter Sunday
4 | Memorial Day Last Monday in May
5 | Juneteenth Independence Day June 19
6 | Independence Day July 4
7 | Labor Day First Monday in September
8 | Veteran’s Day November 11
9 | Thanksgiving Day Fourth Thursday in November
10 | Friday After Thanksgiving Friday after Thanksgiving
11 | Christmas Eve December 24
12| Christmas Day December 25




When any of these days falls on a Saturday, the preceding day (Friday) will be observed as a holiday.
When any of these days falls on a Sunday, the next day (Monday) will be observed as a holiday.

NOTE: contingent (temporary) workers are ineligible for the benefits of this policy.

A non-exempt, non-sworn employee will be paid at one and one-half (1-1/2) times the employee’s
regular hourly rate when':

1. Scheduled or required to work on a holiday.
2. Required to work additional hours and/or days beyond or in addition to the regular
work schedule during a holiday week.

In accordance with their Department rules and regulations, employees shall receive either a day off
to be scheduled later by mutual agreement between the Department and the employee; or the
employee shall be paid additional hours based on the regularly scheduled hours for having worked
the holiday if:

e The employee is assigned to work any given holiday.

e The holiday falls on an employee’s regular day off.

Holidays that occur while an employee is on vacation or approved medical leave, their leave time
shall be charged as holiday pay.

Employees who need time off to observe religious practices or holidays not already scheduled by
the City should discuss with their supervisor. Depending upon business needs, the employee may
be able to work on a day that is normally observed as a holiday and then take time off for another
religious day.

D.EMPLOYEE LATERAL TRANSFERS

After completing six (6) months in current position, an employee may desire a lateral transfer or
lateral reclassification to increase career opportunities or as a career path change. Transfers are at
the discretion of Management and subject to staffing needs and requirements.

1 see examples of a holiday week paycheck (Appendix 1)



E.FILL-IN PAY FOR NON-EXEMPT EMPLOYEES (DOES NOT INCLUDE
SWORN FIRE)

When a non-exempt employee fills in or performs substantially all of the duties in a higher
classification level either exempt or non-exempt, a six percent (6%) increase will be applied to the
employee’s current hourly rate for all hours worked.

F. WORK-OUT-OF-CLASSIFICATION FOR EXEMPT EMPLOYEES

When exempt employees are temporarily assigned higher level responsibilities to fill a vacancy or
for a special assignment for a period greater than 30 days, the employee may receive a temporary
pay increase for up to six (6) months. The Department Head must gain approval from the Human
Resources Department for additional compensation prior to the employee assuming responsibilities
significantly outside the scope of their normal job duties. All temporary salary adjustment requests
will be reviewed and evaluated by the HR Compensation Division. and all special assignments must
be approved by the Mayor’s Office. Department Heads, managers and supervisors are not eligible
for additional compensation when performing tasks of subordinates in their department.

Temporary pay will be calculated for employees in the City’s General Pay Plan based on the range
of the acting capacity position or higher level/salary grade of the duties assumed. The rate of pay
shall be at least the minimum rate of the assumed position range or a six percent (6%) increase of
the employee’s current salary, whichever is greater.

Temporary pay for employees in the Fire and Police Sworn Pay Plans will be calculated as a monthly
stipend, and will be based on the assumed rank salary level.

(G.CALL BACK PAY

Non-exempt employees who are unexpectedly called back to their office or a work area due to an
urgent situation after normal working hours shall receive two (2) regular hours of call-back pay in
addition to the actual number of hours worked.

Non-exempt employees who are expected to respond to an urgent situation by telephone or
computer shall be paid for actual time worked when responding to each situation requiring an
immediate response. If the employee is still needed to report to work after normal working hours,
then they will receive two (2) additional hours of call-back pay in addition to the actual number of
hours worked. Employees must log hours on a timesheet which will then be used as documentation
to support changes in the City’s time clock system and/or payroll system and will be submitted as
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part of the City’s permanent payroll record. Compensable time shall not include the time it takes to
travel to and from the office or work area by the most direct route.

Non-exempt employees, with the exception of departments/divisions that have regularly scheduled
work shifts twenty-four (24) hours each day-seven (7) days a week, who are unexpectedly called
back to their office or a work area due to an emergency situation on an official City holiday shall be
paid two (2) hours of call-back pay in addition to the actual number of hours worked at the rate of
one and one- half (1 %) times the employees’ hourly rate.

H.ON CALL PAY

On-call service is necessary for the proper maintenance and operation of certain City services. On-
call time is defined by departmental needs as a period of time in which an employee is required to
be available to report to work at the City’s discretion.

Supervisors must review their employee’s on-call circumstances to determine the level of
restrictions involved. They must determine:

1. The response time required;
2. The average number of times called per week (or a reasonable estimate); and
3. Any limitations required to perform on call work such as tools required.

Supervisors will ensure they have appropriate and updated contact information, including current
phone numbers, for on-call employees, and employees designated and compensated for being on-
call shall ensure they respond when contacted and report to work when needed. They are also
restricted from consuming alcohol or other substances that could impair their ability to respond.

Department Heads are responsible for identifying positions that are subject to on-call provisions.
Supervisors shall notify employees in advance of on-call status and the length of time expected to
be on-call. For designated on-call non-exempt employees, a rate of seventy dollars ($70.00) per
week will be paid. If a non-exempt employee is designated to be on-call for less than seven (7) days,
then the rate of ten dollars (510.00) per day will be paid. The ten dollars (510.00) per day for on-
call pay will be in addition to the call-back pay the employee is entitled to receive.

I. REPORTING PAY

Reporting pay will be granted when employees report for work and no work is available. Reporting
pay will not be granted if the lack of work is the result of conditions beyond the City’s control, if the

City makes a reasonable effort before starting time to notify employees not to report, or if
11



employees refuse to accept other available work that they are qualified to perform. Employees will
be granted four (4) hours reporting pay. Personal Leave (PTO) or compensatory time may be used
to make-up for pay that would otherwise be lost.

J. PAY RATES FOR CHANGES IN STATUS

The following pay policies shall be effective in relation to promotions, demotions, transfers and
reclassifications. This list is not inclusive.

1. Promotion - When an employee is promoted to a position in a higher salary grade, the rate
of pay shall be at least the minimum rate of the new position range and not be lower than
the employee’s current pay rate.

2. Demotion - When an employee is voluntarily or involuntarily demoted to a lower salary
grade, the employee’s rate of pay may be reduced to a lower rate comparable to other
employees performing similar job duties.

3. Transfer - When an employee is transferred to the same position that is classified in the
same salary grade, they may not receive a pay increase.

4. Reclassification: When an employee’s position is reclassified to a higher salary grade, the
employee shall receive a pay increase. When an employee’s position is reclassified to a
lower salary grade, the demotion process will follow.

K.EMPLOYEE PAY

The City makes every effort to ensure that employees receive their pay on time. City employees
shall be paid generally through direct deposit on a bi-weekly basis, with payday being every other
Thursday. Employees with questions about their pay should contact the designated pay clerk for
their division/department within the pay period in question orimmediately thereafter. If a pay clerk
is not available, contact the City Payroll Office.

1. Final Pay — Employees who separate from City employment shall be paid their wages in full
on the next regular payday, not to exceed twenty-one (21) days from the date of separation.
In unusual circumstances, a Department Head may make arrangements for earlier payment.

2. Lost Paychecks —Employees are responsible for their paychecks after they have been issued.
Checks lost or otherwise missing should be reported immediately to the Payroll Office so
that a stop-payment order may be initiated. The Payroll Office shall determine if and when
a new check should be issued to replace a lost or missing check. This replacement check may
take up to seven (7) days, depending upon the circumstances.
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3.

Unclaimed Paychecks — Paychecks not claimed by employees within one (1) week of the date
issued must be returned by the supervisor to the Payroll Office.

If an employee is absent on payday and does not receive pay by direct deposit, the employee may

have someone else pickup his paper check. The paycheck shall be provided to that individual if the

designee provides the employee’s identification and written authorization signed by the employee.

L. PAYROLL DEDUCTIONS

By law, the City is required to deduct, where applicable, federal withholding taxes, Social Security

taxes (except sworn employees), Medicare, and garnishments from an employee’s pay. Below is

information regarding federal and social security taxes as well as other possible deductions:

1)

2)

3)

Federal Income Tax — Federal taxes are withheld from employees’ pay based on the
number of dependents claimed by each individual. Supplemental payments are taxed at
the twenty-five percent (25%) rate. Employees are required to file with the City a copy
of the W-4 form. In the event of changes in the employee’s exemption status, a revised
W-4 form must be filed before payroll deduction adjustments will be made.

Social Security — Social Security payments and deductions will be made according to the
Federal Insurance and Compensation Act (FICA). The Finance Department shall keep such
records and make such reports as may be required by applicable state and federal laws
or regulations.

Others - Other City authorized deductions will be made from an employee’s pay only
with the employee’s signed consent. The list below is an example of other deductions
and is not all inclusive:

a) Medical/Dental/Vision insurance

b) Life insurance

c) Disability insurance

d) Deferred compensation payments

e) Supplemental insurance approved by the City
f) Charity contributions approved by the City

Court-ordered deductions such as garnishments, child support, bankruptcy orders, and tax levies

shall be made according to federal, state and local regulations.
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M. LONGEVITY PAY

Longevity pay is subject to the availability of funds and payments are distributed annually. Regular
full-time employees begin participating in the program after five (5) years of eligible service as a

reward for their service to the City.

Back to

Table of Contents

Top of Section llI
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IV. SECTIONIV - EMPLOYMENT

A.EQUAL EMPLOYMENT OPPORTUNITY

The City provides equal opportunity to all employees and applicants without regard to age, sex,
race, color, religion, disability, national origin, protected veteran or military status, sexual
orientation, gender identity, ethnic origin, political affiliations, genetic information, marital status
or any other protected basis in accordance with applicable federal, state and local laws except
where such category or class constitutes a bona fide occupational qualification.

DEFINITIONS:

Age: For purposes of sections that address nondiscrimination, age means 40 or more years of age.

Disability: With respect to an individual, disability means (a) a physical or mental impairment that
substantially limits one or more major life activities, as defined by the Americans With Disabilities
Act and the ADA Amendments Act, of such individual; (b) a record of such an impairment; or (c)
being regarded as having such an impairment. This term does not include the current, illegal use of
or addiction to a controlled substance as defined under state and federal law.

Ethnic Origin: an individual’s actual or perceived heritage and common ancestry or shared historical
past as well as identifiable physical, cultural, or linguistic characteristics.

Gender Identity: the actual or perceived gender-related identity, appearance, or mannerisms, or
other gender-related characteristics of an individual, with or without regard to the individual’s sex
at birth.

Military Service: a person who is serving or has served in a uniformed service, and who, is
discharged, was discharged or released under conditions other than dishonorable. Uniformed
services are defined as set forth in 20 C.F.R. 1002.5(c).

Religion: includes all aspects of religious observance and practice, as well as beliefs; unless the City
demonstrates that it is unable to reasonably accommodate an employee’s or prospective
employee’s religious observance or practices without undue hardship on the conduct of the City’s
business.

Sexual Orientation: the actual or perceived status of the person with respect to their sexuality.
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B.ANTI-HARASSMENT

The City of Chattanooga is an Equal Opportunity Employer. We value and respect the diversity of
our employees, directors, administrators, consultants, representatives, contractors, vendors, and
communities. As part of our culture of respect and appreciation, we believe that people with varied
backgrounds and perspectives add vitality and creativity to our community, and we encourage
diversity in the workplace. To that end, we provide equal employment opportunities regardless of
anindividual’s age, sex, race, color, religion, disability, national origin, citizenship, protected veteran
or military status, sexual orientation, gender identity, ethnic origin, political affiliations, genetic
information, marital status or any other characteristic protected by federal, state, or local law.

The City of Chattanooga is committed to providing equal opportunity in all our employment
practices. We will hire, evaluate, transfer, compensate, and promote employees based on skills and
performance and not on any unlawful consideration. Our commitment to equal employment
opportunity includes an organizational intolerance of any form of discrimination, sexual
harassment, or any other type of harassment. Such behavior undermines the very core of our creed
and values. Performance and conduct consistent with the spirit and intent of these policies is
expected of each employee and, in the case of management employees, such performance will be
evaluated as in any other job-related duty. Any form of harassment is a violation of this policy and
will be treated as a disciplinary matter.

Discrimination and harassing behavior are destructive to our culture and against our core values.
Discrimination is any unfair or unfavorable treatment suffered by any employee because of the
employee’s inclusion in a protected category. The areas of employment which may be affected by
discrimination include, but are not limited to compensation, promotions, recruiting, job
evaluations, job training, and hiring. Harassment is a form of discrimination. Harassment consists
of unwelcome conduct, whether verbal, physical, or visual, that is based upon any category
protected by law. Harassing behaviors may include but are not limited to racist, sexist, xenophobic,
homophobic, ageist or other derogatory comments; name-calling, kidding, teasing; or jokes
directed at one person or group due to their membership in a protected category.

The City of Chattanooga will not tolerate discriminatory or harassing conduct that affects pay or
benefits, that interferes with an individual's work performance, or that creates an intimidating,
hostile, or offensive working environment. The City will not tolerate discrimination or harassment
of employees by anyone, including any supervisor, co-worker, contractor, vendor, client, or visitor.
This policy does not in any way prohibit an employee’s religious identity. City employees cannot be
denied jobs, lose their employment or be demoted for stating and/or exercising their religious
identity as guaranteed under the United States Constitution and state law.
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DEFINITIONS

The term “harassment” is used in this policy to refer to both sexual and other forms of harassment.
Below are definitions of sexual and other forms of harassment, as well as examples of conduct that
may constitute harassment. (These lists are examples only; they are not all-inclusive.)

Sexual Harassment - Unwelcome sexual advances, requests for sexual favors, or other verbal or
physical conduct pertaining to a person’s sex (including pregnancy, childbirth, breastfeeding or
related medical conditions), and/or of a sexual nature when:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual’s employment or;

2. Submission to or rejection of such conduct by an individual is used as a basis for employment
decisions affecting such individuals or;

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work
performance or creating a hostile or abusive work environment.

Sexual harassment does not need to be motivated by sexual desire to be unlawful or to violate this
policy. For example, hostile acts toward an employee because of their gender can amount to sexual
harassment, regardless of whether the treatment is motivated by any sexual desire. Examples of
conduct which may result in sexual harassment may include, but are not necessarily limited to, the
following:

Verbal - Unwelcome conduct such as the use of suggestive, derogatory, or vulgar comments; the
use of sexual innuendos or slurs; making unwanted sexual advances, invitations, or comments;
pestering for dates; making threats; propositions, threats or suggestive or insulting sounds;
inappropriate email; and/or spreading rumors about or rating others as to their sexual activity or
performance.

Visual/Non-Verbal - Unwelcome conduct such as the display of sexually suggestive and/or
derogatory objects, pictures, posters, written material, cartoons, or drawings; the use of graffiti
and/or computer-generated images of a sexual nature; and/or the use of graphic commentaries,
obscene gestures or leering.

Physical - Unwelcome conduct such as unwanted touching, pinching, kissing, patting, or hugging;
the blocking of, or interfering with normal movement; stalking; assault; battery; and/or physical
interference with work or study directed at an individual because of the individual’s sex, sexual
orientation, or gender.
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Threats, Demands, or Pressure - To submit to sexual requests in order to keep a job or job standing
to avoid other loss, and/or offers of benefits in return for sexual favors.

Other Forms of Harassment - In addition to sexual harassment, other forms of prohibited
harassment include offensive comments or conduct pertaining to a person’s sex (including
pregnancy, childbirth, breastfeeding or related medical conditions), race, religion (including
religious dress and grooming practices), color, gender, gender identity, gender expression, national
origin or ancestry (including language use restrictions), physical and/or mental disability, medical
condition, genetic information, marital status, registered domestic partner status, age, sexual
orientation, military and/or veteran status, association with a person or group with one or more of
these actual or perceived characteristics, or any other basis protected by federal, state, or local law
or ordinance or regulation. Such conduct may include, but is not limited to:

e Making gestures, threats, derogatory comments, or slurs that may be offensive to
individuals in a particular group,

e Bullying behavior that is threatening, intimidating, verbally abusive or results in other
disruptive actions in the workplace,

e Displaying derogatory objects, photographs, cartoons, calendars, or posters;

e Sending messages by letters, notes, email, or telephone that may be offensive to individuals
in a particular group.

1. FILING A COMPLAINT

Any individual either experiencing or observing a suspected incident of discrimination or
harassment should report the incident to their supervisor, to any Department Head, or the Human
Resources Department. If the complaint involves the employee's supervisor, department director,
or anyone else in a supervisory position over the employee, the employee should report the
incident to the Human Resources Department. Any manager who receives a report of
discrimination or harassment must immediately report it to the Chief Human Resources Officer or
Deputy Chief Human Resources Officer.

Respect and dignity for others is the key to providing a discrimination and harassment-free
workplace. All City of Chattanooga employees are responsible for helping to assure that we
successfully avoid discrimination and harassment and their effects. Supervisors and others in
positions of authority have a particular responsibility to proactively monitor and ensure that
healthy, respectful, and professionally appropriate behaviors are exhibited at all times, and that
complaints to the contrary are addressed in a timely manner.
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Employees of the City of Chattanooga may consult with Human Resources on an informal basis to
receive information and consultation in relation to specific situations without filing a formal
complaint or grievance. In addition, employees may withdraw a formal complaint and seek
mediation or an informal resolution at any point in the process. (NOTE: All sexual harassment
complaints must be handled through the formal complaint process.)

Formal complaints are encouraged to be filed in writing and signed by the employee. An oral
complaint should be transcribed into written format, signed and then submitted by the complaining
employee. Once an employee files a written complaint, a letter is necessary to effectuate the
withdrawal of a complaint.

The Human Resources Department reserves the right to conduct or continue an investigation of any
and all complaints: formal/informal; written/oral; and pending/ withdrawn.

2. COMPLAINT INVESTIGATIONS

The City of Chattanooga’s policy is to investigate all such complaints thoroughly, promptly, and in
an impartial manner. If such an investigation reveals that the complaint is valid, the City will
administer disciplinary and other corrective action as appropriate to stop the discrimination or
harassment and prevent its recurrence. Such disciplinary action shall include any corrective action
deemed necessary, up to and including immediate termination of employment. Discipline will be
based on the seriousness and/or pervasiveness of the offense. To the fullest extent practicable, the
City of Chattanooga will keep complaints, related investigations, and the terms of their resolution
confidential. Retaliation against reporters of harassment or individuals who cooperate with a
corresponding investigation is strictly prohibited, and will result in discipline up to and including
termination.

All investigations will be conducted under the direct management of and/or direction of the Human
Resources Department. The Human Resources Department may initiate individual investigations,
conduct inquiries, or provide educational information in response to employee concerns and as
deemed necessary by the Chief Human Resources Officer. In cases of a formal investigation, a
written notification of a complaint or concern will be sent to the charged employee, the employee’s
immediate supervisor, and the Department Head. In cases where no individual supervisor can be
identified, case results will be directed to the Administrator. The charged party (one who is accused
of a harassing or discriminatory act) may be placed on paid administrative leave pending the
conclusion of the investigation depending upon the seriousness and severity of the charges.
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Employees are encouraged to file a complaint directly with the Human Resources Department. If
submitted indirectly through a supervisor, the individual receiving the complaint must forward it to
the Human Resources Department within 2 (two) business days.

3. COMPLAINT PROCESS
STAGE ONE (INFORMAL RESOLUTION)

Many employee relations matters arise from misunderstandings and failed communication. The
Human Resources Department encourages matters to be resolved at the lowest possible levels and
at the earliest stage possible. When no written complaint has been submitted to the Human
Resources or employee’s Department, they may collegially discuss the concerns directly with the
individual(s) involved in an attempt to clear up any possible miscommunications that may exist.
Attempting to use informal methods of conflict resolution does not forfeit the employee’s right to
move forward at a later date with a formal written complaint if the matter is not resolved in an
informal manner. (NOTE: All sexual harassment complaints must be handled through the formal
complaint process.) In all cases, the deadline for submission of a formal complaint is within three
hundred (300) days of the last alleged act.

The Human Resources Department provides consultation to both employees and managers seeking
approaches to resolve issues in an informal manner. Collaborative resolutions at the lowest possible
levels and the earliest time periods are strongly encouraged. The Human Resources Department
promotes respectful communication as a viable option for settling disputes. Informal complainants
may seek an informal resolution as follows:

1. If the matter is not resolved or the employee would prefer not to discuss the situation with
the individual involved, then the employee should take the next step and discuss their
concerns with their immediate supervisor; and

2. If the concern remains unresolved or at any time the employee desires, the next step is to
schedule an appointment to discuss the matter with the Department Head.

STAGE TWO (FORMAL WRITTEN COMPLAINTS)

If the informal resolution attempts between the parties do not result in a resolution of the matter
or the employee seeks to skip informal resolution, the complaining party then has the option to
request that the Human Resources Department conduct a formal investigation. The request for a
formal investigation should be dated and issued in writing as soon as the employee is aware of the
conduct or knows that informal resolution is unsuccessful. The complainant is required to provide
any facts and/or data that would substantiate discriminatory allegations.
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The charged party (one who is accused of a harassing or discriminatory act) will be allowed to review
the written allegations and to provide a written response to the charges after the review. After
reviewing the allegations, responses, and evidence from both parties, the Human Resources
Department will make a determination as to whether or not to proceed with further investigations.

Once a formal written complaint has been filed, the matter has gone past the level of informal
resolution. At this stage, employees should not attempt to resolve a formal harassment complaint
on a one-on-one basis or confront an employee (either the complaining employee or the accused)
in relation to an investigation that is either open or closed.

In cases where the Human Resources Department moves forward with a formal investigation,
witnesses, co-workers, and management may be questioned. Both the accused and the
complainant will also have an opportunity to present their responses during an investigatory

interview.

RESPONSIBILITIES

Parties involved in the investigation (complainant, charged party, and witnesses) should not discuss
their participation in or information relative to the process so as to maintain the integrity of the
investigation. Managers and all involved parties are expected to maintain the confidentiality of
employees and other individuals directly involved in the complaint process, to the extent possible.

The complainant or charging party must sign a statement indicating that the allegations in the
complaint are honest, true, accurate, and not exaggerated. When issuing a statement or answering
guestions in connection with an inquiry, an employee must, to the best of their knowledge and
belief, be truthful in all of their oral and written responses. Individuals (including complainants,
accused parties, employees, administrators, witnesses, managers, supervisors, information
gatherers, persons submitting data and others) who fail to cooperate with the Human Resources
Department, are found to have provided false information, to have filed a frivolous claim, or to have
altered written data in relation to an inquiry or investigation will be subject to disciplinary action.

All managers and/or employees connected to the City of Chattanooga, Tennessee are required to:

Fully cooperate in investigations;
Provide any information (written, e-mailed, texted, or oral) connected to an investigation;
Make themselves available for questioning in an interview conducted by the Human
Resources Department; and

4. Provide truthful and accurate statements to the complaint investigator(s).
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Supervisors should not presume any employee (either the accused or the complainant) to be guilty
of anything or institute disciplinary actions merely based on a pending harassment claim.

COMPLAINT CLOSURE

At the conclusion of the investigation, the Human Resources Department will send its

findings to the Department Administrator of the accused. Individuals found to be in violation of the
harassment policy shall be issued disciplinary action, as deemed by the Chief Human Resources
Officer, and consistent with and proportional to these findings.

The Department Head or the highest-level supervisor over the employee is required to initiate
disciplinary action within five (5) working days of receiving a written finding and confirmation of
harassment, and do a follow-up letter to advise the Chief Human Resources Officer of the final
actions taken at the departmental level. In cases where systemic violations relating to a department
are found, the Chief Human Resources Officer, the City Attorney’s Office and the Mayor’s Office
shall collaborate to bring about corrective actions. This shall not eliminate actions against
individuals within the department found to be in violation of the harassment policy. A written letter
of resolution will be issued by the Chief Human Resources Officer and sent to the complainant and
the charged individual. In certain cases where the Human Resources Department deems that the
accused may have more likely than not violated the harassment policy or which may pose
specialized concerns, the Human Resources Department may consult with the City Attorney’s Office
and/or seek a detailed legal case review in conjunction with the final investigative findings.

4. PROHIBITION AGAINST RETALIATION

Complainants, employees, management, participants, Human Resources staff and witnesses are
protected against any form of organizational, administrative, or management retaliation due to, or
in any part based on, participation in a complaint, inquiry, and/or investigation. A manager may not
cause an adverse employment action or otherwise retaliate against an individual for filing a
complaint of discrimination or participating in a discrimination proceeding.

If employees believe they are being subjected to retaliation, they should notify the Human
Resources Department in writing as soon as possible of the alleged retaliatory act. The written
notice should outline in detail the allegations and dates of the specific retaliatory acts. Department
managers and any other employees and officials found to have committed verifiable acts of
retaliation against an individual in connection with a harassment claim will be subjected to
disciplinary action.

22



While employees are protected from retaliation for filing complaints, employees who knowingly file
falsified charges are subject to disciplinary action.

C. WORKPLACE VIOLENCE & ABUSIVE CONDUCT

1. WORKPLACE VIOLENCE

The City of Chattanooga is committed to providing a safe environment for working and conducting
business. The City will not tolerate acts of violence committed by City employees or members of
the public on City of Chattanooga property or between City employees. Any unlawful violent actions
committed by employees or members of the public while on City of Chattanooga property or while
using City of Chattanooga facilities will be prosecuted as appropriate. The City intends to use
reasonable legal, administrative, and disciplinary procedures to secure the workplace from violence
and to reasonably protect employees and members of the public.

The City of Chattanooga remains committed to maintaining a work environment that is free of
violence or intimidation. In keeping with this strong commitment, the City will not tolerate any
violence or threats against employees by anyone, including any supervisors, coworkers, vendors,
clients, customers, or visitors.

THREATS OR ACTS OF VIOLENCE

"Threats or acts of violence" are behavior or actions that a reasonable person would perceive as a
threat against oneself, another person, or property. Actions or behavior that are sufficiently severe,
offensive, or intimidating and/or alters employment conditions will be subject to discipline up to
and including termination.

The list of behaviors or actions, while not exhaustive, provides examples of conduct that is
prohibited:

e Causing physical injury to another person;

e Making threatening remarks;

e Acting out in an aggressive or hostile manner that creates a reasonable fear of injury to
another person or subjects another individual to emotional distress;

e Committing acts motivated by, or related to, sexual harassment or domestic violence;

e Intentionally damaging employer property or property of another employee; or

e Possession or use of an illegal weapon as defined by T.C.A. §39-17-1302 while on City
owned, leased, or controlled property, or while operating City owned, leased, or controlled
vehicles.
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Under Tennessee law, however, employees who have valid handgun carry permits are allowed to
bring a firearm and ammunition onto the City’s parking lot provided that the firearm and
ammunition are kept in the employee’s vehicle in accordance with T.C.A. §39-17-1313. The firearm
and ammunition, however, may not be removed from the vehicle while it is on City property.
Removal of the firearm and ammunition from the vehicle may result in discipline, up to and
including immediate discharge. The City will not discharge or take any adverse employment action
against an employee solely for transporting or storing a firearm or firearm ammunition in an
employer parking area in a manner consistent with T.C.A. §39-17-1313(a).
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PROCEDURES FOR DEALING WITH THREATS OR ACTS OF VIOLENCE IN THE WORKPLACE

When a threat or violent act occurs:

A. If the situation constitutes an emergency:

1. CALL 911. Ensure personal safety, do not take unnecessary risks in aiding others or
confronting violence prone individuals.

2. After 911 has been contacted, contact an immediate supervisor, your department
safety liaison, and the Director of Safety, Compliance & Risk in the Human Resources
Department. Facilities with on-site security guards should also be notified of the
situation.

3. Direct employees and/or visitors to take basic precautionary measures such as:
securing/locking entrances, rerouting office/worksite traffic and other steps which
appear appropriate for the circumstances.

4. Maintain lines of communication on a need-to-know basis among staff to minimize
misinformation, panic, and confusion.

B. If the situation does not constitute an emergency:

1. Contact your immediate supervisor, the appropriate Department Head, Safety Liaison,
and the Director of Safety, Compliance, & Risk Management in the Human Resources
Department.

2. Document all pertinent information of the situation, i.e., time, date, who, when, what
transpired, etc.

3.  Submit written documentation to both the Department Head and the Director of
Safety, Compliance, & Risk Management within 24 hours of the incident.

4. Allinformation is considered confidential pending an investigation.

Any employee who feels threatened by violence, personal harm to themselves or others, or in
danger of criminal elements has the right and responsibility to call 911. False claims of emergencies
to 911 are subject to T.C.A. Sec. 39-16-502. All reports or statements to a law enforcement officer
of threats or violence will be evaluated immediately and appropriate action will be taken in order
to protect the employee from further violence. Appropriate disciplinary action will be taken when
it is determined that a City of Chattanooga employee has committed an act of violence. Where City
of Chattanooga employees exhibit such behavior, the City of Chattanooga reserves the right, under
the direction of the Chief Human Resources Officer or designee, to determine fitness for duty.
Employees may be suspended with or without pay pending this fitness for duty evaluation.

Where issues of employee safety are of concern, Department Heads and supervisors should
evaluate the workplace and make appropriate recommendations regarding a reasonable response.
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Additionally, supervisors are encouraged to consult with the Director of Safety, Compliance, & Risk
Management and/or Employee Assistance Program about appropriate resolution of instances of
workplace violence. Each employee of the City of Chattanooga and every person on City of
Chattanooga property is encouraged to report threats or acts of physical violence of which they are
aware. Workplace violence shall constitute a violation of City of Chattanooga policies. Violation by
an employee of any provision of this policy may lead to disciplinary action up to and including
termination.

2. ABUSIVE CONDUCT

The City of Chattanooga is firmly committed to a workplace free from abusive conduct. We strive
to provide high quality services in an atmosphere of respect, collaboration, openness, safety and
equality. All employees have the right to be treated with dignity and respect. To that end,
employees are expected to exhibit proper behavior and conduct themselves in a manner that
demonstrates professionalism and respect for others in the workplace. No employee shall engage
in threatening, violent, intimidating, or other abusive conduct or behaviors.

All complaints of negative and inappropriate workplace behaviors will be taken seriously and
followed through to resolution. Employees who file grievances to address their complaint of abusive
conduct will not suffer negative consequences for reporting others for inappropriate behavior. This
policy applies to all employees of the City and staff working on behalf of the City. This policy applies
to any sponsored program, event or activity including, but not limited to, sponsored recreation
programs and activities; and the performance by officers and employees of their employment
related duties. The policy includes electronic communications by any City employee.

DEFINITION OF ABUSIVE CONDUCT

Abusive conduct includes acts or omissions that would cause a reasonable person, based on the
severity, nature, and frequency of the conduct, to believe that an employee was subject to an
abusive work environment, which can include but is not limited to:

1. Repeated verbal abuse in the workplace, including derogatory remarks, insults, and
epithets;

2. Verbal, nonverbal, or physical conduct of a threatening, intimidating, or humiliating
nature in the workplace; or

3. The sabotage or undermining of an employee’s work performance in the workplace.

A single act generally will not constitute abusive conduct, unless such conduct is determined to be
severe and egregious.

26



Abusive conduct does not include:

N o u bk~ Ww

Disciplinary procedures in accordance with adopted policies of the City of
Chattanooga.

Routine coaching and counseling, including feedback about and correction of work
performance.

Reasonable work assignments, including shift, post, and overtime assignments.
Individual differences in styles of personal expression.

Passionate, loud expression with no intent to harm others.

Differences of opinion on work-related concerns.

The non-abusive exercise of managerial prerogative.

CITY LEADER RESPONSIBILITY

Supervisors and others in positions of authority have a particular responsibility to ensure that

healthy and appropriate behaviors are exhibited at all times and that complaints to the contrary

are addressed in a timely manner. Supervisors will:

1.

Report known incidents involving workplace abuse, intimidation, or violence to the
Department Head and the Human Resources Department office within 2 (two)
business days.

Take reasonable steps to protect the grievant, including but not limited to, separation
of employees involved.

Notify the person complained against that a grievance has been made against them
and inform them of the grievance procedure.

Provide a working environment as safe as possible by having preventative measures
in place and by dealing immediately with threatening or potentially violent situations;
Provide good examples by treating all with courtesy and respect;

Ensure that all employees have access to and are aware of the abusive conduct
prevention policy and explain the procedures to be followed if a complaint of
inappropriate behavior at work is made;

Be vigilant for signs of inappropriate behaviors at work through observation and
information seeking, and take action to resolve the behavior before it escalates;
Respond promptly, sensitively and confidentially to all situations where abusive
behavior is observed or alleged to have occurred;
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9. Inform any employees exhibiting continuing emotional or physical effects from the
incident in question of established employee assistance programs or other available
resources; and

10. When abusive conduct has been confirmed, the supervisor and the City will continue to
keep the situation under review and may take additional corrective actions if necessary.
Preventative measures may also be taken to reduce the recurrence of similar behavior
or action.

EMPLOYEE RESPONSIBILITY (INCLUDING WITNESSES)

Employees shall treat all other employees with dignity and respect. No employee shall engage in
threatening, violent, intimidating or other abusive conduct or behaviors. Employees are expected
to assume personal responsibility to promote fairness and equity in the workplace and report any
incidents of abusive conduct in accordance with this policy. Employees should cooperate with
preventative measures introduced by supervisors and recognize that a finding of unacceptable
behaviors at work will be dealt with through appropriate disciplinary procedures.

RETALIATION

Retaliation is a violation of this policy. Retaliation is any act of reprisal, interference, restraint,
penalty, discrimination, intimidation, or harassment against an individual or individuals exercising
rights under this policy.

TRAINING FOR SUPERVISORS AND EMPLOYEES

All supervisors and employees must undergo training on abusive conduct prevention as directed by
the Human Resources Department. This training will identify factors that define and contribute to
a respectful workplace, familiarize participants with their individual responsibilities under this
policy, and provide steps to address an abusive conduct incident.

REPORTING

Any employee who feels they have been subjected to abusive conduct shall report the matter orally
or in writing to a supervisor, Division Director, Department Head, appointing authority, elected
official, the Human Resources Department, or by utilizing any of the reporting measures described
in the Whistleblower Protection policy in this Guide. Employees who believe they are being abused
by their immediate supervisor should report their complaints to their division director or

Department Head.

Any employee seeking to file a complaint should ensure they present precise details of each incident
of abusive conduct, to include dates, times, locations and any witnesses that may corroborate their
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claim. If an employee wishes to file a formal complaint with the Human Resources Department, it
must be documented in writing. Their concerns will then be addressed under the direction of the
Chief Human Resources Officer, and in accordance with Stage Two of the Complaint Process
detailed in the City’s Anti-Harassment Policy section.

WITNESSES

An employee who witnesses or is made aware of behavior that may satisfy the definition of abusive
conduct should report any and all incidents to their supervisor, division director, Department Head,
appointing authority, elected official, or the Human Resources Department.

SUPERVISORS

Supervisors must timely report known incidents involving workplace abuse, intimidation, or
violence to the Department Head and the Human Resources Department. Supervisors and
Department Heads are required to take reasonable steps to protect the complainant, including but
not limited to, separation of employees involved. The person complained against will be notified
that a claim has been made against them, and of the abusive conduct complaint resolution process.

CORRECTIVE ACTION

The City of Chattanooga will take immediate and appropriate corrective action when abusive
conduct has been confirmed. Remedies may be determined by weighing the severity and frequency
of the incidences of abusive conduct, and in accordance with existing disciplinary policies of the
City.

Any employee who engages in conduct that violates this policy or who encourages such conduct by
others will be subject to corrective action. Such corrective action may include but is not limited to
participation in counseling, training, and disciplinary action up to and including termination, or
changes in job duties or location.

Supervisory personnel who allow abusive conduct to continue or fail to take appropriate action
upon learning of such conduct will be subject to corrective action. Such corrective action may
include but is not limited to participation in counseling, training, or disciplinary action up to and
including termination, or changes in job duties or location.

While the City of Chattanooga encourages all employees to raise any concern(s) under this policy
and procedure, the City recognizes that intentional or malicious false allegations can have a serious
effect on innocent people. Individuals falsely accusing another of violations of this policy will be
disciplined in accordance with the disciplinary policy of the City.
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CONFIDENTIALITY

To the extent permitted by law, the City of Chattanooga will maintain the confidentiality of each
party involved in an abusive conduct investigation, complaint or charge, provided it does not
interfere with the ability to investigate the allegations or to take corrective action. However, state
law may prevent the City from maintaining confidentiality of public records.

D.AMERICANS WITH DISABILITIES AND AMENDMENTS ACT

The ADAAA is federal law that prohibits employers from discriminating against applicants and
individuals with disabilities. The City will comply with all federal and state laws concerning the
employment of persons with disabilities and will act in accordance with regulations and guidance
issued by the Equal Employment Opportunity Commission (EEOC). Furthermore, the City will not
discriminate against qualified individuals with disabilities in regard to application procedures,
hiring, advancement, discharge, compensation, training, or other terms, conditions, and privileges
of employment.

An employee with a physical or mental impairment which prevents them from properly performing
the essential functions of their job, the employee may request a Reasonable Accommodation.
Reasonable accommodations of the disability will allow the employee to continue to work in certain
circumstances, depending upon the particular impairment and the essential functions of the job.
Reasonable accommodations may include a transfer to a comparable position for which the
individual is qualified, job restructuring, light duty and/or physical restructuring of the workplace.
The City may not be able to make accommodations for certain jobs due to undue hardships or the
direct threat to the safety and health of others.

For reasonable accommodations to be considered, the employee must initiate a request for an
accommodation and submit acceptable medical documentation to the Manager of Wellness and
Occupational Health or designee. The medical evidence must demonstrate that the disability
prevents the employee from performing the essential functions of the job. The City may require an
examination at its own expense to be performed by a licensed physician of its choice. If there is a
disagreement, the employee may request a second examination be performed at the employee’s
expense. In the event of a disagreement in the two opinions, a third opinion may be obtained with
both parties sharing the cost of the examination. The Manager of Wellness and Occupational
Health, along with the Department Head or designee and Chief Human Resources Officer or
designee, shall determine if the employee can perform the essential functions of the job or if other
reasonable accommodations can be provided.
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E.RECRUITMENT

The City of Chattanooga will make every effort to attract qualified applicants for every position. In
order to initiate the recruitment process, Department Heads should submit a requisition for
approval. The Human Resources Department shall contact the designated Hiring Manager when the
requisition has been approved.

Internal (In-House) Job Postings — Job announcements are sometimes posted internally, and only
current City employees are eligible to apply for those positions. Internal job announcements are
posted on the City’s website and emailed to designated departmental contacts for posting on
employee bulletin boards. Internal job postings are also available in the Human Resources
Department. The posting period for internal job announcements will be at a minimum of five (5)
business days. All City employees are eligible to apply for internal postings. Probationary employees
are eligible to apply; however, the probationary period shall restart in the new position.

External Job Postings — All qualified candidates who meet the minimum qualifications for the job
may apply for external job postings. External jobs announcements are posted on the City website
and are emailed to designated contacts for posting. Job announcements may be sent to additional
recruiting sources as needed. The posting period for external job announcements will be at a
minimum of five (5) business days. The Department Head or designee is responsible for ensuring

1. APPLICATIONS

Paper employment applications may be completed and submitted to the Human Resources
Department. Employment applications can also be submitted online through the City’s website.
Applications are only accepted for posted positions and must be submitted prior to the job posting
closing date.

The Human Resources Department shall assist Department Heads in identifying qualified
employees for hiring and promotional considerations. The Human Resources Department will
prepare and publicize job announcements in order to bring notice of vacancies to as many qualified
persons as possible.

Qualifications for employment or in-service promotions shall be based upon qualifications.

The Human Resources Department shall work closely with Department Heads to prepare relevant
examination components and procedures tailored to meet the specific needs of the departments
and to ensure the employment of the best qualified applicants
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2. RECRUITMENT BY EXAMINATIONS

All vacant positions within the City shall be filled according to qualifications, and applicants may be
subject to competitive examination. All examinations shall fairly and impartially test those matters
relevant to the applicant’s ability to successfully perform the job.

Examinations may be held to establish eligibility and fitness and may consist of one or more of the
following types of examinations, as determined by the Human Resources Department:

e Written/Knowledge-based Test — this test, when required, shall include a written
demonstration designed to show the applicant’s familiarity with the knowledge involved
in the class of positions to which they are seeking employment.

e Oral Test—This test shall include a personal interview where the ability to deal with others,
to meet the public, and/or other personal qualifications are to be evaluated. An oral
interview may also be used in examinations where a written test is unnecessary or
impractical or as a reasonable accommodation to someone unable to take a written test
due to a disability.

® Performance Test — This test shall involve performance tests as would aid in determining
the ability and manual skills of applicants to perform the work involved. The performance
test may be given a weight in the examination process or may be used to exclude from
further consideration applicants who:

o Cannot perform the essential functions of a specific position due to a
disability that cannot reasonably be accommodated; and

o Pose adirect threat to themselves or others.

e Physical Agility Test —this consists of job-related tests of bodily conditioning, muscular
strength, agility, and physical fitness of job applicants for a specific position. This test may
be given a weight in the examination process or may be used to exclude from further
consideration applicants who do not meet the minimum required standards.

e Polygraph Exam — this exam may be used for certain public safety positions within the
Police and Fire Department to aid in determining the truthfulness of an applicant’s
application/screening questionnaire, employment history, use of illegal drugs, general
history, thefts from employers, criminal history, and vehicle driving record. The polygraph
exam may be used to exclude from further consideration applicants who:

o Are found deceptive; or
o Are not in compliance with policy.
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The Human Resources Department shall make reasonable accommodations in the examination
process for applicants who submit written requests in a timely manner. Notifications shall be sent
to applicants who provide a valid email address.

3. RESIDENCY REQUIREMENT

Per Section 3.1.1 of the City Charter, all employees of the City shall be residents of the State of
Tennessee. This shall only apply to those employees working in the general government of the City.
Those employees who were hired on or before January 18, 1990, and who have lived outside the
State of Tennessee continuously since said date, shall be exempted from Section 3.1.1 of the City
Charter.

All employees are required to maintain their current home address and telephone number on
record with the City.

The Mayor, at their discretion, may designate a residency requirement more narrowly defined
based on the necessity of emergency operations.

4. POST-OFFER REQUIREMENTS

Following a conditional offer of employment, successful completion of a post-offer employment
physical may be required for candidates to determine whether prospective employees can perform
the essential functions of the position offered. The physical may require various components
depending on the requirements for the position.

Prospective employees who are unable to successfully perform the essential functions tested for in
the medical examination shall have their offer of employment by the City withdrawn if they:

e Cannot perform the essential functions due to a disability that cannot reasonably be
accommodated; or

e Pose a direct threat to themselves and/or others.

In-service promotional candidates may be required to successfully complete a post-offer physical
examination, based on the requirements of the position.

All candidates shall be required to successfully complete a background check. The specific
components of the background check will be based on the requirements for the position. In-service
promotional candidates may also be required to successfully complete a background check if the
position requirements exceed the requirements of the current position.
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All City employees may, during their employment, be required to undergo an initial and/or periodic
examination to determine their physical and mental fitness to continue to perform the work of their
positions.

As a condition of employment with the City of Chattanooga, participants of the Fire and Police
Pension Fund shall be required to participate in periodic screening tests or examinations relating to
heart and lung conditions, such as but not limited to cholesterol tests, blood pressure checks,
pulmonary function tests, and blood tests. If any screening examination suggests the need for a
more complete medical evaluation, the employee shall be scheduled for a fithess-for-duty
examination by a physician selected by the City.

5. MINIMUM AGE

The FLSA sets wage, hours worked, and safety requirements for minors (individuals under age
eighteen (18)) working in jobs covered by the statute, which includes City government. The rules
vary depending upon the particular age of the minor and the particular job involved. As a general
rule, the FLSA sets fourteen (14) years of age as the minimum age for employment and limits the
number of hours worked by minors under the age of sixteen (16). The FLSA also generally prohibits
the employment of a minor in work declared hazardous by the Secretary of Labor (for example,
work involving excavation, driving, and the operation of many types of power-driven equipment).
The minimum age for sworn employees is twenty-one (21) years of age.

6. EMPLOYEE CLASSIFICATIONS

Employees of the City of Chattanooga are generally classified as one of the following:

1. Regular Full-time Employee — A regular full-time employee is an employee who works a
minimum of thirty (30) hours per week, is paid an hourly or annual rate, is subject to all
conditions of employment, and is eligible for all benefits offered by the City.

2. Regular Part-time Employee — A regular part-time employee is an employee who works
twenty-nine (29) hours or less per week on a regular basis.

3. Temporary Worker — A temporary worker is a worker who works assigned hours, not to
exceed a period of twelve (12) consecutive months and is paid on an hourly basis.
Temporary workers are not eligible to receive benefits.

4. Appointed Employee - An employee appointed to a position under the direct supervision
of the Mayor, City Council or Department Heads are considered to be in non-classified
service and that the persons employed to fill such positions shall be exempt from
competitive service requirements.
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a. When persons filling these positions are newly hired upon a change of elected
officials or department heads, such persons may be terminated without cause by any
newly elected official or appointed department heads, and the Mayor.

b. If an elected official or department head appoints a person to a position under their
direct supervision who is already employed by the City, then upon a change in
administration or department head, such person who was already employed by the
City will not be terminated without cause, notice and hearing before the City Council
as provided by the Charter, but may be moved to another position in the City
government at a salary not less than the salary such person was being paid
immediately prior to first being appointed.

5. Elected Official - A person who is an official by virtue of an election.

F.EMPLOYMENT ACTIONS

Employment actions are a function of the Human Resources Department. City Departments shall
first consult with the Human Resources Department prior to making staffing adjustments, including
but not limited to appointments, internships, contingent staffing, and any classified positions.

1. NEW HIRES

All City officers, agents and employees shall be nominated, appointed or employed are defined as
new hires during the first six (6) months of initial employment or reemployment. The Human
Resources Department shall keep a record of qualified applicants for the various positions in the
Classification Plan and, except for non-classified service, the Human Resources Department shall
certify the names of those determined by testing procedures to be the most qualified of such
available applicants to the Mayor or designee.

2. PROMOTIONS

A promotion is assigning an employee from one position to another that is classified in a higher
salary range. Promotions in every case must involve a definite increase in duties and responsibilities
and shall not be made merely for the purpose of affecting an increase in compensation.

3. TRANSFERS

A transfer is assigning an employee from one position to the same position that is classified in the
same salary range. When an employee desires to transfer from one department/ division to
another, both Department Heads/supervisors involved will agree on a start date, not to exceed two
(2) weeks from the end of the current pay period. An employee may be transferred for any of the
following reasons:
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1. When the employee meets the qualification requirements for the new position and is
selected by the Hiring Manager for transfer; or
2. Ifitis in the best interest of the City.

4. TEMPORARY ASSIGNMENT

Employees may be reassigned temporarily based on business need or pending the outcome of an
investigation upon approval of the Department Head. If an employee is to be temporarily assigned
to another work location or responsibility due to a business need and not because of a pending
investigation, then notice may be given for the reassignment when feasible and include an
estimated timeframe for the temporary reassignment. If it is not feasible to provide a timeframe
for the temporary reassignment, then the supervisor shall meet with the employee on a regular
basis to discuss the status of the temporary reassignment.

5. DEMOTIONS

A demotion is assigning an employee from one position to another that is classified in a lower salary
range. Demotions in every case must involve a definite decrease in duties and responsibilities and
shall not be made merely for the purpose of affecting a decrease in compensation. An employee
may be demoted for any of the following reasons:

1. Their position is being eliminated and they would otherwise be terminated;

2. Their position is being reclassified to a higher grade, and the employee lacks the
necessary skills to successfully perform the job;

3. Lack of work;
4. Budgetary constraints;

5. The employee does not possess the necessary qualifications to render satisfactory service
to the position they hold;

6. The employee voluntarily requests such a demotion, and it is available; or

7. As a form of disciplinary action.

6. REHIRE

The City may rehire a former City employee provided that the former City employee meets the
minimum qualifications for the position, can perform the duties of the position, has not been
suspended for a total of more than five (5) days within the last five (5) years of employment, and
left in good standing with the City.
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A former classified service City employee may be reinstated or reemployed based on the following
conditions:

1. Reinstatement. For up to a period of eleven (11) months and twenty-nine (29) days from
the date of separation (as dated on the last official record), a former City employee may
be reinstated under the following conditions:

a. The employee is rehired and restored into the same position that was held at the
time of separation;

b. The employee was vested in the City General Pension and/or Fire and Police
Pension Plan at the time of separation; and the employee did not withdraw their
employee contributions and remain vested with the General Pension and/or Fire
and Police Pension Plan and/or all employee contributions are repaid to the Fire
and Police Pension Plan prior to reinstatement. Repayment of pension benefits is
not allowed for reinstatement under the General Pension Plan. A rehired
employee meeting these conditions will be provided the same fringe benefits
(with the exception of PTO accruals and/or accrual rate) and prerequisites of
seniority that the employee was receiving when they left employment. Reinstated
employees are not entitled to any upward adjustments with respect to any
condition of employment which would have occurred by virtue of continued
employment during any period that the employee left in good standing with the
City. This time limitation shall not apply to veterans who are entitled to be
reinstated without loss of benefits pursuant to federal or state law, or employees
reinstated as a result of legal proceedings.

2. Re-employment. There is no time limitation on reemployment of a former classified City
employee. A person who is reemployed has only those rights, benefits and conditions
of employment as any other newly hired City employee for that position. All rights,
benefits and conditions of previous employment with the City are forfeited after
employee separation, voluntary or involuntary. Therefore, all accrual periods,
probationary periods, and longevity calculations shall begin on the first day of work of
the current employment period, unless otherwise provided by federal or state law or in
the City’s Charter, Ordinance or Resolution. Previous City employees who were and will
be covered by the Fire and Police Pension Fund of the City of Chattanooga, must comply
with 1) Chapter 165, Private Acts of Tennessee, 1949; 2) Charter of the City of
Chattanooga, Sections 13.63-13.64; 3) City Code Chapter 16; and 4) City Code, Chapter
2, Article Ill, Division 18, Sections 2-400 through 2-429 to be eligible for either
reinstatement or reemployment.
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The City reserves the right not to reemploy or reinstate any former City employee. Nothing herein
shall be construed to limit or to increase the re-employment or reinstatement rights afforded to
veterans pursuant to federal or state law. Veterans shall be afforded whatever reemployment or
reinstatement rights they may be legally entitled to receive.

Nothing herein shall be construed to change any time limitations or pre-existing conditions
provisions provided through any health, life or accident insurance in force. Nothing herein shall be
construed to provide any contractual rights or to vest any rights in any present or former employee
and shall be construed only as an internal management policy subject to change or exception at any
time by the Mayor.

G.PROBATIONARY PERIOD

Immediately upon employment, all civilian employees will enter a six (6) month probationary
period. During this phase of employment, employees are evaluated on their ability to become a
productive City employee. Your ability to perform tasks; work and communicate with others; follow
directions, display a positive attitude; work with or without supervision; promptness; willingness to
work; judgment, and integrity will be evaluated. Before the end of the introductory period,
supervisors will review employees’ job performance and advise employees of their progress. The
City of Chattanooga reserves the right to dismiss any employee (without prior warning) for not
meeting the organization’s employment standards.

Persons employed in fire protection or law enforcement positions in the Fire and Police
Departments will serve a probationary period of twelve (12) months.

New hire probationary employees shall not be entitled to any due process hearings with respect to
discharge and newly promoted employees shall not be entitled to due process hearings should the
employee be reinstated in their former position or demoted to another position during the
probationary period. The supervisor shall submit written documentation to the Department Head
and to the Human Resources Department for inclusion in the employee’s official personnel file.

H.EMPLOYEE ONBOARDING

New employees shall be required to complete or provide various documents on their first day of
employment to include the following:

1. AW-4 form;

2. An Employment Eligibility Verification Form (I-9) and any supporting documents;
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3. Orientation attendance form;

4. A copy of educational certification, professional license, certificate, or any other required
documents to include a copy of the employee’s driver’s license, if the position requires
driving a City Vehicle;

5. Residency Requirement Form;
6. Beneficiary designation forms; and
7. A direct deposit form.

New employees are required to attend a new employee orientation. At this orientation, employees
will be provided with relevant information to assist them with the onboarding process.

[. OUTSIDE EMPLOYMENT

The City expects an employee’s work for the City to take precedence over any outside employment
engaged in by an employee. Employees must get prior written approval from the Department Head
before engaging in other employment. This must be updated annually. The supervisor shall forward
a copy of the outside employment form to the Human Resources Department for inclusion in the
employees’ official personnel file.

Activities and conduct away from the job must not compete with, conflict with, or compromise the
City’s interests or adversely affect job performance and the ability to fulfill all job responsibilities.
This prohibition also extends to the unauthorized use of any City tools or equipment and the
unauthorized use or application of any confidential information. In addition, employees are not to
solicit or conduct any outside business during paid working time.

The Fire and Police Chiefs shall establish written policies in collaboration with the Chief Human
Resources Officer on any additional public safety-specific requirements for outside employment for
their employees.

J. FLEXTIME

Flextime is a scheduling arrangement that permits variations in an employee’s arrival and departure
times but does not change the total number of hours worked in a week. This allows employees
greater flexibility in their work schedule.

Supervisors may review flextime requests on a case-by-case basis and will obtain Department Head
approval before the final approval may be granted. Non-probationary City employees may be
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eligible for flextime. The employee must first discuss possible flextime arrangements with their
supervisor and then submit a written request to their supervisor. The supervisor will approve or
deny the flextime request based on staffing needs, the employee’s job duties, the employee’s work
record and the employee’s ability to temporarily or permanently return to a standard work schedule
when needed.

Individual Department Heads may implement flextime work schedules, subject to the following
conditions:

1. The Department Heads have the discretion to determine if staffing coverage is adequate
and sufficient to meet the operating requirements;

2. Work weeks and work periods established by Department Heads must be observed;

3. Flextime schedules must be evaluated over a three-month trial period. After the trial
period, Department Heads are to evaluate the flextime schedule on a periodic basis (no
less than annually) to determine if it meets departmental operating requirements;

4. Department Heads, at their discretion, may implement, continue, discontinue or modify
flextime work schedules. In addition, Department Heads have the right to return
employees to a standard work schedule at any time without providing justification for such
action; and

5. Department Heads are to ensure that flexible schedules allow continuation of normal
services.

TYPES OF FLEXTIME SCHEDULES

The total number of hours worked each workday, work week or work period must be

maintained by each department in accordance with the FLSA. Employees are to complete the City
of Chattanooga Flexible Work Option Request form to modify their work schedule, and approval
must be granted by the supervisor and the Human Resources Department prior to beginning the
modified work schedule. The form requires listing the employee’s current work schedule and the
requested flextime schedule.

The following types of flextime schedules may be approved:

1. Fixed Schedule — employees may set their own work hours within limits established by
management. The employee adheres to a set schedule but one that differs from the
normal office business hours.
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2. Adjusted Meal Period — employees may adjust the length of their meal period while still
working their standard hours for the workday. The minimum time to flex is thirty (30)
minutes up to a maximum of one (1) hour.

3. Compressed Schedule — employees may complete a full-time work week in fewer than
five (5) days.

4. Health Flex — employees participating in the wellness program may utilize either the
Adjusted Meal Period or Peak Hour Flextime schedules.

5. Peak Hour Flextime — employees may flex their daily work hours (outside of peak hours)
while working the total standard hours for the day.

6. Telecommuting — certain employees who can fulfill their job responsibilities at home or
another approved location may use this option. Telecommuting may be approved by the
supervisor and Department Head on a temporary basis at the discretion of the
Department Head.

K.ATTENDANCE

Punctual and regular attendance is necessary for the City to operate efficiently. The City provides a
variety of forms of leave to cover absence from work. Employees are expected to report for duty,
and be ready to begin work by the start of the regular workday or shift, unless on approved leave.

If an employee must be late for work or absent because of illness or an unforeseen circumstance,
they shall personally notify his immediate supervisor as soon as possible by telephone. Certain
departments may designate a specific call-in time, so the employee must adhere to
departmental/divisional call-in protocol. A doctor’s note may be required when returning to work
from absence due to illness lasting three (3) or more days.

Not reporting to work and not calling to report the absence is a no call/no show. A no call/no show
lasting for three (3) consecutive workdays may be considered job abandonment and may be
deemed an employee’s voluntary resignation of employment.

Patterns of absenteeism or tardiness may result in disciplinary action, even if the employee has not
yet exhausted available paid time off. Absences due to illnesses or injuries that qualify for a
protected leave status will not be counted against an employee’s attendance record, if the
protected leave is verified and approved. Medical documentation is required in these instances.
Employees who are absent due to a protected leave are still expected to follow the Department’s
call-in protocol.
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L. BREAKS

The City will allow employees up to two (2) rest breaks during each workday. Non-exempt
employees are permitted to take two (2) fifteen (15) minute rest breaks. Depending on the
department, the schedule of rest breaks may be set by the employees’ immediate supervisor with
the goal of providing the least possible disruption to City operations. Non-exempt employees on
rest breaks are not required to clock in and out because this time is considered “time worked” and
is compensable. Exempt employees, as they are paid a salary regardless of the hours they work,
may choose to take breaks as needed.

These rest breaks are a privilege and not a right and should be taken at times that do not interfere
with service to the public. If an employee chooses not to take advantage of rest breaks, then this
time may not be accumulated and added to lunch periods or any type of leave. A rest break may
not be used to alter arrival or departure time and may only be used in conjunction with the lunch
period when authorized and approved in advance by the supervisor.

The City will provide a private location for employees who utilize break time for lactation.
Employees are encouraged to contact the Human Resources Department for any assistance in
identifying private locations.

M. LUNCH PERIOD

Each employee shall have a minimum of a thirty (30) minute unpaid meal period (one hour
maximum) if scheduled to work six (6) hours consecutively. The meal period shall not be scheduled
within the first or last hour of the scheduled workday or shift, unless specifically authorized by the
immediate supervisor. If an employee needs to request additional time for a lunch period, the
employee is encouraged to discuss Flextime options in advance with their supervisor.

The lunch period shall be deducted from the number of regular hours worked for an employee’s
normal workday. The time and duration of the lunch period for specific employees, work sites or
crews shall be determined by the Department Head.

N.EMPLOYEE TIME RECORDS

All non-exempt employees are responsible for recording all actual hours worked using the
Department’s time reporting procedures. Department Heads and supervisors shall review and sign
all-time records. The following rules shall apply to time reporting procedures for non-exempt
employees:
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1. Employees are responsible for recording their starting time, quitting time and total hours
worked for each work day;

2. Sign in/clock in before employees’ normal starting time or to sign out/clock out late after
their normal quitting time are not permissible without the prior approval of their
supervisor;

3. Employees shall not remove a timesheet/timecards from the designated employee area
or leave the premises with said timesheet/time card;

4. Employees given permission by their supervisor to leave their job assignment for any
purpose besides City business during work hours must sign/clock out when leaving and
sign in upon returning to work, unless otherwise directed by their supervisor in writing;

5. An employee failing to properly sign their timesheet/timecard must have it immediately
approved and initialed by a supervisor or Department Head to ensure payment for hours
worked; and

6. No unauthorized representative/employee shall mark on another employee’s time
sheet/timecard. Employees that alter another employees’ time sheet/timecard shall be
subject to disciplinary action.

Failure to properly record hours worked may result in not being paid for those hours in question on
the timesheet. Continued non-compliance shall result in disciplinary action.

O.INCLEMENT WEATHER

During inclement weather situations, the City will make every effort to maintain normal work hours
to provide services to residents. Partial or full-day closings of City administrative offices may be
authorized by the Mayor or designee as a result of inclement weather causing hazardous road
conditions and other emergency circumstances. Department Heads shall decide which of their
essential functions must continue and which employees must report to or remain at work, even
when administrative closings are announced. A non-exempt, non-sworn employee required to work
during inclement weather shall be paid at one and one-half (1%) times the employee’s regular
hourly rate.

The Mayor or designee shall determine if administrative offices shall be closed to non-essential
employees, as determined by the Department Head due to inclement weather. For non-essential
employees not required to report to work due to administrative closings, full-time employees will
be paid for such time off. Part-time employees will only be paid if normally scheduled to work that

day and only for those hours which the employees would normally work.
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During an inclement weather situation that is not severe enough to warrant a closure of
administrative offices, the Mayor or designee may determine a delayed opening for non-essential
employees. In this situation, all employees will be expected to make reasonable efforts to get to
work and employees unable to arrive for work on such day will be charged one (1) day of Paid Time
Off (PTO). If no PTO is available, the non-exempt employee will not be paid for the day. In a delayed
opening situation, it is reasonable to allow employees up to two (2) hours after their normal
reporting time before charging PTO. Should an employee report later than two (2) hours after the
scheduled start time, PTO is charged for the entire time the employee was off. All employees who
are unable to report to work should call their supervisor and report their absence as soon as
possible.

On days when weather conditions worsen as the day progresses, the City may decide to close early.
In such cases, a decision and an announcement will be made by the Mayor or designee or the
Department Head, and employees will be paid for the remaining time. Employees will be expected
to remain at work until the appointed closing time unless they receive permission from their
Department Head to leave earlier, in which case PTO may be used for the difference in the early
departure time and the early closure time as determined by the appropriate leadership.

In such cases where the Hamilton County Mayor or School Superintendent makes the decision to
close schools or dismiss early, due to inclement weather, school patrol officers scheduled to work
on that day shall not be required to report to work, or shall be excused for the remainder of the
day, and shall be paid for such time off.

P.NEPOTISM/PERSONAL RELATIONSHIPS

No applicant shall be employed in a position where a member of their immediate family would
serve in a supervisory position or in the supervisory line, which could directly affect their job
performance or job evaluation. This includes temporary, seasonal and intern positions. If employees
become related by marriage and create a situation prohibited by this Section, one of the employees
may be asked to give up their position.

If a personal, romantic, or intimate relationship is established between two or more employees
post-hire, it is the responsibility and obligation of the employees involved to disclose the existence
of the relationship to the Department Head. When a conflict or potential conflict arises due to the
relationship affecting employment, the City reserves the right to make any and all employment
decisions in the best interest of the City, which may include requiring one of the employees to give
up their position.
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V. SECTION V - LEAVE POLICIES

The City’s benefits and leave policies have been designed with the health and well-being of its
employees in mind. While leave privileges add to the benefit and compensation package of
employees, they also add intangible quality of life benefits which help attract and retain a desirable
workforce.

A.PAID TIME OFF (PTO)

The Paid Time Off (PTO) program is provided to eligible full-time employees and combines vacation,
sick days, into one bank. This allows employees flexibility in scheduling time off to meet family
needs and balance work and personal life. The design of the PTO program is also intended to assist
employees and manage staffing needs in order to meet the operational needs of the City. The time
that is not covered by the PTO policy, and for which separate guidelines and policies exist, include
paid holidays, bereavement leave, jury duty, and military leave.

1. GUIDELINES FOR PTO USE

1. Employees will earn PTO, within the accrual period of employment, if they receive pay for
a minimum of one-half of the pay period.

2. Employees do not accrue PTO while receiving payments under the Injury on Duty Program
or while on an unpaid leave of absence.

3. All employees should provide a twenty-four (24) hour notice to their immediate
supervisor of their intention to take PTO, when possible.

4. PTO cannot be taken before it is earned.
5. PTO use and tracking should be in fifteen (15) minute increments.

6. Except in case of disciplinary suspension, accrued PTO must be used before taking unpaid
time off.

7. PTO taken for an FMLA qualifying event will run concurrently with FMLA Leave.
Employees are required to notify their immediate supervisor of PTO taken for an FMLA
qualifying event.

8. PTO is not a leave status. Employees needing extended time away from work must
request a leave of absence.
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9. An employee requesting time off in excess of fifteen (15) consecutive scheduled workdays

2. ACCRUAL SCHEDULE

PTO is earned based on years of service. The first-tier accrual will begin with the first accrual period

must submit the request for approval to the employee's Department Head.

upon employment. The second-tier accrual begins on the first accrual period of the eleventh (11t)

year of continuous service and with each year of continuous service afterwards. The third-tier

accrual begins on the first accrual period of the eighteenth (18%) year of continuous service and

with each year of continuous service afterwards.

ELIGIBLE FULL-TIME EMPLOYEES

All full-time regular employees, regardless of weekly or bi-weekly pay status, will earn PTO on a bi-

weekly accrual period, as shown in the schedule below:

SWORN POLICE AND DAY-SHIFT FIRE PERSONNEL

YEARS OF SERVICE Tier 1 (0-10) | Tier2 (11-17) Tier 3 (18+)
Hours accrued biweekly 8.31 9.54 10.77
Hours accrued annually 216 248 280
Day accrued annually 27 31 35

Sworn Police personnel and sworn Fire personnel who are not regularly scheduled to work on

twenty-four (24) hour shifts will earn PTO on a bi-weekly accrual period, as shown in the schedule

below:

Sworn Police/Sworn Fire Day-Shift Personnel

YEARS OF SERVICE

Tier 1 (0-10)

Tier 2 (11-17)

Tier 3 (184)

Hours accrued biweekly

12

13.54

14.77
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Hours accrued annually

312

352

384

Day accrued annually

39

44

48

SWORN FIRE 24-HOUR SHIFT PERSONNEL

Sworn Fire personnel who are regularly scheduled to work twenty-four (24) hour shifts will earn

PTO on a bi-weekly basis, as shown in the accrual schedule below:

Sworn Fire 24 Hour Shift Personnel
YEARS OF SERVICE Tier 1 (0-10) | Tier2 (11-17) Tier 3 (18+)
Hours accrued biweekly 18.47 21.24 23.54
Hours accrued annually 480 552 612
Day accrued annually 40 46 51

This calculation of PTO is based upon an equalized pay system of one hundred and twenty (120)
hours per bi-weekly pay period. These employees are required to take twelve (12) hours of
mandatory PTO every twenty-seven (27) day work period.

The PTO accrual and balance will be converted for Sworn Fire personnel who transfer from or to a
twenty-four (24) hour schedule and from or to Day shift.

Accrual schedules for employees in the Head Start Program are not included in this Section, but can
be found in the Head Start Standard Operating Procedures.

3. CARRY OVER OF PTO DAYS

The PTO year begins on January 1st and ends on December 31st of each year.

Employees may carry over ten (10) days of PTO from one leave year to the next leave year in
addition to their accumulated PTO days carried over from the previous leave year(s). PTO carryover
is subject to the following provisions:

49



1. Employees may accumulate up to a maximum of one hundred (100) days of PTO during
their employment with the City. Employees hired prior to March 27, 1990 may
accumulate up to one hundred and fifty (150) days of PTO; and

2. Employees are responsible for monitoring and taking their PTO over the course of a
year so that they do not lose time accrued when the current leave year ends.

4. PTO PAYOUT

When an employee separates from employment, the City will provide a cash payout up to, but not
in excess, of their maximum carryover limit of PTO at the time of separation. Unused accrued PTO
will be paid based on the employee’s rate of pay at the time of separation with the last regular
check. Sworn Fire Personnel rate of leave payout is based upon the annual salary divided by 3120,
not the same payout rate for overtime. PTO payouts will not count toward employee’s credited
service for pension purposes under the General Pension Plan and are not subject to deductions
made for the General Pension Plan or Fire and Police Pension Fund.

5. BUY-BACK OF PTO

The City may purchase an employee’s accrued PTO, but is subject to certain circumstances

and conditions which must be agreed to by the employee seeking to sell the PTO. The employee
will agree in writing that the cap on the amount of days that the employee is entitled to accumulate
over their career will be reduced on a day-for-day basis for the number of days the City is
purchasing. The buy-back of PTO is subject to the availability of funds at the time of the request and
is determined by the Finance Department.

1. No more than sixty (60) days of PTO may be purchased from any employee during their
employment with the City. Each day sold will be paid at seventy percent (70%) of the
employee’s daily salary.

2. The City will not purchase PTO which would lower the employee’s total accumulated
balance below thirty (30) days, unless authorized in writing by the Mayor.

Funds realized from the sale of PTO will be excluded from pension eligible earnings and will be
treated as earned income.

6. LEAVE DONATION PROGRAM

The intent of this program is to provide assistance to employees who have exhausted their accrued
PTO as a result of illness, caring for an ill or injured family member or to address a catastrophic
casualty loss. The program allows eligible employees to donate accrued PTO to assist eligible co-
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workers who would otherwise be subjected to a loss of income during a continuing absence from
work. Participation in the Program is entirely voluntary and is open to all employees, who are
eligible to accrue PTO, within the City.

The Program is subject to change without notice, non-grievable and is not subject to any arbitration
policy applicable to any employee. Donations must be made in full day increments and are
irrevocable. The donated leave can only be credited for future use and not on a retroactive basis.
Pay received as donated leave will be treated as earned income and is not subject to pension
contributions.

ELIGIBILITY CRITERIA

In order to donate accrued PTO, an employee must have a minimum balance of two-hundred and
forty (240) hours after making the donation (or three-hundred and sixty (360) hours for sworn Fire
personnel). Employees may not donate more than one-hundred and sixty (160) hours of leave in a
given leave year with the exception of firefighters on twenty-four (24) hour shifts who are allowed
to donate a maximum of two hundred forty (240) hours annually

In order to receive donated PTO, an employee must be in a formal approved leave status. The
employee must be absent due to a non-occupational personal injury, iliness, or caring for an injured
or ill family member for which medical documentation may be required. This does not apply to
employees who have refused light duty assignments.

All accrued PTO and earned compensatory leave must have been exhausted before donated leave
can be used. An employee may apply for donations prior to exhausting their leave but must have
less than eighty (80) hours accrued. Employees must be on approved continuous leave to be eligible
to receive donated leave. An eligible recipient may receive up to six (6) months of leave donation
in a three (3) year period. Pay received from donated leave will be treated as earned income, but
not applicable as pension eligible earnings.

EFFECT ON FAMILY AND MEDICAL LEAVE (FMLA) AND TENNESSEE MATERNITY LEAVE
(TMLA)

Request to receive donated PTO does not affect a recipient employee’s right to Family and Medical
Leave (FMLA) and/or leave under the Tennessee Maternity Leave Act (TMLA). Payment received
through this program will be noted as FMLA or TMLA leave as long as the recipient employee meets
the eligibility requirements.
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PROCEDURES

Donations: An eligible employee may apply to donate PTO by completing the Request to Donate

Leave Form and submitting it to their Department Head. The Department Head or designee may
review and approve the donation and will forward the form to Human Resources for processing.
The Chief Human Resources Officer or designee will review the request for approval. Upon final
approval, the donor’s accrued PTO balance will be reduced based on the amount donated.

Recipients: An eligible employee who wishes to receive PTO donation from another employee may
complete the Request to Receive Donated Leave Form and submit it to the Department Head or

designee for review. The approval form is routed to Human Resources for final approval and
processing.

The recipient must be on continuous approved leave in a formal leave status for a specified period
of time and may not open- ended. The department head or designee must verify that the employee
has exhausted all PTO before utilizing the donated leave. Upon Human Resources’ approval, the
donated PTO will be credited to the recipient for processing in the next payroll period. The leave
donated will be credited to the recipient in the dollar value equivalent, based on the donor’s rate
of pay.

If an employee is in an emergent situation where long-term care (hospitalization) is warranted and
the employee is incapacitated, a supervisor can request PTO donations for the employee for the
time they are in an approved leave status.

B.FAMILY AND MEDICAL LEAVE

GENERAL

The City of Chattanooga recognizes that there are times when an employee may need to be absent
from work due to qualifying events under the Family and Medical Leave Act (FMLA). Accordingly,
the City will provide Eligible Employees up to a combined total of twelve (12) weeks of unpaid FMLA
leave per Leave Year for the following reasons:

Parental Leave: For the birth or placement of an adopted or foster child;

Personal Medical Leave: When an employee is unable to work due to their own serious Health
Condition;

Family Care Leave: To care for a spouse, child, or parent with a Serious Health Condition;
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Military Exigency Leave: When an employee’s spouse, parent, son or daughter (of any age)
experiences a Qualifying Exigency resulting from military service (applied to active service members
deployed to a foreign country, National Guard and Reservists); and, Military Care Leave: To care
for an employee’s spouse, parent, son, daughter (of any age) or next of kin who requires care due
to aninjury or illness incurred while on active duty or was exacerbated while on active duty.

NOTE: A leave of up to 26 weeks of leave per twelve-month period may be taken to care for the

injured/ill service member.
1. KEY POLICY DEFINITIONS

a. “Eligible Employees” under this policy are those who have been employed by the City
for at least twelve (12) months (need not be consecutive months and under certain
circumstances hours missed from work due to military call-up will also be counted)
and have performed at least 1,250 hours of service in the twelve-month period
immediately preceding the date leave is to begin.

b. “Leave Year” for the purposes of this policy shall be the 12-month period measured
forward from the date any employee’s first FMLA leave begins.

c. A “Spouse” means a husband or wife as recognized under federal law.

d. A “Son or Daughter” for the purposes of Parental or Family Leave is defined as a

biological, adopted, foster child, stepchild, legal ward or a child for whom the
employee stood in loco parentis to, who is (1) under eighteen years of age or, (2)
eighteen years of age or older and unable to care for themself because of physical or
mental disability. A “Son or Daughter” for the purposes of Military Exigency or Military

Care leave can be of any age.

e. A “Parent” means a biological, adoptive, step or foster parent or any other individual
who stood in loco parentis to the employee when the employee was a son or
daughter.

f.  “Next of Kin” for the purposes of Military Care leave is a blood relative other than a
spouse, parent or child in the following order: brothers and sisters, grandparents,
aunts and uncles, and first cousins. If a military service member designates in writing
another blood relative as their caregiver, that individual shall be the only next of kin.
In appropriate circumstances, employees may be required to provide documentation
of next of kin status.
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g. A “Serious Health Condition” is an illness, injury, impairment or physical or mental
condition that involves either inpatient care or continuing treatment by a Health Care
Provider. Ordinarily, unless complications arise, cosmetic treatments and minor
conditions such as the cold, flu, earaches, upset stomach, minor ulcers, headaches
(other than migraines), routine dental problems are examples of conditions that are
not serious health conditions under this policy. If you have any questions about the
types of conditions which may qualify, contact the City’s FMLA third-party
Administrator (TPA) or the Human Resources Department.

h. A “Health Care Provider” is a medical doctor or doctor of osteopathy, physician’s
assistant, podiatrists, dentists, clinical psychologist, optometrists, nurse practitioner,
nurse-midwife, clinical social worker or Christian Science practitioner licensed by the
First Church of Christ. Under limited circumstances, a chiropractor or other provider
recognized by our group health plan for the purposes of certifying a claim for benefits
may also be considered a HCP.

i. “Qualifying Exigencies” for Military Exigency leave include:

e Short-notice call-ups/deployments of seven days or less (NOTE: leave for
this exigency is available for up to seven days beginning the date of call-up
notice);

e Attending official ceremonies, programs or military events;

e Special childcare needs created by a military call-up including making
alternative childcare arrangements, handling urgent and non-routine
childcare situations, arranging for school transfers or attending school or
daycare meetings;

e Making financial and legal arrangements;

e Attending counseling sessions for the military service member, the
employee, or the military service members son or daughter who is under
18 years of age or 18 or older but is incapable of self-care because a mental
or physical disability;

e Rest and Recuperation (NOTE: fifteen (15) days of leave is available for this
exigency per R&R event);

e Post-deployment activities such as arrival ceremonies, reintegration
briefings and other official ceremonies sponsored by the military (Note:
leave for these events is available during a period of 90-days following the
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termination of active-duty status). This type of leave may also be taken to
address circumstances arising from the death of a covered military
member while on active duty;

e Parental care when the military family member is needed to care for a
parent who is incapable of self-care (e.g., arranging for alternative care or
transfer to a care facility); and,

e Otherexigencies that arise that are agreed to by both the City and employee.

j. A “Serious Injury/Iliness” incurred by a service member in the line of active duty or
that is exacerbated by active duty is any injury or illness that renders the service
member unfit to perform the duties of their office, grade, rank or rating.

2. NOTICE AND LEAVE REQUEST PROCESS

FORESEEABLE NEED FOR LEAVE

If the need for leave is foreseeable because of an expected birth/adoption or planned medical
treatment, employees must give at least thirty (30) days’ notice. If 30-days’ notice is not practicable,
notice must be given as soon as possible. Employees are expected to complete and return a leave
request form prior to the beginning of leave.

Failure to provide appropriate notice and/or complete and return the necessary paperwork will
result in the delay or denial of leave.

UNFORESEEABLE NEED FOR LEAVE

If the need for leave is unforeseeable, notice must be provided as soon as practicable and possible
under the facts of the particular case. Normal call-in procedures apply to all absences from work
including those for which leave under this policy may be requested. Employees are expected to
complete and return the necessary leave request form as soon as possible to obtain the leave.

Failure to provide appropriate notice and/or complete and return the necessary paperwork on a
timely basis will result in the delay or denial of leave.

LEAVE REQUEST PROCESS

Any employee requesting leave under FMLA should notify the immediate supervisor and contact
the City’s FMLA TPA. The FMLA TPA will provide information and the necessary forms.

CALL-IN PROCEDURES
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In all instances where an employee will be absent, the call-in procedures and standards established
for giving notice of absence from work must be followed.

3. LEAVE INCREMENTS

PARENTAL LEAVE

Leave for the birth or placement of a child must be taken in a single block and cannot be taken on

an intermittent or reduced schedule basis. Parental Leave must be completed within twelve (12)
months of the birth or placement of the child; however, employees may use Parental Leave before
the placement of an adopted or foster child to consult with attorneys, appear in court, attend
counseling sessions, etc.

FAMILY CARE, PERSONAL MEDICAL LEAVE, MILITARY EXIGENCY AND MILITARY CARE

Leave taken for these reasons may be taken in a block or blocks of time. In addition, if a Health Care
Provider deems it necessary or if the nature of a Qualifying Exigency requires, leave for these
reasons can be taken on an intermittent or reduced schedule basis.

4. PAID LEAVE UTILIZATION DURING FMLA LEAVE

Family and Medical Leave Act provides job protection for unpaid leave; however, any available PTO
will be used during FMLA Leave. Any PTO used for this reason will count against FMLA leave
entitlement. PTO will run concurrently with FMLA leave entitlement, provided any applicable
requirements of the leave policy are satisfied.

5. CERTIFICATION AND FITNESS FOR DUTY REQUIREMENTS

Employees requesting Family Care, Personal Medical or Military Care leave must provide
certification from a health care provider to qualify for leave. Such certification must be provided
within fifteen (15) days of the request for leave unless it is not practicable under the circumstances
despite the employee’s diligent efforts. Failure to timely provide certification may result in leave
being delayed, denied or revoked. Re-certification of the continuance of a serious health condition
or an injury/illness of a military service member will also be required at appropriate intervals.

Employees requesting a Military Exigency leave may also be required to provide appropriate active-
duty orders and subsequent information concerning particular Qualifying Exigencies involved.

Employees requesting Personal Medical leave will also be required to provide a fitness for duty
certification from their Health Care Provider prior to returning to work.

6. SCHEDULING LEAVE AND TEMPORARY TRANSFERS
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Where possible, employees should attempt to schedule leave so as not to unduly disrupt
operations. Employees requesting leave on an intermittent or reduced schedule basis that is
foreseeable based on planned medical treatment may be temporarily transferred to another job
with equivalent pay and benefits that better accommodates recurring periods of leave.

7. HEALTH INSURANCE

The City will maintain an employee's health insurance coverage during leave on the same basis as
if they were still working. Employees must continue to make timely payments of their share of the
premiums for such coverage. Failure to pay premiums within thirty (30) days of when they are due
may result in a lapse of coverage. If an employee does not return to work at the end of leave, the
City may require the employee to reimburse the City for the health insurance premiums paid during
the leave.

8. RETURN TO WORK

Employees returning to work at the end of leave will be placed in their original job or an equivalent
job with equivalent pay and benefits. Employees will not lose any benefits that accrued before leave
was taken. Employees may not, however, be entitled to discretionary raises, promotions, bonus
payments or other benefits that become available during the period of leave.

9. FMLA LEAVE CONDITIONS WHEN BOTH SPOUSES ARE CITY EMPLOYEES

In the case where an employee and their spouse are both employed by the City, the total number
of weeks to which both are entitled in the aggregate because of the birth or placement of a child or

to care for a parent with a serious health condition will be limited to twelve (12) weeks per leave

year. Similarly, a husband and wife employed by the City will be limited to a combined total of
twenty-six (26) weeks of leave to care for a military service member. This 26-weeks leave period
will be reduced, however by the amount of leave taken for other qualifying FMLA events. This type
of leave aggregation does not apply to leave needed because of an employee's own serious health
condition, to care for a spouse or child with a serious health condition or because of a Qualifying

Exigency.
10. GENERAL PROVISIONS

Failure to Return: Employees failing to return to work or failing to make a request for an extension
of their leave prior to the expiration of the leave will be deemed to have voluntarily terminated
their employment.
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Alternative Employment: No employee, while on leave of absence, shall work or be gainfully
employed either for themselves or others unless express, written permission to perform such
outside work has been granted by the Department Head. Any employee on a leave of absence who
is found to be working elsewhere without permission will be automatically terminated.

False Reason for Leave: Termination will occur if an employee gives a false reason for a leave.

C. TENNESSEE MATERNITY LEAVE ACT (TMLA)

Any employee who has been employed in City service for at least twelve (12) consecutive months
as a full-time employee may be absent from employment for a period not to exceed four (4) months
for adoption, pregnancy, childbirth, and nursing the infant. The four (4) month period will include
leave required before and after the birth of a child. With regard to adoption, the four (4) month
period will begin at the time an employee receives custody of the child.

An employee requesting parental leave should give at least three (3) months’ advance notice by
contacting the City’s TPA of the anticipated date of departure for parental leave, the length of
parental leave, and the intention to return to full-time employment after parental leave. The
employee shall be restored to their previous or a similar position with the same status, pay, length
of service credit and seniority, wherever applicable, as of the date of their leave.

TMLA will run concurrently with FMLA. Any PTO used for this reason will count against FMLA/TMLA
leave entitlement. Further, parental leave will not affect the employee's right to accrue PTO and
receive advancement, seniority, lengthy of service credit, benefits, plans or programs for which they
were eligible at the date of their leave and any other benefits or rights of employment incident to
their employment position. Employees must continue to make timely payments of their portion of
the premiums for such coverage.

D.EXTENDED MEDICAL LEAVE POLICY

Employees occupying regular full-time non-sworn positions are eligible to request

extended medical leave of absence due to disability from personal illness and/or injury. The
employee applying for an Extended Medical Leave of Absence should notify the immediate
supervisor and contact the City’s TPA for Absence Management. The TPA will provide information
and the necessary documents to the employee to begin the process. The TPA, upon review of the
request application and in consideration of support documents received from the medical provider,
will notify the City Human Resources Department of the decision.
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e Regular full-time non-sworn employees may be granted extended medical leave of absence
not to exceed 12 consecutive months from the date the employee is unable to work due to
disability from illness and/or injury and only after all accumulated PTO and compensatory
leave have been exhausted.

e PTO and General Pension service credits will not accrue while employees are on extended
medical leave of absence without pay. Accrual of all leave benefits will resume on the first
full day the employee is at work after the leave.

e The City reserves the right to evaluate the employee’s status at any time during extended
medical leave to make determinations, such as whether or not the employee may remain
on extended illness leave or remain in City employment, etc. Criteria used, but not limited
to, are the position the employee holds, the anticipated length of the employee’s disability,
documentation supplied by the employee’s primary care physician and/or the City’s
physician(s), etc.

Employees, who take approved extended medical leave without pay and who wish to continue
Health Care Plan benefit coverage or life insurance coverage while on leave, must contact the City’s
benefits’ office, in the Human Resources Department, to make necessary financial arrangements in
accordance with the guidelines and provisions of the appropriate City Insurance Program. These
arrangements must be completed before the end of the first pay period that the employee is on
leave of absence without pay. If insurance premiums are not timely received by the Benefits’ Office,
health insurance coverage may be terminated.

E.MILITARY LEAVE

Any employee of the city called to enter the military services 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) shall be given a leave of absence for the duration of such
military service, and upon the termination of such service, the Mayor or Department Head in the
department in which such employee was employed shall reinstate the employee in the position
they held at the time they entered such military service, if such position exists.

The process for reinstatement of employees returning from military leave begins when the
employee notifies the department head or designee of their intent to return to work. The following
guidelines apply:

1. On the first workday back for employees deployed 30 days or less; Within 14 days of the
end of service for employees deployed up to 180 days; and
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2. Within 90 days of the end of service for employees deployed 181 days or longer.

3. The returning employee will be reinstated in the position they would have attained had
they not been absent for military service, with the same seniority, status and pay.

If the position has been abolished, the employee shall be given a position of equal pay grade and at
a salary of not less than that which they received before such military service or would have held
had they not entered such military service. Such employee shall retain all rights and benefits which
they had under any civil service or tenure law of the city, and shall retain all rights and benefits they
had under insurance and pension law of the city at the time they entered such service for the United
States Government, and shall be given credit for the years spent in the military service in computing
the time served for pension purposes.

Unless their military organization requires a specified time for the training period, the employee
shall arrange with their Department Head for a mutually suitable time period.

Employees shall be granted twenty (20) scheduled workdays of paid leave each calendar year for
active-duty service, inactive duty service, and required annual training. After the twenty (20) days
of military pay has been exhausted, the employee activated for military service may elect to use
accrued PTO balance (all or in part) or immediately commence leave without pay.

Every employee returning from military leave shall submit to their Department Head proof of the
number of days spent on duty.

F. BEREAVEMENT LEAVE

In the event of the death of an employee's immediate family, the employee shall be given

time off with pay to attend the funeral, attend to post-death matters, and to grieve the loss of an
immediate family member. Such time shall not be charged to their PTO in accordance with the
following:

1) Up to three (3) scheduled workdays.

2) Immediate family, for the purpose of this policy, is defined to include the following:
a. Spouse including domestic partner
b. Children including adopted, stepchildren, and foster children.

c. Parents including adopted, step, in-laws, and foster.
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d. Sister/Brother/Stepsister/Stepbrother
e. Grandparents
f. Grandchildren
3) Temporary workers are not eligible for bereavement leave.

An employee requesting bereavement leave is required to present the verification of a death or
funeral. Examples of the verification includes but is not limited to: obituary, statement from funeral
home, program of eulogy, a copy of death certificate, etc. For more information about bereavement
leave, please contact the Human Resources Department at 423-643-7200.

G.ADMINISTRATIVE LEAVE

Administrative leave is the temporary removal of an employee with pay from their normal job
duties at the discretion of their Department Head. In no event will the use of administrative leave

exceed a maximum of thirty (30) calendar days unless authorized by the Mayor.
The City recognizes the following types of administrative leave:

1. Employees working in fire protection or law enforcement activities may be temporarily
removed from duty at the discretion of the respective chiefs for a serious, documented,
work-related incident, such as an incident involving a shooting or some other post-
traumatic event.

2. Any Department Head may place any employee on administrative leave for up to a
maximum of fourteen (14) business days for the sole purpose of collecting information to
determine the facts to support a disciplinary action against an employee. Administrative
leave is necessitated by allegations of misconduct against an employee, pending
mandatory alcohol and drug screen results or any other action that shall result in the best
business practice of removing an employee from the work site.

3. Employees may be temporarily removed with pay from their normal job duties at the
discretion of the Department Head after sustaining a serious, documented, work-related
injury.

4. From time to time, the Mayor, at their discretion, may close certain offices, dismiss non-
essential personnel and authorize the use of administrative leave. Department Heads
shall designate which of their essential functions must continue and which employees
must report to or remain at work when administrative closings are announced.
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H.LEAVE OF ABSENCE (LOA)

Employees who are not eligible for leave under FMLA and need time off for personal or health
reasons, they may apply for a Leave of Absence (LOA). Accrued PTO balance and earned
compensatory leave will be used during the period of approved leave of absence. If neither is
available then the approved leave of absence will be without pay.

The request for leave cannot be open ended and will be for a definite stipulated period of time.
Employees applying for a Leave of Absence should notify the immediate supervisor and contact the
City’s TPA for Absence Management. The TPA will provide information and the necessary
documents to the employee to begin the process. A minimum of two (2) weeks advance notice is
required prior to requested absence, when feasible. In the event an employee is unable to provide
two (2) weeks advance notice, the employee must notify the immediate supervisor or the
Department Head within twenty-four (24) hours of submitting the request for Leave. After business
hours, employees must notify their supervisor by leaving a voice message.

The TPA, upon review of the request application and in consideration of the support documents
provided, will notify the City Human Resources Department of the leave request decision.

The total period of absence from City employment cannot exceed twenty-six (26) weeks in a
consecutive twelve (12) months period, unless qualified for additional leave under other City policy,
State or Federal law.

Employees will not be eligible for accrual of PTO while on an approved Leave of Absence, without
pay. At the conclusion of any leave of absence, employees reporting for duty must notify the
Department Head or designee of the anticipated date of return to work prior to returning.

Employees returning to work from a leave of absence due to personal medical reasons must follow
the Return to Work Policy.

If the employee fails to return to work at the conclusion of a leave of absence, the employee will be
subject to disciplinary action.

For the duration of the leave, the City will maintain an employee's health coverage under the Group
Insurance Plan under the same conditions coverage would have been provided if the employee
continuously worked during the leave period. The employee must maintain benefits coverage for
the duration of the leave by making their premium payments directly to the City.
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I. COURT LEAVE

An employee who is summoned or subpoenaed to appear as a party, witness, or juror will be
granted court leave with pay after submitting the summons or subpoena to their immediate
supervisor.

When a City employee is requested by the Office of the City Attorney to appear in court on behalf
of the City, they must appear or be subject to disciplinary procedures. The employee will have the
same benefits as though they were summoned or subpoenaed. The employee cannot be disciplined
for their testimony to the extent that their testimony is true and/or reasonably believed to be true.

Employees, who appear in court in the normal course and scope of their duties, cannot be
considered to be on leave for such appearances if they appear at the request of the Office of the
City Attorney or if they are appearing as required as part of their job duties. When an employee has
been granted leave for court attendance and is excused by proper court authority, they must report
back to their place of duty.

Leave with pay for court attendance will not be granted when the employee is the plaintiff or
defendant in personal litigation. When the litigation is the result of an act performed by the
employee as a part of their official duties, then leave with pay will be granted.

A summons to report for jury duty must be presented on the next workday to the employee's
immediate supervisor, and the employee will then be excused from employment for the day(s)
required of the employee while serving as a juror in any court of the federal, state, or local courts
if the requested jury duty exceeds three (3) hours during the day for which the excuse is sought.

If an employee summoned for jury duty is working a night shift or is working during hours preceding
those in which court is normally held, the employee shall also be excused from employment as
provided by this Section for the shift immediately preceding the employee's first day of service on
any lawsuit. After the first day of service, when the employee’s responsibility for jury duty exceeds
three (3) hours during a day, then the employee will be excused from the next scheduled work
period occurring within twenty-four (24) hours of the day of jury service. Any question concerning
the application of the provisions of this subsection to a particular work shift or shifts will be
conclusively resolved by the trial judge of the court to which the employee has been summoned.

In any event for the excused absence, the employee will be entitled to the usual compensation
received from employment. Employees subpoenaed for jury duty will keep any compensation for
serving as a juror.
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Employees who are paid on a mileage basis will be paid the mileage pay they would have received
had they reported for work rather than for jury service on each day covered by the provisions of
this Section. This Section should not apply to temporary employees.

J. VOTING LEAVE

City employees will be given time off to vote in national, state, and local elections under the

following provisions:

1. Employees who are registered voters may receive reasonable time off to vote if they
request such time off before 12 noon the day before the election. The supervisor may
specify the hours during which the employee may be absent to vote, and the time off may
not exceed three (3) hours.

2. No time off will be granted if the polls in the county where the employee is a resident are
open three (3) or more hours before the employee is scheduled to begin work or if the
polls close three (3) or more hours after the employee’s work schedule ends.

3. Inaccordance with Public Chapter 741, which amended TCA Section 2-9-103 effective April
15, 1998, any full-time employee appointed by a county election commission to work part-
time as a voting machine technician, shall be granted unpaid leave for the day(s) required
for the technician’s duties. Supporting documentation may be required by the appropriate
approving authority for the period of duty. An employer may not require the employee to
use accrued annual leave and/or compensatory time for the period. However, either may

be used at the employee’s option.

K.LEAVE RECORDS

Records of leave balance and leave requests will be maintained by the Human Resources
Department Records Division. Leave requests must be submitted on approved forms or through the
City’s Human Resources Information System (Oracle) Employees may be subject to disciplinary
actions for undocumented absence requests.
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VI. SECTION VI - SAFETY

A.SAFETY AND HEALTH

The purpose of the City’s Occupational Safety and Health Program Plan (Program Plan) is to provide
a safe and healthful place and condition of employment for all City employees. This Section
describes the Program Plan components and procedures for the administration of the Program Plan
for all City employees.

DEFINITIONS

For the purposes of this Program Plan, the following definitions apply.

Commissioner of Labor and Workforce Development: the Chief Executive Officer of the Tennessee
Department of Labor and Workforce Development. This includes any person appointed, designated,
or deputized to perform the duties or to exercise the powers assigned to the Commissioner of Labor
and Workforce Development.

Director of Safety and Risk Management or Designee: the person, Director of Safety and Risk
Management, designated by the establishing ordinance, or executive order to perform duties or to
exercise powers assigned so as to plan, develop, and administer the Occupational Safety and Health
Program Plan for the employees of City of Chattanooga.

Inspector(s): the individual(s) appointed or designated by the Safety Director to conduct inspections
provided for herein. If no such compliance inspector(s) is appointed, inspections shall be conducted
by the Director of Safety and Risk Management.

Appointing Authority: is any official or group of officials of the employer having legally designated
powers of appointment, employment, or removal there from for a specific department, board,
commission, division, or other agency of this employer.

City Employee: is any person performing services for this employer and listed on the payroll of this
employer, either as part-time, full-time, seasonal, or permanent. It also includes any persons
normally classified as volunteers provided such persons received remuneration of any kind for their
services. This definition shall not include independent contractors, their agents, servants, and
employees.

Person: is one or more individuals, partnerships, associations, corporations, business trusts, or legal
representatives of any organized group of persons.
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Standard: an Occupational Safety and Health standard promulgated by the Commissioner of Labor
and Workforce Development in accordance with Section VI (6) of the Tennessee Occupational
Safety and Health Act of 1972 which requires conditions or the adoption or the use of one or more
practices, means, methods, operations, or processes or the use of equipment or personal protective
equipment necessary or appropriate to provide safe and healthful conditions and places of
employment.

Imminent Danger: any conditions or practices in any place of employment which are such that a
hazard exists which could reasonably be expected to cause death or serious physical harm
immediately or before the imminence of such hazard can be eliminated through normal compliance
enforcement procedures.

Establishment or Worksite: a single physical location under the control of this employer where
business is conducted, services are rendered, or industrial type operations are performed.

Serious Injury or Harm: that type of harm that would cause permanent or prolonged impairment
of the body in that: (1) a part of the body would be permanently removed (e.g., amputation of an
arm, leg, finger(s); (2) loss of an eye) or rendered functionally useless or substantially reduced in
efficiency on or off the job (e.g., leg shattered so severely that mobility would be permanently
reduced); or (3) A part of an internal body system would be inhibited in its normal performance or
function to such a degree as to shorten life or cause reduction in physical or mental efficiency (e.g.,
lung impairment causing shortness of breath). Simple fractures, cuts, bruises, concussions, or
similar injuries would not fit either of these categories and would not constitute Serious Injury of
Harm.

The ACT or TOSH Act: Tennessee Occupational Safety and Health Act of 1972.

Governing Body: the County Quarterly Court, Board of Aldermen, Board of Commissioners, City or
Town Council, Board of Governors, etc., whichever may be applicable to the local government,
government agency, or utility to which this Program Plan applies.

Chief Executive Officer: the chief administrative official or designee, County Judge, County
Chairman, County Mayor, Mayor, City Manager, General Manager, etc., as may be applicable.

THE CITY HAS THE FOLLOWING RIGHTS AND RESPONSIBILITIES THROUGH THE ADMINISTRATION OF
THE PROGRAM PLAN

1. The City shall furnish to each employee conditions of employment and a place of
employment free from recognized hazards that are causing or are likely to cause death
or serious injury or harm to employees.
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2. The City shall comply with Occupational Safety and Health standards and regulations
promulgated pursuant to Section VI (6) of the Tennessee Occupational Safety and
Health Act of 1972. Each department may implement additional safety guidelines as
needed, provided that they meet the requirements of this Employee Information Guide
and the Tennessee Occupational Safety and Health Act of 1972.

3. The City shall refrain from an unreasonable restraint on the right of the Commissioner
of Labor and Workforce Development to inspect the employers place(s) of business.
The City shall assist the Commissioner of Labor and Workforce Development in the
performance of their monitoring duties by supplying or by making available
information, personnel, or aids reasonably necessary to the effective conduct of the
monitoring activity.

4. The City is entitled to participate in the development of standards by submission of
comments on proposed standards, participation in hearing on proposed standards, or
by requesting the development of standards on a given issue under Section 6 of the
Tennessee Occupational Safety and Health Act of 1972.

5. The City is entitled to request an order granting a variance from an occupational safety
and health standard.

6. The City is entitled to protection of its legally privileged communication.

7. The City shall inspect all worksites to ensure the provisions of this Program Plan are
complied with and carried out.

8. The City shall notify and inform any employee who has been or is being exposed in a
biologically significant manner to harmful agents or material in excess of the applicable
standard and of corrective action being taken.

9. The City shall notify all employees of their rights and duties under this Program Plan to
include a suitable safety and health training program.

The Program Plan requires the use of safety equipment, personal protective equipment, and other
devices where reasonably necessary to protect employees and has the following components.

The Program Plan keeps, preserves, and makes available to the Commissioner of Labor and
Workforce Development, their designated representatives, or persons within the Department of
Labor and Workforce Development to whom such responsibilities have been delegated, including
the Director of Safety and Risk Management, adequate records of all occupational accidents and
illnesses and personal injuries for proper evaluation and necessary corrective action as required.
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The Program Plan provides reasonable opportunity for and encourages the participation of
employees in the effectuation of the objectives of this Program Plan, including the opportunity to
make anonymous complaints concerning conditions or practices which may be injurious to
employees’ safety and health.

The Director of Safety and Risk Management is designated to perform duties or to exercise powers
assigned so as to administer this Occupational Safety and Health Program Plan.

The Director of Safety and Risk Management may designate other persons as they deem necessary
to carry out his powers, duties, and responsibilities under this Program Plan. This delegation
includes the power to make inspections, provided procedures employed are as effective as those
employed by the Director of Safety and Risk Management.

The Director of Safety and Risk Management’s responsibilities to administer the Program Plan
include the following.

1. The Director of Safety and Risk Management shall employ measures to coordinate, to
the extent possible, activities of all departments to promote efficiency and to minimize
any inconveniences under this Program Plan. The Director of Risk Management may
request qualified technical personnel from any department or section of government to
assist them in making compliance inspections, accident investigations, or as they may
otherwise deem necessary and appropriate in order to carry out his duties under this
Program Plan.

2. The Director of Safety and Risk Management shall prepare the report to the
Commissioner of Labor and Workforce Development required by this Program Plan.

3. The Director of Safety and Risk Management shall make or cause to be made periodic
and follow-up inspections of all facilities and worksites where employees of this
employer are employed. They shall make recommendations to correct any hazards or
exposures observed. They shall make or cause to be made any inspections required by
complaints submitted by employees or inspections requested by employees.

4. The Director of Safety and Risk Management shall assist any officials of the employer in
the investigation of occupational accidents or illnesses.

5. The Director of Safety and Risk Management shall maintain or cause to be maintained
records required under this Program Plan.

6. The Director of Safety and Risk Management shall report all work-related fatalities
within eight (8) hours and all work-related inpatient hospitalizations, all amputations
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and losses of eye within twenty-four (24) hours to the Commissioner of Labor and
Workforce Development.

7. The Director of Safety and Risk Management assists the Commissioner of Labor and
Workforce Development or their monitoring activities to determine Program Plan
effectiveness and compliance with the occupational safety and health standards.

8. The Director of Safety and Risk Management consults with the Commissioner of Labor
and Workforce Development or their designated representative with regard to the: (1)
adequacy of the form and content of such records; and (2) safety and health problems
which are considered to be unusual or peculiar and are such that they cannot be
resolved under an occupational safety and health standard promulgated by the State.

9. The Director of Safety and Risk Management makes a report to the Commissioner of
Labor and Workforce Development annually, or as may otherwise be required, including
information on occupational accidents, injuries, and illnesses and accomplishments and
progress made toward achieving the goals of the Program Plan.

The Department Heads or their designees are responsible to adhere to the directions of the Director
of Safety and Risk Management on all issues involving the occupational safety and health of
employees as set forth in this Program Plan, focusing on the following three (3) respective areas of
implementation of the Program Plan.

1. The Department Head shall comply with all abatement orders issued in accordance with
the provisions of this plan or request a review of the order with the Director of Risk
Management within the abatement period.

2. The Department Head should make periodic safety surveys of the establishment under
his jurisdiction to become aware of hazards or standards violations that may exist and
make an attempt to immediately correct such hazards or violations.

3. The Department Head shall investigate all occupational accidents, injuries, or illnesses
reported to them. They shall report such accidents, injuries, or illnesses to the Director
of Risk Management along with his findings and/or recommendations in accordance
with this Program Plan.

Rights and duties of City employees shall include, but are not limited to, the following provisions:

1. Each employee shall comply with occupational safety and health act standards and all
rules, regulations, and orders issued pursuant to this Program Plan and the Tennessee
Occupational Safety and Health Act of 1972 which are applicable to their own actions
and conduct.

69



Each employee shall be notified by the placing of a notice upon bulletin boards, or other
places of common passage, of any application for a permanent or temporary order
granting the employer a variance from any provision of the TOSH Act or any standard
or regulation promulgated under the Act.

Each employee shall be given the opportunity to participate in any hearing which
concerns an application by the employer for a variance from a standard or regulation
promulgated under the Act.

. Any employee who may be adversely affected by a standard or variance issued
pursuant to the Act or this Program Plan may file a petition with the Commissioner of
Labor and Workforce Development or whoever is responsible for the promulgation of
the standard or the granting of the variance.

. Any employee who has been exposed or is being exposed to toxic materials or harmful
physical agents in concentrations or at levels in excess of that provided for by any
applicable standard shall be provided by the employer with information on any
significant hazards to which they are or have been exposed, relevant symptoms, and
proper conditions for safe use or exposure. Employees shall also be informed of
corrective action being taken.

Subject to regulations issued pursuant to the Program Plan, any employee or
authorized representative of employees shall be given the right to request an
inspection and to consult with the Director of Safety and Risk Management or Inspector
at the time of the physical inspection of the worksite.

. Any employee may bring to the attention of the Director of Safety and Risk
Management any violation or suspected violations of the standards or any other health
or safety hazards.

No employee shall be discharged or discriminated against because such employee has
filed any complaint or instituted or caused to be instituted any proceeding or inspection
under or relating to this Program Plan.

. Any employee who believes that they have been discriminated against or discharged in
violation of this Program Plan may file a complaint alleging such discrimination with the
Director of Safety and Risk Management. Such employee may also, within thirty (30)
days after such violation occurs, file a complaint with the Commissioner of Labor and
Workforce Development alleging such discrimination.
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10. Nothing in this or any other provisions of this Program Plan shall be deemed to
authorize or require any employee to undergo medical examination, immunization, or
treatment for those who object thereto on religious grounds, except where such is
necessary for the protection of the health or safety or others or when a medical
examination may be reasonably required for performance of a specific job.

11. Employees shall report any accident, injury, or iliness resulting from their job, however
minor it may seem to be, to their supervisor, Safety Specialist, or the Director of Safety
and Risk Management or designee within twenty-four (24) hours.

EDUCATION AND TRAINING

Education and training will be provided to instruct all City employees on the following components.

1. The recognition and avoidance of hazards or unsafe conditions and of standards and
regulations applicable to the employees work environment to control or eliminate any
hazards, unsafe conditions, or other exposures to occupational illness or injury.

2. Requirements for City employees who are required to handle or use poisons, acids,
caustics, toxicants, flammable liquids, or gases including explosives, and other harmful
substances in the proper handling procedures and use of such items and make them
aware of the personal protective measures, person hygiene, etc., which may be
required.

3. Training for employees who may be exposed to environments where harmful plants or
animals are present, of the hazards of the environment, how to best avoid injury or
exposure, and the first aid procedures to be followed in the event of injury or exposure.

4. Training for all employees of the common deadly hazards and how to avoid them, such
as Falls; Equipment Turnover; Electrocution; Struck by/Caught In; Trench Cave In; Heat
Stress and Drowning.

City employees will also receive training on hazards and dangers of confined or enclosed spaces.
Confined or enclosed space means space having a limited means of egress and which is subject to
the accumulation of toxic or flammable contaminants or has an oxygen deficient atmosphere.
Confined or enclosed spaces include, but are not limited to, storage tanks, boilers, ventilation or
exhaust ducts, sewers, underground utility accesses, tunnels, pipelines, and open top spaces more
than four feet (4) in depth such as pits, tubs, vaults, and vessels.
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Employees will be given general instruction on hazards involved, precautions to be taken, and on
use of personal protective and emergency equipment required. They shall also be instructed on all
specific standards or regulations that apply to work in dangerous or potentially dangerous areas.

The immediate supervisor of any employee who must perform work in a confined or enclosed space
shall be responsible for instructing employees on danger of hazards which may be present,
precautions to be taken, and use of personal protective and emergency equipment, immediately
prior to their entry into such an area and shall require use of appropriate personal protective
equipment.

Arrangements will be made for the Director of Safety and Risk Management or other designees to
attend training seminars, workshops, etc., conducted by the State of Tennessee or other agencies.

Access will be made to reference materials such as 29 CFR 1910 General Industry Regulations; 29
CFR 1926 Construction Industry Regulations; The Rules of Tennessee Department of Labor and
Workforce Development Occupational Safety and Health, and other equipment/supplies, deemed
necessary for use in conducting compliance inspections, conducting local training, wiring technical
reports, and informing officials, supervisors, and employees of the existence of safety and health
hazards will be furnished.

GENERAL INSPECTION PROCEDURES

In order to be aware of hazards, periodic inspections must be performed. These inspections will
enable the finding of hazards or unsafe conditions or operations that will need correction in order
to maintain safe and healthful worksites. Inspections made on a pre-designated basis may not yield
the desired results. Inspections will be conducted, therefore, on a random basis at intervals not to
exceed thirty (30) calendar days.

The Director of Safety and Risk Management or designee is authorized to enter at any reasonable
time, any establishment, facility, or worksite where work is being performed by an employee when
such establishment, facility, or worksite is under the jurisdiction of the employer; and to inspect
and investigate during regular working hours and at other reasonable times, within reasonable
limits, and in a reasonable manner, any such place of employment and all pertinent conditions,
processes, structures, machines, apparatus, devices, equipment, and materials therein, and to
qguestion privately any supervisor, operator, agent, or employee working therein.

The Director of Safety and Risk Management need not personally make an inspection of each and
every worksite once every thirty (30) days. They may delegate the responsibility for such inspections
to supervisors or other personnel provided that (1) inspections are conducted by supervisors or
other personnel are at least as effective as those made by the Director of Risk Management; and
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(2) records are made of the inspections, any discrepancies found and corrective actions taken. This
information is forwarded to the Director of Risk Management.

The Director of Safety and Risk Management shall maintain records of inspections to include
identification of worksite inspected, date of inspection, description of violations of standards or
other unsafe conditions or practices found, and corrective action taken toward abatement. Those
inspection records shall be subject to review by the Commissioner of Labor and Workforce
Development or his authorized representative.

Generally, advance notice of inspections will not be given as this precludes the opportunity to make
minor or temporary adjustments in an attempt to create a misleading impression of conditions in
an establishment. There may be occasions when advance notice of inspections will be necessary in
order to conduct an effective inspection or investigation. When advance notice of inspection is
given, employees or their authorized representative(s) will also be given notice of the inspection.

An administrative representative of the City and a representative authorized by the employees shall
be given an opportunity to consult with and/or to accompany the Director of Safety and Risk
Management during the physical inspection of any worksite for the purpose of aiding such
inspection. The right of accompaniment may be denied any person whose conduct interferes with
a full and orderly inspection. The conduct of the inspection shall be such as to preclude
unreasonable disruptions of the operation(s) of the workplace.

Interviews of employees during the course of the inspection may be made w