
WORK SESSION AGENDA 
February 20, 2024 

4:00 p.m. 

1. Agenda Review and Citizen Forum

AGENDA  
CITY OF MORRISTOWN, TENNESSEE 

CITY COUNCIL MEETING  
February 20, 2024 

5:00 p.m. 

1. CALL TO ORDER

Mayor Gary Chesney

2. INVOCATION

Pastor John Paul Freitag, Morristown Police Dept. Senior Chaplain

3. PLEDGE OF ALLEGIANCE

4. ROLL CALL

5. ADOPTION OF AGENDA

6. PROCLAMATIONS/PRESENTATIONS

7. CITIZEN COMMENTS ABOUT AGENDA ITEMS ONLY
(Other than items scheduled for public hearing.)

8. APPROVAL OF MINUTES

1. February 6, 2024

9. OLD BUSINESS

9-a. Public Hearings & Adoption of Ordinances/Resolutions

10. NEW BUSINESS

10-a. Resolutions

1. Resolution No. 2024-08
Being a Resolution of The City of Morristown, Tennessee, updating and
amending the City of Morristown Employee Handbook in its entirety.

1 Return to Agenda



10-b. Introduction and First Reading of Ordinances

1. Ordinance No. _____
Entitled an Ordinance to Close and Vacate Certain Rights-of-Ways within the
City of Morristown. Portion of Railroad Avenue right-of-way just West of S.
Jackson Street, the general location being shown on the attached Exhibit A.
{Public Hearing Date March 5, 2024}

2. Ordinance No. _____
Entitled an Ordinance to amend the Municipal Code of the City of Morristown,
Tennessee, Appendix B. Rezoning of approximately 48 acres from R-1(Single
Family Residential) to R-2 (Medium Density Residential), having Hamblen
County Tax ID #041B A 01600 000, located between West Economy Road and
Sandstone Drive, the general location being shown on the attached Exhibit A.
{Public Hearing Date March 5, 2024}

3. Ordinance No. _____
Being an Ordinance of the City Council of Morristown, Tennessee amending
certain portions of Title 14 (Zoning and Land Use Control), Chapters 2, 9, 10, 12,
14, 26, and 35 of the Morristown Municipal Code (Vehicular Repair/Tire Sales
and Service).
{Public Hearing Date March 5, 2024}

11-c. Awarding of Bids/Contracts

1. Approval of an employment contract with Andrew Ellard to serve as City
Administrator.

2. Approve purchase of turnout gear for the Fire Department from Municipal
Emergency Services – 3 Turnout Coats & 3 Turnout Pants via cooperative
purchase agreement in the amount of $10,632.

3. Authorize the purchase of ammunition from Gulf States Distributors per the
Police Department request in the amount of $13,466.78 via Tennessee Statewide
Contract #331/75506.

4. Approval of Easement Acquisitions for the E. Morris Project – C. T. Thompson
Heirs $3,075.00; Larry Mangum $9,999.00; J. E. Hampton $4,900.00 and Be Van
Pham Et Al $1,725.00.

5. Approval of Inspection and Maintenance Agreement (I&M) with H&S Real
Estate, LLC for property located at 6232 W. Andrew Johnson Highway (UT
Regional Health Center) Morristown, Tennessee.

6. Authorize the purchase of property at Cherokee Drive (Map 033C, Group A,
Parcel 014.01) pursuant to the attached purchase and sale agreement and
subject to satisfactory due diligence.
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10-d. Board/Commission Appointments 
 

1. Mayor’s appointment/re-appointment to the Morristown Regional Planning 
Commission for a four (4) year term to expire March 1, 2028.  Term expiring 
Alpha Alexander. 
 

2. Council appointment to the Morristown/Hamblen County Solid Waste System to 
fill the unexpired term of Keith Jackson; term expiring October 17, 2025. 

 
10-e. New Issues 
 
11. CITY ADMINISTRATOR’S REPORT 
 
12. COMMENTS FROM MAYOR/COUNCILMEMBERS/COMMITTEES 
 
13. ADJOURN 
 
 

WORK SESSION 
February 20, 2024 

 
 

1. Disc Golf Course Report 
 
 

City Council Meeting/Holiday Schedule. 
February 6, 2024 Tuesday 3:30 p.m. Finance Committee Meeting 
February 6,2024 Tuesday 4:00 p.m. Council Agenda Review & Citizen Forum 
February 6, 2024 Tuesday 5:00 p.m. Regular City Council Meeting with Work Session 
February 20, 2024 Tuesday 4:00 p.m. Council Agenda Review & Citizen Forum 
February 20, 2024 Tuesday 5:00 p.m. Regular City Council Meeting with Work Session 
March 5, 2024 Tuesday 4:00 p.m. Council Agenda Review & Citizen Forum 
March 5, 2024 Tuesday 5:00 p.m. Regular City Council Meeting with Work Session 
March 19, 2024 Tuesday 4:00 p.m. Council Agenda Review & Citizen Forum 
March 19, 2024 Tuesday 5:00 p.m. Regular City Council Meeting with Work Session 
March 29, 2024 Friday  City Center Closed – Observance of Good Friday 
April 2, 2024 Tuesday 3:30 p.m. Finance Committee Meeting 
April 2, 2024 Tuesday 4:00 p.m. Council Agenda Review & Citizen Forum 
April 2, 2024 Tuesday 5:00 p.m. Regular City Council Meeting with Work Session 
April 16, 2024 Tuesday 4:00 p.m. Council Agenda Review & Citizen Forum 
April 16, 2024 Tuesday 5:00 p.m. Regular City Council Meeting with Work Session 
May 7, 2024 Tuesday 4:00 p.m. Council Agenda Review & Citizen Forum 
May 7, 2024 Tuesday 5:00 p.m. Regular City Council Meeting with Work Session 
May 21, 2024 Tuesday 4:00 p.m. Council Agenda Review & Citizen Forum 
May 21, 2024 Tuesday 5:00 p.m. Regular City Council Meeting with Work Session 
May 27, 2024 Monday  City Center Closed – Observance of Memorial Day 
June 4, 2024 Tuesday 3:30 p.m. Finance Committee Meeting 
June 4, 2024 Tuesday 4:00 p.m. Council Agenda Review & Citizen Forum 
June 4, 2024 Tuesday 5:00 p.m. Regular City Council Meeting with Work Session 
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Effective November 1, 2016   Revised through February 25, 2024 
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PREFACE 

This document is intended to assist the employees, supervisors, and department heads in the administration 

of City personnel policies.  Nothing in this document is intended to represent an employment contract 

between the City and any employee.  Employees of the City of Morristown are considered “at will 

employees” as prescribed under Tennessee State law.   

The City employs both regular service employees and Civil Service employees.  All sections of this 

handbook shall apply to both classifications of employees, unless otherwise stated.  For Civil Service 

employees, if any rule, section, or subsections conflict with the City’s Civil Service Act, the Civil Service 

Act shall be deemed as the authoritative document and shall supersede this document.  For police 

department employees, if any rule, section, or subsections conflict with the Police Department’s General 

Orders, the General Orders shall be deemed as the authoritative document and shall supersede this 

document.  For fire department employees, if any rule, section, or subsection conflicts with the Fire 

Department Policies and Procedures, the Fire Department Policies and Procedures shall be deemed as the 

authoritative document and shall supersede this document. 

The enforcement and interpretation of these rules fall under the scope of the city administrator.  At any 

time, unless otherwise instructed by City Council, the city administrator may appoint a designee of his or 

her choosing to carry out these responsibilities as set forth in this document.    

If any rule, section, or subsection of these rules is held by any court to be invalid or unconstitutional, this 

shall not invalidate or impair the validity, force, and effect of any other rules, section or subsection of these 

rules unless it clearly appears that the other section or subsection is wholly or necessarily dependent for its 

operation upon the rule, section or subsection held invalid or unconstitutional. 
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I. PERSONNEL POLICIES 

1. PURPOSE AND OBJECTIVES 

A. The purpose of these policies is to establish a high degree of understanding, cooperation, 

efficiency, and unity among City employees fostered by a systematic application of sound 

procedures in personnel administration. 

B. The fundamental objectives of these personnel administration policies are to:   

(1) Promote and increase efficiency and economy among employees of the City of 

Morristown; 

(2) Inform employees as to the City’s expectations of their performance, their behavior, and 

the City’s responsibility to the employee; 

(3) Establish uniform personnel policies. 

2. PERSONNEL POLICY STATEMENT 

The policies of the City of Morristown are established to ensure a sound program of personnel 

management with regards to the following: 

A. Employment and Placement 

(1) Fill all positions in accordance with job qualifications and requirements without 

discrimination as to race, religion, color, sex, age, national origin, disability, military status, 

communication with an elected public official, free speech, public affiliation, genetic 

information, refusing to participate in or remain silent about illegal activities exercising a 

statutory constitutional right or any right under clear public policy, or any other basis 

protected by law and 

(2) Establish programs for the promotion, transfer, discipline, demotion, dismissal, and 

reassignment of personnel. 

B. Position Classification and Pay Administration 

(1) Establish and maintain job descriptions for every position on file with the human resource 

department; 

(2) Review position descriptions periodically and systematically to ensure they are current and 

accurate; 

(3) Establish appropriate position standards and group positions in classes with similar 

standards; and 

(4) Conduct area wage and salary surveys periodically to provide competitive wage and salary 

scales. 

C. Employee Relations and Services 

(1) Develop a system of job performance standards and evaluation procedures to inform each 

employee periodically and systematically of the status of his or her job performance; 

(2) Establish rules and standards governing employee conduct both on and off the job; 
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(3) Administer a uniform leave program; 

(4) Provide employee grievance procedures; 

(5) Develop a document to inform employees of their responsibilities, rights, and privileges; 

(6) Provide and maintain a safe and healthy work environment; 

D. Employee Development and Training 

(1) Motivate and stimulate employees to achieve their highest potential usefulness; 

(2) Encourage employees to further their knowledge base and education through workplace 

training; 

(3) Comply with all local, state, and federal laws requiring specialized training for employees 

in certain positions or occupations. 

3. COVERAGE 

A. These policies shall cover all employees in the City service unless specifically excluded by this 

document, the City charter, the Civil Service Act of the City, and/or the ordinances of the City 

without discrimination as to race, religion, color, sex, age, national origin, disability, military 

status, communication with an elected public official, free speech, public affiliation, genetic 

information, refusing to participate in or remain silent about illegal activities exercising a 

statutory constitutional right or any right under clear public policy, or any other basis protected 

by law. 

B. All City offices and positions are divided into regular service and Civil Service.  The regular 

service shall include all full-time and part-time positions in the City's service not covered under 

the Civil Service Act of the City.  Civil Service shall cover those employees specifically 

identified as covered under the Civil Service Act.  These employees include uniformed police 

and fire employees, with the exception of the Police Chief and the Fire Chief, except as may 

be otherwise provided by the Civil Service Act.   

4. NON-DISCRIMINATION AND POLICY STATEMENTS 

A. It is the policy of the City of Morristown to ensure compliance with Title VI of the Civil Rights 

Act of 1964: 49 CFR. Part 21; related statutes and regulations to the end that no person shall 

be excluded from participation in or be denied the benefits of or be subjected to discrimination 

under any program or activity receiving Federal financial assistance on the grounds of race, 

color, sex, or national origin.  

B. It is the obligation and policy of the City of Morristown to provide equal opportunity 

employment to all employees and applicants for employment.  No person will be discriminated 

against in employment because of race, color, religion, sex, age, national origin, disability, 

military status, communication with an elected public official, free speech, refusing to 

participate in or remain silent about illegal activities exercising a statutory constitutional right 

or any right under clear public policy, political affiliation, genetic information or any other 

basis protected by law. 

This policy applies to all terms, conditions and privileges of employment and all policies of 

employment and all policies of the City, including hiring, placement, training, employee 

development, promotion, transfer, compensation, benefits, grievances, educational assistance 

layoffs, termination and retirement. 
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C. The City of Morristown is a smoke-free environment and, as such, prohibits smoking in all 

facilities except in designated areas in compliance with Tennessee Code Annotated 39-17-

1800. 

D. It is the policy of the City of Morristown to abide by all provisions of the Americans with 

Disabilities Act.  The City of Morristown will provide reasonable accommodation(s) to 

qualified disabled individuals unless the accommodation(s) would pose an “undue hardship” 

on the City. 

E. The City of Morristown is a drug-free workplace. 

5. ADMINISTRATION 

A. These rules shall be administered by the city administrator in conformity with the ordinance 

establishing a personnel system.  To achieve this, the city administrator may appoint a designee 

of his or her choosing at any time to administer and maintain these rules. 

B. Amendments to the policies shall be made in accordance with the procedure herein. Nothing 

in the personnel policies document shall be deemed to give employees any more property rights 

in their jobs than may already be given by the City charter.   

 

II. CLASSIFICATION PLAN 

1. PURPOSE 

The classification plan provides a complete listing of all positions in the City and an accurate 

description and specifications for each position.  Each position is assigned a classification that 

identifies its placement on the salary schedule, giving the salary range for that position.  The plan 

standardizes titles, each of which is indicative of a range of duties and responsibilities and has the 

same meaning throughout the City service. 

2. COMPOSITION OF THE CLASSIFICATION PLAN 

The classification plan shall consist of: 

A. Position titles descriptive of the work of the position that identifies the class; 

B. Written specifications for each position; 

C. Physical standards for performance of the essential duties of the position; 

D. A salary range for each position, based on the grade level classification of the position and 

amount of experience. 

3. USE OF POSITION TITLES AND SPECIFICATIONS 

A. Position titles are to be used in all personnel, accounting, budget appropriation, and financial 

records of the City.  No person will be appointed or employed in a City service position under 

a position title not included in the classification plan.  This document in no way precludes the 

City from using a working title different from the class title or adding position titles for 

improved operations within the City. 
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B. Position specifications are to be interpreted in their entirety and in relation to others in the 

classification plan. Particular phrases or examples are not to be isolated and treated as a full 

definition of the position.  Specifications are deemed to be descriptive and explanatory of the 

kind of work performed and not necessarily inclusive of all duties performed. 

4. USE OF THE CLASSIFICATION PLAN 

The classification plan is to be used: 

A. As a guide in recruiting and examining candidates for employment; 

B. In determining lines of promotion and developing employee training programs; 

C. In determining salaries to be paid for various types of work; 

D. In providing uniform job terminology understood by all City officers and employees and by 

the general public. 

5. ADMINISTRATION OF THE CLASSIFICATION PLAN 

A. The City Council is charged with approving the classification plan of the City so that it will 

reflect the duties performed by each employee in the service of the City and the grade to which 

each position is placed.   

B. It is the duty of the city administrator to examine the nature of the position titles, make such 

changes in the classification plan as are deemed necessary by changes in the duties and 

responsibilities of existing positions, and periodically review the entire classification plan and 

recommend appropriate changes in allocations or in the classification plan itself.  

C. Whenever a new position is established or duties of an old position change, department heads 

shall submit to the human resource department or equivalent position in writing a 

comprehensive job description listing in detail the duties of such a position.  The human 

resource department shall investigate the actual or suggested duties and shall then recommend 

to the city administrator for approval of the assignment of the position to the appropriate 

classification according to the classification plan. Any position without a written job 

description will not be advertised. 

6. REQUEST FOR RECLASSIFICATION 

Any department head who considers a position in his or her department improperly titled or 

classified shall submit his or her request to the human resource department in writing who shall 

review the justification for the request.  The human resource department will investigate and 

research to determine if the request is justified and will make a recommendation to the city 

administrator based on those findings.  If the human resource department finds the request is not 

justified, they shall advise the department head of his or her decision. 

7. PAY SCALE 

A. Each position title shall have a corresponding pay classification.  For purposes of determining 

salary, the classification shall dictate where a position is located on the pay scale vertically. 

B. The pay scale will be reviewed on an annual basis and updated as needed to reflect cost-of-

living adjustments or any other changes in the pay scale as approved by City Council. 
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III. COMPENSATION 

1. PURPOSE  

The pay rates established by the City are intended to provide fair compensation for all positions in 

the classification plan in consideration of pay rates for other positions, general pay rates for similar 

employment in private establishments, other public jurisdictions in the area, cost of living data, the 

financial condition of the City, and other factors. 

2. EXEMPTION STATUS 

For purposes of determining eligibility for overtime, each position within the city will be classified 

as “exempt” or “non-exempt.”  The exemption status of positions is reviewed constantly in order 

to assure compliance with the FLSA regulations.  A complete listing is available in the human 

resource department. 

3. EXEMPT EMPLOYEES 

Exempt employees will be paid on a fixed salary basis and is defined by FLSA.  The amount of 

their pay will not change regardless of hours worked.  Exempt employees do not receive overtime.  

By the nature of their positions exempt employees may be required to work more than 40 hours per 

week.   

A. Exempt employees shall receive hour for hour compensatory time for time worked over 40 

hours in the work week.  Maximum amount of compensatory time that can be held by an 

exempt employee is 50 hours.  The unused balance of compensatory time will be carried over 

at the end of the calendar year. 

   

B. Any time worked over the 40 hours shall be approved by supervisor/department head.  If not 

approved, the employee will be subject to disciplinary action. 

  

C. City holiday hours will count toward as time worked but taking vacation time, sick time, 

compensatory time, birthday or floating holiday will not be factored as hours worked for the 

purpose of earning compensatory time. 

4. NON-EXEMPT EMPLOYEES 

Non-exempt employees will be paid on an hourly rate basis and are paid for all time actually 

worked.   

A. Overtime Pay 

(1) Overtime pay shall be awarded in accordance with the FLSA, with modifications.  

Overtime will not be worked unless deemed to be in the public interest or to preserve public 

health and safety.  Overtime work must be authorized by the department head before being 

worked, except in case of an emergency.  Department heads may adjust work schedules 

during the work period to minimize the number of overtime hours earned at the end of a 

work period.  Any overtime worked that has not been authorized is subject to disciplinary 

action up to and including termination. 

(2) Overtime hours earned at the end of a work period will be compensated according to the 

FLSA provisions at a rate of 1½ times the employee's regular rate.  Work period for non-

exempt fire department employees is 14-days.  Overtime pay is calculated based upon the 

number of hours physically worked by an employee and City approved holidays (not 

including floating holiday or birthday), except that police and fire shift personnel holiday 
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pay calculation is addressed by Section V.2.B., herein. In other words, holidays are 

considered as time worked. Holidays are listed under Benefits (Section V.1.A.) 

(3) City hours will count toward overtime hours, but taking vacation time, sick time, 

compensatory time, birthday or floating holidays will not be factored as hours worked for 

the purpose of overtime calculation or compensatory time.  

B. Compensatory Time 

(1) At the employee’s discretion, qualifying overtime hours earned may also be paid with 

compensatory time at a rate of 1½ times the hours worked in accordance with the FLSA.  

Once an employee chooses to earn compensatory time in lieu of overtime, they may not 

convert compensatory time into pay except on separation or as otherwise specified herein.   

(2) Compensatory time may be used by an employee as time off with the approval of his or 

her supervisor and department head.   

(3) Employees may be required to use compensatory time at the direction of the department 

head. 

(4) Maximum amount of compensatory time that can be held by a non-exempt employee is 

200 hours.  If a non-exempt employee transfers into an exempt position, all compensatory 

time will be paid out at the employee's pre-transfer rate of pay, except that the employee 

will have the option to maintain a balance of up to 50 hours. 

(a) Where and as provided for by law, the City Administrator may authorize non-exempt 

employees in certain circumstances to accumulate more than 200 hours of 

compensatory time.  Such approvals shall be time limited.  Examples may be for 

employees attending public safety academies.  In any such case that employees 

accumulate more than 200 hours, a plan will be established for using time in excess of 

200 hours over the following year.  

(5) Non-exempt employees who continue to work overtime after reaching the maximum 

amount of compensatory time must thereafter be paid overtime wages as they are incurred. 

C. Minimum Wages 

(1) In accordance with the FLSA, no employee, whether full-time, part-time, or probationary, 

shall be paid less than the federal minimum wage unless they are expressly exempt from 

the minimum wage requirement by FLSA regulations.  

D. On-Call Time 

(1) Non-civil service employees who perform functions that are necessary for the proper 

maintenance and functioning of City services may be eligible for on-call pay.  It is the duty 

and responsibility of each on-call employee to be available by cell phone or other means 

approved by his or her supervisor at all times.  Employees must be able to respond to a 

call-back within 30 minutes after receiving notice.   

(2) An employee on-call who fails to respond to an emergency call within 30 minutes may be 

subject to disciplinary action.  The supervisor or lead person shall be responsible for 

determining which employees are designated for on-call.  The City will compensate an on-

call employee for two (2) hours at his or her base rate for each 24-hour period they are on 

call. 
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E. Call-Back Pay 

(1) When an on-call employee is called out, they shall receive two (2) hours minimum pay for 

the first call-out each day.   

(2) Subsequent call-outs will be paid for actual time worked.  If call-out hours result in 

overtime hours for the work period, such overtime pay will be awarded in accordance with 

the FLSA.  

(3) Shift fire personnel called back for work outside of their assigned/scheduled shift will be 

paid at 1.5 times their straight time rate if they are not already in an overtime situation.  

The same policy shall apply for situations in which shift fire personnel are “forced over” 

to cover another shift or any part thereof. 

F. Fire Department Special Teams 

Shift fire personnel engaged in special teams training activities outside of their normal 

assigned/scheduled shift will be paid at 1.5 times their straight time rate if they are not already 

in an overtime situation. 

5. RAISES 

All raises given to City employees are subject to approval by City Council in the annual budget.  

Raises can be given for the following: 

A. Promotion; 

B. Anniversary of employment; 

C. Cost of Living Adjustment (COLA); 

D. Merit; 

E. Change of Duties; or 

F. As provided for in the annual budget approved by City Council. 

6. PAYCHECKS 

A. Timesheets, signed by the employee, accurately reflecting time worked, and affirmed by their 

supervisor, are the basis for documenting time worked and are required of all employees.  

Accurately completing timesheets requires employees to associate time worked with the actual 

day(s) worked and, likewise, to associate leave days (and types of leave) with the actual day(s) 

away from work. All employees of the City of Morristown shall be paid on a biweekly basis. 

Friday is officially designated as payday.  If the City will be closed for a holiday on Friday, 

payday will be the last working day prior to that Friday.  If an employee has questions about 

his or her work time, salary, deductions, or any other paycheck related issue, they are to inform 

his or her supervisor and/or department head immediately. 

B. The final paycheck for a resigning, dismissed, terminated or retiring employee will be made 

available on his or her regular payday, but no more than 21 days after the date of separation.  

In unusual circumstances, a department head may request arrangements for earlier payment 

from the Finance department with Finance approval. 
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C. Employees are responsible for their paychecks after they have been issued.  Checks lost or 

otherwise missing should be reported immediately to the payroll department so that a stop-

payment order may be initiated.  The Finance/Purchasing Director will determine when a new 

check should be issued to replace a lost or missing check.  Employees losing more than two 

paychecks within a twelve (12) month period will be charged an amount equal to the stop-

payment fee charged to the City. 

D. Current employees are strongly encouraged to receive their pay via direct deposit to a checking 

or savings account of their choice.  Employees who select this option will still receive a pay 

stub detailing the wages earned, deductions, and net pay. New employees after January 1, 2013, 

shall receive their pay via direct deposit. 

7. PAYROLL DEDUCTIONS  

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

taxes, and garnishments from any employee's pay.  The following deductions will be made only 

when required by law or authorized by an employee: 

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

number of dependents claimed by each individual.  Employees are required to keep on file with 

the City a copy of the W-4 form.  In the event of changes an employee’s exemption status, a 

revised W-4 must be filed before payroll deduction adjustments will be made; 

B. Social Security - Social Security payments and deductions will be made according to the Social 

Security Act.  The insurance/payroll clerk shall keep such records and make such reports as 

may be required by applicable state and federal laws or regulations; 

C. Tennessee Consolidated Retirement System - All regular full-time employees of the City 

participate in TCRS.  A percentage of each check will be automatically deducted.  The amount 

will be set by TCRS.  For more information on the TCRS system, please refer to your TCRS 

information booklet or the human resource department; 

D. Garnishments - The City will garnish the wages of an employee in compliance with any 

properly filed and served legal notices.  The City will make no effort to assist the employee 

with discontinuing the garnishment.  All decisions will be based upon the legal notices and 

guidelines in possession of the City; 

E. Others - Other deductions may become required by changes in local, state or federal law.  The 

City reserves the right to make these deductions in compliance with all changes. 

8. NEW HIRE COMPENSATION 

A. When a new employee begins his or her employment with the City, they will be compensated 

within the range for the classification of the position.   

B. The city administrator, in consultation with the department head, will determine the starting 

rate for the new employee. 

9. ADDITIONAL PAY TYPES 

A.  Perfect Attendance – If funded, this pay is remitted to full time employees who have not used 

sick time during a calendar year.  The employee must be employed from January 1 to December 

31 to be eligible.  Perfect attendance pay is not prorated if employee leaves during the year. 
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B.  Degree Pay – If funded, degree pay is paid only to Civil Service employees for completion of 

degree programs approved in advance by the Department Chief and City Administrator and when 

documentation of completion is received in payroll.  This pay will not be retroactive to any prior 

dates than when the information is received in payroll.  Only degree programs relative to the 

employee’s position or future with the City and earned from verified, accredited institutions will 

be eligible. 

C.  Longevity Pay – If funded, this pay is remitted to full time employees who have been 

employed with the city a minimum of 5 years from hire date 

D.  Flying Five- If funded, this pay is remitted to full time employees.  Employee must be 

employed prior to December 1 to be eligible for payment.   

E.  Christmas Bonus- If funded, this pay is remitted to full time employees.  Employee must be 

employed prior to December 1 to be eligible for payment.  

F.  Non Smoking- If funded, this pay is remitted to full time employees who do not use tobacco 

products.   

 

IV.  EMPLOYMENT 

1. APPLICATIONS  

A. The City of Morristown shall make every effort to attract qualified applicants for various types 

of positions.  In so doing, the City shall prepare and publicize vacancies when they occur.  

Notice of vacancies shall be posted in City Center. Notices may be published in the newspaper 

or distributed to other media as it is deemed appropriate to provide notice of the vacancy to as 

many qualified persons as possible.    The Human Resource Department will determine if a 

notice is posted internally only or advertised publicly. 

B. All employment applications are received at City Center by the human resource department.  

Applications are kept on file for one year.  If a position opening occurs within one year the City 

may request another application to be completed to ensure all information is up to date.  After 

one year, it is the responsibility of the applicant to reapply.  The City shall make reasonable 

accommodations in the application process for applicants with disabilities making a request for 

such accommodation(s). Applications will only be accepted, with the exception of Police 

Department and Fire Department, when a position is advertised. All Police and Fire 

applications will be accepted in accordance with the Civil Service Law. 

C. An applicant may be removed from consideration if they: 

(1) Decline an appointment when offered; 

(2) Cannot be located by the postal authorities; therefore, it shall be deemed impossible to so 

locate an applicant when a communication mailed to the last known address is returned 

unclaimed; 

(3) Move out of the area; 

(4) Are currently using narcotics, or their excessive use of intoxicating liquors poses a direct 

threat to the health and safety of others; 
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(5) Is found to have been convicted of a felony or a misdemeanor involving moral turpitude as 

the term is defined by law; 

(6) Has made an intentionally misleading or false statement of material fact or intentional 

omission on the application; 

(7) Does not file the application within the period specified in the application/examination 

announcement or does not use the prescribed form or uses a different format than allowed 

as a reasonable accommodation; 

(8) Was previously employed by the City and was terminated for cause or resigned not in good 

standing. 

2. RECRUITMENT BY EXAMINATION 

A. All appointments in the City service shall be made according to merit and fitness and may be 

subject to competitive examination.  All such examinations shall fairly and impartially test an 

applicant’s proficiency relevant to the capacity and fitness of the applicant to efficiently 

discharge the duties of the position to be filled.   

B. It shall be the decision of the department head and human resource department to determine 

whether or not examinations will be used in determining the best applicant for each position.  

Because of the wide variety of positions within the City, the City may choose to use 

examinations on a position-by-position basis.   

C. Civil Service positions will be filled according to the procedures outlined by the Civil Service 

Act. 

3. TYPES OF EXAMINATIONS 

The examinations held to establish eligibility and fitness for any class may consist of one or more 

of the following parts as determined by the human resource department.  The City will make 

reasonable accommodations in the examination process to disabled applicants requesting such 

accommodations. 

A. Written Test - This test, when required, may include a written demonstration designed to show 

the applicant's familiarity with the knowledge required in the class of positions to which they 

are seeking appointment or the applicant’s behavioral and/or personality traits. 

B. Oral Test - This test, when required, shall include a personal interview when 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 when a written test is unnecessary or 

impractical or as a reasonable accommodation for someone unable to take a written test due to 

a disability. 

C. Performance Test - This test, when required, 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: 

(1) cannot perform the essential functions of a specific position due to a disability that cannot 

reasonably be accommodated; 

(2) pose a direct threat to themselves or others; or 
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(3) are unable to perform the essential functions of a specific position due to a temporary 

condition or disability not protected by the ADA. 

D. Physical Agility Test - When required, the physical agility test 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 it may be 

used to exclude from further consideration applicants who do not meet the minimum required 

standards. 

E. Pre-employment Drug Test - After a conditional offer of employment, applicants for certain 

classes may be required to take a drug test in accordance with the City’s drug testing policy.  A 

positive result on the drug test shall result in an applicant being denied employment. 

4. NOTIFICATION AND INSPECTION OF EMPLOYMENT EXAMINATION RESULTS 

Each person who takes an employment examination shall be notified by first-class mail or other 

appropriate means of his or her standing or of his or her passing or failing.  

5. RESIDENCY 

A. Employees of the City of Morristown may reside within a reasonable driving distance from 

their assigned work location.  The length of their daily commute should not interfere with the 

standards of being to work on time for all work assignments.   

B. While Civil Service personnel are not subject to specific residency requirements, the Police 

Chief and/or Fire Chief may establish internal policies including reasonable response time 

requirements for Civil Service personnel to be eligible to serve in certain roles or on certain 

special assignment units.  

6. MEDICAL EXAMINATIONS AND GENERAL PHYSICALS 

Pre-employment: 

A. Following a conditional offer of employment, every prospective employee, will be examined 

by a licensed medical physician designated by the City and undergo a pre-employment drug 

screen.  This exam will determine whether prospective employees can perform the essential 

functions of the position offered.   The cost of this medical examination shall be borne by the 

City.   

B. A prospective employee who is unable to successfully perform the essential functions tested 

for in the medical examination will have his or her offer of employment by the City withdrawn 

only if they: 

(1) Cannot perform the essential functions due to a disability that cannot reasonably be 

accommodated; 

(2) Pose a direct threat to themselves and/or others; or 

(3) Are unable to perform the essential functions due to a temporary condition or disability not 

protected by the ADA. 

Post-employment: 

C. All employees of the City may, during their employment, be required by their department head, 

with the approval of the human resource department, to undergo periodic examinations to 
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determine their physical and mental fitness to continue to perform the work of their position.  

This periodic examination shall be at no expense to the employee.  Determination of physical 

or mental fitness will be made by a physician designated by the City. 

(1) Fire suppression personnel may be required to complete a Candidate Physical Ability 

Test (CPAT/MPAT). The MPAT will be inclusive of 3 levels of completion status: 

 

1st Level- Participant will complete within 10 minutes and 20 seconds and will be 

awarded 12 hours compensatory time. 

 

2nd Level- Participant will complete the test, necessary to maintain employment. 

 

3rd Level- Participant cannot complete test.  Participant will be referred to a physician for 

evaluation and to create a fitness action plan to enable them to pass the test within twelve 

months.  The fitness action plan must be submitted to the Training Office within 30-days 

of failing to pass the test.  Participant shall elect to use a physician of their own choosing 

at their own cost.  If participant is unable to pass the test within twelve months, he/she 

will be considered unfit or unable to perform the essential functions of fire suppression 

personnel and be separated from City employment. 

 

D. When a City employee is reported by the examining physician to be physically or mentally 

unfit to perform work in his or her position for which they are employed, the employee may, 

within ten (10) days from the date of his or her notification of such determination, indicate in 

writing to the human resource department, his or her intention to submit the question of his or 

her physical or mental fitness to a physician of his or her choosing. 

E. In the event there is a difference of opinion between the examining physician designated by the 

City and the physician chosen by the employee, a third physician shall be mutually agreed upon 

and designated by both physicians.  The third physician's decision shall be final and binding as 

to the physical or mental fitness of the employee.  The City shall pay its physician, the employee 

shall pay his or her physician, and the third physician shall be paid 50% by the City and 50% 

by the employee. 

F. An employee determined to be physically or mentally unfit to continue in his or her position 

may be demoted according to these rules, or they may be separated from the City service only 

after it has been determined that they: 

(1) Cannot perform the essential functions due to a disability that cannot reasonably be 

accommodated; 

(2) Pose a direct threat to themselves and/or others; or 

(3) Are unable to perform the essential functions due to a temporary condition or disability not 

protected by the ADA. 

G. Random Drug screens will be performed on a regular basis on all safety-sensitive personnel 

and any employee that drives any City owned vehicle. 

7. MINIMUM AGE 

The FLSA requires that employees of state and local governments be at least 16 years old for most 

non-farm jobs and at least 18 years old for non-farm jobs declared hazardous by the secretary of 

labor.  Minors 14 and 15 years old may work outside school hours under certain conditions.  Civil 

Service applicants must be a minimum of 21 years of age before they are eligible for hire. 
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8. TYPES OF REGULAR SERVICE EMPLOYEES 

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

A. Regular Full-time Employee - A regular full-time employee is an employee who is scheduled 

to work a minimum of 40 hours per week (or a minimum of two (2) shifts per week in the case 

of firefighters) is paid either an hourly rate or annual salary, is subject to all conditions of 

employment, and receives all benefits offered by the City unless specifically excluded by the 

City charter, code, or ordinance.  Regular full-time employees serve a six-month probationary 

period, during which time they may be dismissed without cause.  Nothing in this document is 

to be interpreted as giving employees any more property rights in their jobs than may already 

be given by the City charter.   

B. Part-time Employee - A part-time employee is an employee who works part-time hours on a 

regular basis who may not work on a daily basis and whose hours cannot exceed 30 hours per 

week or 1,500 in a 12-month period unless approved by the city administrator.  Part-time 

employees are not eligible for City benefits.  

C. Volunteer Employee - A volunteer is an individual who works for the City for no compensation.  

The City may provide uniforms and workers compensation. 

9. VACANCIES, APPOINTMENTS, PROMOTIONS, DEMOTIONS, TRANSFERS AND 

REASSIGNMENTS IN THE REGULAR SERVICE 

A. Pursuant to the City charter, the city administrator has the authority to appoint, promote, 

demote, reassign, transfer, suspend, and remove all regular service employees of the City of 

Morristown.  All regular service vacancies in the City service shall be filled by original 

appointment, re-employment, promotional appointment, provisional appointment, transfer, or 

demotion.  

B. Whenever a department head desires to fill a vacancy, a request for appointment will be 

submitted to the city administrator or human resource department. 

C. If a former employee is rehired within 6 months of separation, the employee will retain their 

years of service and the benefits connected with years of service.  If hired after that date, the 

employee’s previous year(s) of service will not be considered for benefits.  This policy does 

not affect Civil Service scoring regarding points for seniority purposes. 

(1) Vacancies 

(a) Vacancies occur within the City for the following reasons:   

• termination; 

• promotion; 

• transfer; 

• resignation;  

• retirement;  

• new positions; 

• various types of leave.   
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(b) When a position becomes vacant, the City may elect to not fill the position.  If the City 

does elect to fill the position, the city administrator may make an appointment. 

(2) Appointments 

(a) Appointments to positions with the City are made by the city administrator and fall 

into four categories. They are: 

• Original Appointments - Also referred to as a “new hire.” Original appointments 

occur when a candidate is offered conditional employment.  Compensation for this 

group will be based on his or her job title and will fall in between the ranges 

determined by the classification of the position.  Within the range for the 

classification, consideration in establishing initial compensation may include 

experience, education, and/or special skills related to the position as well as 

equitability within the classification and/or department. 

• Interim Appointments - When the City is unable to fill a vacancy because of an 

insufficient number of applicants, a lack of qualified applicants, or due to the need 

to fill a position left vacant due to a temporary situation (such as a position in which 

an employee will be out for an extended medical leave), the city administrator may 

authorize the department head to fill the vacancy by an interim appointment.  

Interim appointments require the prior approval of the city administrator.  

Compensation for this group will be consistent with pay raises for any other 

promotion or the minimum pay for the position’s classification, whichever is 

greater.  At the end of the interim appointment the employee will return to his or 

her original position and rate of pay. 

• Emergency Appointments - The city administrator may authorize the appointment 

of any qualified person to a position to prevent a halt in public business or loss or 

serious inconvenience to the public.  Emergency appointments shall be limited to 

a period not to exceed 30 days in any 12-month period.  Emergency appointees 

may be City employees or non-employees.  Compensation for an emergency 

appointee will be determined by the city administrator. 

• Student Appointments - Also referred to as “intern.” Students majoring in a field 

of value to the City and attending (or recently attended) an educational institution 

may be employed on an internship basis for a period not to exceed 12 months.  The 

appointment must be approved by the city administrator.   

(3) Promotions 

(a) A promotion is assigning an employee from one position to another that has a higher 

maximum pay rate, rank, and responsibility.  Promotions in every case must involve a 

definite increase in duties and responsibilities and shall not be made merely for the 

purpose of increasing an employee’s compensation. 

(b) It is the policy of the City to make every effort to promote from within when possible.  

Vacancies in positions above the lowest rank in any category in the regular service 

shall be filled as far as practicable by promoting employees.  Not every vacancy will 

be able to be filled from within. The human resource department will determine how a 

position will be advertised (internal/external) in consultation with the department head.  

(c) The criteria for promoting an employee will be as follows: 
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• Ability of employee to perform tasks applicable to the position; 

• Previous work experience applicable to the position, regardless of place of 

employment; 

• Education and training applicable to the position; 

• Service record of the employee, including but not limited to: prior disciplinary 

action, attendance record, and safety record; 

• Supervisor’s recommendation. 

(d) After deciding on a candidate for promotion, the department head shall inform the city 

administrator who will either accept or reject the recommendation.  The final decision 

will rest with the city administrator.   

(e) When an employee in one classification is promoted to a position in a higher 

classification, the employee's salary shall be raised to the minimum rate of the new 

classification or 5%, whichever is greater.  The City Administrator may approve an 

increase other than established here for reasons of remaining competitive with market 

conditions and/or remaining equitable within the classification, department, etc. 

(f) After the promoted employee successfully completes a probationary period of at least 

six months, they will receive an additional 5% increase. 

(4) Combined positions 

(a) When positions are combined, the city administrator will determine the appropriate 

classification and pay for the new, combined role, and if occupied, will determine the 

appropriate change in compensation based on the resulting duties of the combined role. 

(5) Lateral Transfer 

(a) When an employee desires to transfer from one position to another, it must be agreeable 

to both department heads involved and approved by the city administrator.  

Transferring an employee from one position to another without significant change in 

the responsibility level may be effective: 

• When the employee meets the qualification requirements for the new position; 

• The transfer is in the best interest of the City; 

• The transfer meets the personal needs of the employee as consistent with the other 

requirements of this rule;  

• As a reasonable accommodation when an employee is unable, due to a disability, 

to continue to perform the essential functions of the job, and/or 

• When a position is eliminated 

(b) An employee who transfers from one City department to another will retain and carry 

forward all benefits earned, accrued, or both as of the date of transfer.  As a general 

rule, lateral transfers do not result in an increase in compensation. 
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(6) Demotions 

(a) A demotion is assigning an employee from one position to another that has a lower 

classification.  An employee may be demoted for any of the following reasons: 

• Because his or her position is being abolished and they would otherwise be laid 

off; 

• Because his or her position is being reclassified to a higher classification and the 

employee lacks the necessary skills to successfully perform the job; 

• Because there is a lack of work and/or a lack of funds; 

• Because another employee, returning from authorized leave granted in accordance 

with the rules on leave, will occupy the position to which the employee is currently 

assigned; 

• Because the employee does not possess the necessary qualifications to render 

satisfactory service to the position they hold; 

• Because the employee voluntarily requests such a demotion, and it is available; 

• As a reasonable accommodation when an employee, due to a disability, becomes 

unable to perform the essential functions of the job; 

• As a form of disciplinary action. 

(b) When an employee in one classification is demoted to a position in a lower 

classification, the employee’s new salary shall be at the same point of progression 

proportionally in the new classification within the range as he or she had been on his 

or her previous classification. 

(7) Reassignments 

(a) A reassignment is when an employee’s job title, function, duties or responsibilities may 

change, but his or her pay grade does not.  A reassignment may be permanent or 

temporary.  It is similar to a transfer; however, a reassignment may be implemented by 

a department head without a request from an employee.  A reassignment may be 

implemented under one of, but not limited to, the following: 

• Reassignment is in the best interest of the City; 

• As a reasonable accommodation when an employee is unable, due to a disability 

or injury, to continue to perform the essential functions of the job for a permanent 

or temporary period of time. This reassignment must be to a position classified in 

the same pay class (see Demotion above for reduced pay); 

• When a position is eliminated. 

(b) An employee who refuses a reassignment may be subject to disciplinary action up to 

and including termination. 
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10. CITIZENSHIP AND IMMIGRATION STATUS VERIFICATION  

The City will not discriminate on the basis of a person's national origin with regard to recruitment, 

hiring, or discharge.  However, the City will not knowingly employ any person who is or becomes 

an unauthorized immigrant.  In compliance with the Immigration Reform and Control Act, all 

employees hired after Nov. 6, 1986, regardless of national origin, ancestry, or citizenship, must 

provide documentation to verify identity and employability.  The documentation must be provided 

before employment. 

11. PROBATIONARY PERIOD 

A. The probationary period is an integral part of the employment process and shall be used for: 

closely observing the employee's work, securing the most effective adjustment of a new or 

promoted employee to his or her position, and rejecting any employee whose performance does 

not meet work standards.  The probationary period will apply in the following situations: 

(1) All new City employees, regardless of type of service or hours worked; 

(2) Any employee promoted, transferred, demoted or whose core job responsibilities have been 

altered; 

(3) Any employee who has been disciplined more than three (3) times in a 12 month period, 

and the department head wishes to place the employee on probation; 

(4) Any employee who has been suspended for any reason. 

B. The probationary period shall be for a period of six (6) months (Civil Service employees’ 

probationary periods are outlined in the Civil Service Act of the City of Morristown).  

Department heads may request an extension of any employee's probationary period for up to 

six (6) additional months by contacting the human resource department who shall make a 

recommendation to the city administrator.  In no event may a probationary period be extended 

beyond twelve (12) months.   

C. During the probationary period, the human resource department shall require the department 

head to report the observations of the employee's work and his or her judgment of the 

employee's willingness and ability to perform the duties assigned.  During the probationary 

period, the supervisor will inform the employee when his or her performance is unsatisfactory 

and does not meet the probationary test requirements. During the probationary period, any new 

employee may be terminated at any time without cause or right of appeal. 

D. Employees who have been promoted, transferred, or whose core job responsibilities have been 

altered, may be returned to his or her previous position or reassigned by his or her supervisor 

and/or department head if his or her performance is not satisfactory, if the position is vacant.  

Employees who have been demoted may be terminated. 

E. A written performance evaluation/appraisal shall be completed by the department head at least 

10 days prior to the expiration of an employee's probationary period.  At this time, the 

department head shall notify the human resource department if the employee's service has been 

satisfactory and whether they will continue to employ the individual on an at-will basis. 

Nothing in the personnel policies document shall be deemed to give employees any more 

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

F. Sick leave and annual leave will accrue during the probationary period.  A new employee may 

use annual leave, sick leave or compensatory leave during his or her probationary period on an 

emergency basis or as agreed upon with his or her department head.  Holiday pay will be 
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received and the employee may use his or her birthday holiday. New employees may not donate 

sick leave or receive donated sick leave from other employees.  Civil service employees cannot 

appeal employment actions, including termination, to the Civil Service Board during his or her 

probationary period. 

12. FIRST DAY OF EMPLOYMENT 

After an applicant has been selected to fill a job vacancy by the department head and has been 

approved by the city administrator, the new employee shall be required to complete or provide the 

following documents and forms before beginning work: 

A. W-4 form; 

B. Signed acknowledgment form indicating receipt of the employee handbook/personnel manual 

and ethics policy; 

C. Immigration Control and Reform Act form (I-9); 

D. A copy of educational certification, professional license, or certificate, if any, required per the 

job description; 

E. Emergency telephone numbers; 

F. A copy of driver's license (if the position requires driving a City vehicle); 

G. List of dependents as required by Consolidated Omnibus Budget Reconstruction Act 

(COBRA); 

H. Signed acknowledgement of drug policy; 

I. Direct deposit information for payroll processing. 

13. MOONLIGHTING/OUTSIDE EMPLOYMENT 

A. For purposes of this section outside employment shall be defined as any employment not 

compensated by the City of Morristown.  Volunteer activities are excluded from this section. 

B. With the approval of the employee’s department head and confirmation from the city 

administrator, employment outside of the City service is permissible, provided that there is no 

conflict of interest or impairment of work performance for the City of Morristown and that said 

outside employment is not likely to reflect unfavorably, discredit or create embarrassment for 

the City.  Before outside employment begins, employees must present a written request 

describing the work to be performed for approval to his or her department head and City 

Administrator. This documentation shall be verified on an annual basis by the Human Resource 

Department. 

C. Employees missing work because of sickness or injury that can be attributed to a second job 

will not receive pay or other normal benefits for time lost from his or her City job.  Approval 

of a second job may be withdrawn at any time. 

14. HOURS OF WORK/WORKWEEK 

A. The department heads, with the approval of the City Administrator, shall establish hours of 

work per week for each position in his or her department which shall be determined in 

accordance with the needs of service and which shall take into account the reasonable needs of 
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the public who may be required to do business with various City departments.  Flexible working 

hours may be approved on a temporary or limited basis for employees with the approval of his 

or her supervisor and department head. 

B. Due to the wide variety of services provided by the City, the work hours may vary from position 

to position, and flexible working hours cannot be implemented.  Certain positions have a direct 

impact on the safety and well-being of the general public, and employees in those positions 

may be required to work weekends, holidays, nights, and other hours not traditionally 

considered to be “normal business hours.”  

C.  At no time shall the established work hours be in conflict with the Fair Labor Standards Act.   

15. ATTENDANCE AND TARDINESS 

A. It is essential that City employees are present and on time for work.  The City requires 

employees to be present and at his or her assigned work stations ready to work when their shift 

or workday is scheduled to begin.  Employees who are not ready to begin work at their assigned 

times will be considered tardy and will be disciplined according to the City’s progressive 

discipline policy (see section XIII for information regarding progressive discipline). Excessive 

tardiness can result in termination from City employment. 

B. All annual leave and compensatory leave used must first be approved by the employee’s 

supervisor and/or department head.  Excessive absenteeism will be subject to disciplinary 

action.  Employees will be considered as having excessive absenteeism if they miss two (2) 

days within a 30-calendar day period, three (3) days within a 90-calendar day period, or four 

(4) days within a 180-calendar day period without scheduling annual leave time off in advance 

with their supervisor and/or department head.  Exceptions to this include the use of sick leave 

for legitimate circumstances as prescribed in the City’s sick leave use policy, deaths in the 

family, and injuries occurring during work. 

16. NEPOTISM  

A. For purposes of this section, “relatives” shall be defined as: brother, half-brother, sister, half-

sister, husband, wife, son, daughter, step-son, step-daughter, father, mother, step-father, step-

mother, grandmother, grandfather or any relative currently living in the same household as any 

current full-time City employee or Councilmember. 

B. The City may not employ as a regular full-time employee any two or more relatives in the same 

department.  Relatives of department heads and Councilmembers are not permitted to work for 

the City in any full-time capacity.  

C. If at any time it is discovered that a relationship listed above exists between two individuals in 

the same department and existed at the time of hire for the most recent hiring, the individuals 

will be given the opportunity to determine which one will resign or transfer.  If the two cannot 

come to an agreement, the employee with the least amount of seniority will be terminated. 

D. If two or more relatives are working for the City and one becomes a department head, the other 

relative may remain employed by the City provided that the newly appointed department head 

recuses him/herself from all employment decisions which may impact his or her relative. 

E. If a relative of a full-time employee is elected to City Council, the newly elected 

Councilmember must recuse him or herself on all matters directly or indirectly affecting the 

employment of his or her relative. 
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F. Any employee, regardless of rank, position, or title who becomes involved in or attempts to 

influence decisions affecting a relative’s past, present, or future employment with the City may 

be subject to disciplinary action. 
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V. BENEFITS 

1. HOLIDAYS 

A. All offices and shops of the City of Morristown, except emergency and necessary operations, 

will be closed and employees excused on the following legal holidays: 

(1) New Year's Day   January 1 

(2) Martin Luther King Day   Third Monday in January 

(3) Good Friday    Friday before Easter Sunday 

(4) Memorial Day    Last Monday in May 

(5) Juneteenth    June 19 

(6) Independence Day   July 4 

(7) Labor Day    First Monday in September 

(8) Veterans Day    November 11 

(9) Thanksgiving Day   Fourth Thursday in November 

(10) Friday after Thanksgiving  Friday following Thanksgiving 

(11) Christmas Eve    December 24* 

(12) Christmas    December 25 

B. When a legal holiday falls on Saturday, offices will be closed on the preceding Friday.  When 

a legal holiday falls on a Sunday, offices will be closed the following Monday.  *The City 

Council may vote to close city offices on a weekday other than December 24 if it deems 

appropriate. 

C. To receive compensation for a holiday, employees eligible for holiday benefits must be in a 

pay status (not away on leave without pay or on workers' compensation) on his or her last 

regular shift scheduled before a holiday and his or her first regularly scheduled shift after a 

holiday.  It shall be the department head's responsibility to report to payroll the names, hours, 

and dates of employees who work holidays. 

D. Employees will also receive eight (8) hours (24 hours for Fire Department or 8, 10 or 12 hours 

for Police Department depending on position) of paid time off for floating holiday and eight 

(8) hours (24 for Fire Department or 8, 10 or 12 hours for Police Department depending on 

position) for employee’s birthday.  These days may be used at the discretion of the employee 

and his or her supervisor/department head.  This leave must be used within one year when 

accrued and cannot be carried over. 

2. HOLIDAY PAY 

A. All full-time employees (except for fire and police departments) excused in observance of an 

official holiday as outlined above shall be compensated on an eight-hour basis at their regular 

straight-time pay rate in effect as of that date. 
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B. When an employee, except for the police and fire departments, must work on the day the City 

observes a holiday, they shall receive eight (8) hours holiday pay plus straight or overtime pay 

(depending on the total number of hours worked for the workweek) for actual time worked.  

Any police officer or firefighter whose shift falls on a holiday (day designated by the City) 

shall receive double time for his or her regular shift.  When a holiday falls during a police or 

fire officer's day off, they shall receive eight (8) hours of holiday pay at straight-time. 

C. Except for those employees already scheduled to work on a designated holiday, no employee 

shall work during a holiday without prior approval of the department head, except in the case 

of an emergency. 

D. The floating holiday and birthday shall not be used to calculate holiday pay.  These are flexible 

day benefits.  New employees will receive a floating holiday when hired.  New employees will 

receive a birthday holiday when their birthday occurs on the calendar.  Both of these days shall 

be used within one year of accruing the day.   

3. ANNUAL LEAVE 

A. Accrual of Annual Leave for Full-Time Employees 

(1) All full-time employees will receive annual leave based upon their years of service.  

Accrual of annual leave begins on the first day of employment as a regular full-time 

employee.  Annual leave will be earned according to the following schedule. 

(a) All full-time employees except firefighters on shift schedule: 

Completed Years of Service  Annual Leave Accrued per Year 

   Less than 5 years    80 hours 

At least 5 years, but less than 10   96 hours 

At least 10 years, but less than 15   120 hours 

At least 15 years, but less than 20  144 hours 

At least 20 years and up    168 hours 

(b) All firefighters on shift schedule: 

   Completed Years of Service  Annual Leave Accrued per Year 

   Less than 5 years    192 hours 

   At least 5 years, but less than 10   216 hours 

   At least 10 years, but less than 15   252 hours 

   At least 15 years, but less than 20  288 hours 

   At least 20 years and up    324 hours 

Note: As of March 10, 2024, 72 hours (equivalent of 3 shifts) were added to annual 

leave accrual in an effort to establish as policy the creation of “Kelly” days or 

mental health days, which may be managed as deemed necessary by the Fire Chief. 
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(2) For annual leave purposes, the service an individual has to his or her credit includes all 

time spent as a full-time employee of the City.  Temporary or part-time employees 

reclassified as permanent full time shall earn vacation time from the date of their new 

appointment to regular full-time status.  No service time is given for unpaid leaves in excess 

of thirty (30) calendar days. 

(3) Any leave accrued in excess of 336 hours (504 hours for firefighters) will be transferred to 

the employee’s sick leave balance.  Transfers of excess leave to the sick leave balance will 

occur quarterly and at the time of separation. An employee who is separated from City 

employment shall be paid for his or her unused vacation leave up to a total of 336 hours 

(504 hours for firefighters) in accordance with the procedures for final paycheck issuance.   

B. Use of Annual Leave 

(1) Annual leave may not be taken before it is earned and credited.  Annual leave may be taken 

in whole, in part, or on a piecemeal basis throughout the year; however, all leave must be 

scheduled in advance for the mutual convenience of the employee and the City so proper 

adjustments can be made in the work schedules.  The department head shall determine 

whether or not leave will be granted to an employee.  Finance department employees must 

take at least five (5) consecutive working days of annual/holiday leave each calendar year. 

(2) Annual leave can only be used in increments of 15 minutes (0.25 hours), 30 minutes (0.50 

hours), 45 minutes (0.75 hours) or 1 hour.  

(3) Employees who intend to use annual leave must obtain approval from his or her 

supervisor/department head before using leave.  An employee who does not obtain prior 

approval may not be permitted to use annual leave.  Any employee, who believes they are 

being unfairly treated in the scheduling and use of annual leave, should inform his or her 

department head or the human resource department immediately. The report will be treated 

as a grievance and subject to the City’s grievance procedure policy (see Section X for more 

information on the grievance procedure). 

(4) Shift fire personnel may elect to add up to ten (10) hours of their annual leave to pay periods 

in which their normal schedule includes only four (4) shifts.  The frequency with which 

this election is updated may be limited as needed to effectively manage the payroll process. 

4. COMPENSATORY TIME 

A. Non-exempt employees who have elected to receive compensatory time instead of overtime 

will earn 1.5 hours per overtime hour worked.  Maximum number of compensatory time hours 

that can be held by non-exempt employees is 200 hours.  Employees may elect at any time to 

change their decision to earn overtime as compensatory time or paid overtime wages, but past 

overtime or compensatory time balances cannot be converted.  If a non-exempt employee 

transfers into an exempt position, all compensatory time over will be paid out at the employee's 

pre-transfer rate of pay, except that the employee will have the option to maintain a balance of 

up to 50 hours. 

B. Exempt employees shall receive hour for hour comp time for time worked over 40 hours in the 

workweek. Maximum amount of compensatory time that can be held by an exempt employee 

is 50 hours. Any unused compensatory time at the end of the calendar year will be carried over 

to the next year. 

C. Compensatory time may only be used after it is earned and credited, which at the earliest is the 

following work period.  
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Non-exempt employees who continue to work overtime after reaching the maximum amount 

of compensatory time must thereafter be paid overtime wages as they are incurred until 

compensatory time balances reduced below the maximum. 

5. SICK LEAVE  

A. All regular full-time employees are given sick leave to use in situations where illness makes it 

difficult or impractical for an employee to report to work.  Sick leave is accrued based upon 

two different classifications: the first is all full-time employees except firefighters, and the 

second is firefighters. 

B. Accruing Sick Leave 

(1) For all regular full-time employees, sick leave begins to accrue on the first day of 

employment.  There is no limit on the amount of sick leave that can be accrued. 

(2) Full-time regular employees including police department, but excluding firefighters, will 

accrue sick leave at the rate of 96 hours per year (3.692 hours per bi-weekly pay period). 

(3) Firefighters will accrue sick leave at the rate of 135 hours per year ( 5.192 hours per bi-

weekly pay period).  This is based on the fact that firefighter schedules will include 2,920 

hours or scheduled time per year, whereas other full-time regular employees are typically 

scheduled 2,080 hours per year; the firefighter work schedule is 40% greater, and thus, the 

sick time accrual is also 40% greater. 

C. Use of Sick Leave 

(1) Sick leave is a benefit provided to employees.  The purpose of sick leave is to protect an 

employee against the loss of income should the employee face extended absence from work 

due to illness or injury.  Generally, employees become eligible to use sick leave in the 

situations outlined below. 

(a) Employees are incapacitated by sickness or a non-job-related injury, or they are 

seeking medical, dental, or optical diagnosis and treatment. 

(b) Employees may jeopardize the health of others because they have been exposed to a 

contagious disease requiring notice from a qualified doctor, or they may jeopardize the 

safety of other employees. 

(c) A member of the employee’s family requires his or her care and attention due to illness 

or injury only when such illness or injury qualifies for, and the employee is placed on, 

Family and Medical Leave under the conditions of FMLA.  Sick leave use cannot 

exceed more than 12 weeks in a 12-month period under this category. 

(2) An employee utilizing accrued sick leave shall notify his or her immediate supervisor or 

department head as soon as practical or within other time limits if established by the 

department head.  This notification should include an expected date of return.  Use of sick 

leave may require a doctor's certification prior to return to work.  This certification shall 

state the nature of the employee’s illness and certify that the employee is capable of 

returning to work.  This certification shall be required for the following circumstances: 

(a) When an employee misses more than two (2) consecutive working days or shifts due 

to illness. 

(b) When an employee uses more than three (3) sick days in a thirty (30) day period. 
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(3) If a doctor’s certification is not provided, the employee may be considered as abusing sick 

leave and may be subject to disciplinary action.  Employees who abuse sick leave or 

deliberately make or cause to make false or misleading statements or claims, shall be 

subject to the loss of such benefits, dismissal, or such other disciplinary action as the 

department head deems necessary.  All supervisors confirming an absence as sick leave, 

knowing the cause cannot be justified or failing to report the absence as required, shall be 

liable to the same disciplinary action as the employee.   

(4) The City reserves the right to send any employee who uses sick leave, certified by the 

employee’s doctor, to a City designated doctor, at no cost to the employee.  If the City’s 

doctor concludes the employee is fit for duty and the employee has a note from his or her 

own doctor stating otherwise, the City’s doctor and the employee’s doctor will then agree 

upon a third doctor to render a decision.  The medical opinion of the third doctor shall be 

final and determine whether an employee is able to return to work. 

(5) In the event an employee uses five (5) or more sick days within a 90 day period or ten (10) 

or more sick days within a twelve (12) month period, he/she will be subject to a sick leave 

use review (excluding FMLA/ADA leave).  A review board comprised of the employee’s 

supervisor, department head, and a representative from human resource will be established. 

In the event that the employee’s immediate supervisor is a department head, or the 

employee is a department head, the assistant city administrator, and/or city administrator 

will serve on the board.  The purpose of the review is to determine if the use of sick leave 

is justified or unjustified.  If, in the opinion of the review board, the employee is determined 

to have abused his or her sick leave, disciplinary action will be taken in accordance with 

the City’s progressive discipline program (see section XIII for information regarding 

progressive discipline). 

(6) Time deducted from an employee's sick leave accumulation shall be for regular scheduled 

work time and shall not include holidays and scheduled time off.   

(7) For all employees (except fire fighters) sick leave can only be used in increments of 15 

minutes (0.25 hours), 30 minutes (0.50 hours), 45 minutes (0.75 hours) or 1 hour.  For fire 

fighter sick leave will be taken in 3 hour increments.  

D. Donating and Receiving Sick Leave From Other Employees 

(1) After an employee has exhausted all accrued sick leave, annual leave and comp time, an 

employee may use sick leave donated by other employees.  Donated sick leave will be paid 

at the rate of the employee using the sick leave.  In order to use donated sick leave, an 

employee must meet the following criteria: 

(a) Have a continuing disability resulting from personal illness or injury and be unable to 

perform job duties. 

(b) Have used all accrued sick leave, annual leave and comp time. 

(c) Not be receiving any other form of compensation through Worker’s Compensation 

benefits, social security disability benefits, other disability benefits or any retirement 

plan because of his or her current condition. 

(d) Not be employed and actively at work with another employer. 

(2) Employees who donate sick leave must have at least 80 hours of sick leave accrued and 

may donate sick leave up to one half of their sick leave balance not to exceed 100 hours in 

a 12-month period.  Employees may not donate sick leave when they submit notice of 
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terminating their employment with the City.  Employees who donate sick leave will have 

their personal sick leave accruals reduced by the amount donated and used by the recipient.  

Employees are not required to donate sick leave under any circumstances.  Any employee 

donating sick leave will remain confidential. 

(3) Just as sick leave is accrued and calculated in hourly increments, sick leave donated (and 

used by the recipient) is also in hourly increments.  One hour donated results in one hour 

charged and used.  Twenty-four hours donated results in twenty-four hours charged and 

used. 

(4) Sick leave donation forms will be time and date marked.  Donated sick leave will then be 

used in the order that it was donated. 

(5) If the employee receiving donated sick leave returns to work before all donated sick leave 

has been used, the unused sick leave donation forms will be discarded and the donating 

employees will be notified their donated sick leave will not be used. 

E. Sick Leave and Employees’ Compensation 

(1) Upon approval by City Council in the annual operating budget, employees who do not use 

any sick leave or miss any work time in an unpaid status during the calendar year will be 

awarded a bonus equal to one week’s base pay, payable in January of the next year. The 

employee must work the complete calendar year (January 1 thru December 31) to be 

eligible.  

(2) Employees may elect to receive compensatory time off to be used with the approval of 

their supervisor in lieu of one week’s base pay.  The time received will be the average 

number of base pay hours for which an employee is scheduled.  Employees may not be 

eligible to receive this benefit as compensatory time if their compensatory time balances 

exceed allowable limits.  

F. Sick Leave and Employees’ Retirement 

(1) Currently, TCRS allows employees to use their accrued sick leave towards retirement 

credit.  For example, an employee with 28 ½ years of actual service and 18 months of 

accrued sick leave accrued can retire with 30 years of service credit, even though they only 

worked 28 ½ years.      

(2) Employees who were previously employed by other TCRS member organizations may 

apply any unused accrued sick leave balances from their previous TCRS employers 

towards their service credit for TCRS purposes only.  An official letter from the previous 

employer certifying any unused sick leave must be furnished to the City.  These transferred 

sick leave balances have no monetary value and cannot be used as leave time while 

employed with the City. 

(3) Employees who separate from the City before retirement may request a letter certifying 

their sick leave balance at the time of separation.  This balance does not have any monetary 

value; however, employees who become employed with other TCRS member 

organizations may receive service credit for the sick leave hours accrued.   

(4) TCRS service credit for retirement is calculated by dividing the number of accrued sick 

leave hours by 160.  This arrives at the number of months (which is comparable to 20 8-

hour days per month) for service credit.  TCRS only permits whole months to be considered 

and does not account for partial months.  This calculation is applied regardless of the 

work/shift schedule one works during the course of employment.  The calculation is based 
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on the TCRS procedure in place as of February 2024 and is subject to change should TCRS 

policy/procedure change.   

6. LEAVE WITHOUT PAY 

A. Employees who have exhausted all annual leave, sick leave, and compensatory time and require 

additional time off may request leave without pay.  If an employee is utilizing donated leave, 

they are not on a Leave Without Pay status. 

(1) Except for the requirements of FMLA and other labor laws, the City is under no obligation 

to grant leave without pay. 

(2) A full-time employee who is in good standing and rendering satisfactory service may be 

granted a leave of absence without pay for a period not to exceed one (1) year for sickness, 

disability, educational advancement, or for other good and sufficient reasons that are 

considered uncontrollable or in the best interest of the City.  Such leave shall be requested 

in writing and must have prior approval of the immediate supervisor, department head and 

city administrator. 

B. An employee on leave without pay may remain under the City’s insurance plans subject to the 

provisions and limitations of said plans, provided the employee pays both the employee share 

and City share of all premiums.  In addition, employees on leave without pay shall not accrue 

sick leave or vacation credit while on leave status.  Leaves in excess of thirty (30) calendar 

days will not count towards service credit with the City. 

C. During this period, an employee will not receive any raises other than cost-of-living 

adjustments approved by City Council during the budget process, which will be applied upon 

the employee’s return.  The employee’s anniversary date will be adjusted according to the 

length of their leave when it is in excess of thirty (30) calendar days.   

D. Leave without pay may be revoked by the city administrator at any time, and the employee 

shall be required to return to work without right of appeal or hearing as provided herein. 

7. MATERNITY LEAVE 

A. Under the Tennessee Maternity Leave Act (TCA 4-21-408), a female employee who has been 

employed full time for at least one year and who gives at least three months advance notice of 

her anticipated date of departure, length of maternity leave, and intentions to return to full-time 

employment, may be granted maternity leave for a period not to exceed four months for 

pregnancy, childbirth, and nursing an infant.  Sick leave, annual leave or compensatory time 

may be used for maternity purposes; otherwise, the employee will be granted a leave of absence 

without pay. 

B. An employee desiring maternity leave shall notify her department head at least three months in 

advance so a temporary replacement may be secured if necessary.  Return to work must be 

accompanied by a release statement from the employee’s attending physician. 

8. PATERNITY LEAVE 

A. In accordance with the Family and Medical Leave Act, male employees are eligible to take 

paternity leave.  A maximum of 12 weeks of leave may be taken.  Leave may only be taken 

during the first 12 months following the birth of a child or placement of an adopted child.   
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B. Donated sick leave may not be used for paternity leave.  Sick leave may only be used for 20 

working days (10 shifts for firefighters) of paternity leave.  After 20 working days, other leave 

may be used if available, or an employee may elect to go on unpaid leave. 

9. BEREAVEMENT LEAVE 

A. For purposes of bereavement leave, “employee’s family” shall be defined as the following:  

child, parent, spouse, or sibling; to include any scenario or combination of grand- (i.e. grand-

child, grand-parent), great-grand-, step-, half-, -in-law, etc.; to also include these relationships 

by adoption, foster, or guardianship.   

B. An employee will be granted reasonable time-off with pay up to three (3) working days, in case 

of death within the employee’s family.  For firefighters, this will be the equivalent of one shift.  

In the event that the death is a child, spouse or parent of the employee, they may be granted 

time-off with pay up to five (5) working days (or two shifts for firefighters).  The time granted 

an employee shall not be charged against an employee’s sick or annual leave.   

C. Employees who have to settle estate matters will be given the flexibility to handle these matters; 

however, any additional time taken beyond five days will be charged to the employee’s accrued 

leave.   

D. In the event that the death in the employee’s family requires additional time for out-of-town 

travel or for other good and sufficient reasons, the department head may authorize additional 

days leave, not to exceed three (3) working days, which shall be counted against the employee’s 

accrued sick leave, comp time or annual leave. 

E. An employee may request time off to attend funeral services for other family members not 

listed in part (A) above, or for friends and acquaintances.  Any time taken off for this purpose 

will be charged against an employee’s annual leave balance.   The City is under no obligation 

to grant a request. 

10. FAMILY AND MEDICAL LEAVE 

A. Purpose 

(1) The purpose of this policy is to provide a family and medical leave policy in compliance 

with Public Law 103-3, titled Family and Medical Leave Act (FMLA) of 1993 and any 

revisions. 

(2) The Family and Medical Leave Act is a Federal statute with which the City is required to 

comply.  This section may be subject to change based upon changes to the Federal FMLA 

regulations.  

(3) The required FMLA paperwork can be obtained from the human resource Department. All 

costs associated with the completion of the paperwork shall be borne by the employee. 

B. Guidelines 

(1) Employees who have worked at least 12 months for the City of Morristown and who have 

worked at least one thousand-two hundred-fifty (1,250) hours during the preceding twelve 

(12) month period prior to a leave request are considered to be “eligible employees” under 

FMLA.  An eligible employee may take up to twelve (12) weeks of paid or unpaid FMLA 

leave, depending upon the availability of accrued vacation and sick leave, in a twelve (12) 

month period for the birth of a child or the placement of an adopted or foster care child.  

Leave may also be taken to care for a child, spouse, or parent who has a serious health 
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condition.  The right to take leave applies equally to male and female employees who are 

eligible.  Also see paragraph 7(A) above of this same section for additional details 

applicable to maternity leave.  

(2) FMLA leave for the purpose of caring for a newborn child or a newly placed adopted or 

foster care child must be taken before the end of the first 12 months following the date of 

birth or placement. 

(3) Upon the birth or prior to the birth, an expectant mother may take leave for necessary 

medical care and if her condition renders her unable to work.  Similarly, adoption or foster 

care leave may be taken upon the placement of the child.  Leave may begin prior to the 

placement if absence from work is required for the placement to proceed. 

(4) An employee may take FMLA leave to care for a parent or spouse of any age who, because 

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

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

care for his or her own basic hygiene, nutritional needs, or safety.  Examples include a 

parent or spouse whose daily living activities are impaired by such conditions as 

Alzheimer's disease, stroke, recovery from major surgery, or the final stages of terminal 

illness. 

(5) An eligible employee who is unable to perform the functions of his or her position because 

of a serious health condition may request up to 12 weeks FMLA leave.   

(6) Qualifying Exigency Leave – Eligible employees who are the spouse, son, daughter, or 

parents of a military member may take up to 12 weeks of FMLA leave during and 12-

month period to address the most common issues that arise when a military member is 

deployed to a foreign country, such as attending military sponsored functions, making 

appropriate financial and legal arrangements, and arranging for alternative childcare. This 

provision applies to the families of members of both the active duty and reserve 

components of the Armed Forces. 

(7) Military Caregiver Leave – Eligible employees who are the spouse, son, daughter, parent 

or next of kin of a covered service member may take up to 26 weeks of FMLA leave during 

a single 12-month period to care for the service member who is undergoing medical 

treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the 

temporary disability retired list, for a serious injury or illness incurred or aggravated in the 

line of duty on active duty. This provision applies to the families of members of both the 

active duty and reserve components of the Armed Forces.      

All full-time employees are required to follow this policy if they meet the guidelines of FMLA. 

C. Serious Health Condition 

(1) A “serious health condition” is a physical or mental condition that involves:   

(a) An overnight stay in a hospital, hospice, or residential medical care facility; or  

(b) Absence from work, school, or other regular daily activities for more than 3 days for 

regular employees and 2 shifts for fire fighters and continuing treatment by a health 

care provider; or  

(c) A chronic or long-term illness that is incurable or so serious that, if not treated, would 

likely result in incapacity for more than three days.   
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(2) Employees must meet one of the requirements outlined above to be considered for FMLA 

leave. 

D. Use of Paid Leave 

(1) Employees who have been granted FMLA leave can use any type of paid leave they have 

available for their leave period with the exception of sick leave used for paternity leave.  

Male employees may only use up to 4 weeks of sick leave in the event of the birth of a 

child or placement of an adopted or foster child.  Other paid leave may be used if the 

employee elects to take more than 4 weeks of leave time.  If no leave is available, the leave 

will be unpaid until the employee elects to return to work, or the full 12 weeks of leave 

time has been taken. 

(2) Employees shall use any balance of sick leave, vacation leave, compensatory leave, or 

employee’s birthday holiday prior to beginning unpaid leave.  The combination of sick 

leave, vacation leave, compensatory leave, employee’s birthday holiday, and unpaid leave 

may not exceed 12 weeks. 

(3) Employees may use donated sick leave only after all other leave has been exhausted.  

E. Right to Return to Work 

(1) On return from FMLA leave, an employee is entitled to be returned to the same position 

the employee held when leave commenced, or the employee may be assigned to an 

equivalent position with equivalent benefits, pay, and other terms and conditions of 

employment.  An employee is entitled to such reinstatement even if the employee has been 

replaced, or his or her position has been restructured to accommodate the employee's 

absence. 

(2) If the employee is unable to perform the essential functions of the position because of a 

physical or mental condition, including the continuation of a serious health condition, the 

employee has no right to restoration to another position under the FMLA.  However, the 

employer's obligations may be governed by the Americans with Disabilities Act. 

(3) An employee will be required to report periodically to the City the status and the intention 

of the employee to return to work.  Any employee who has been on FMLA leave for more 

than two weeks will be required to submit written notification two weeks before his or her 

expected date of return. 

(4) Before return is granted, employees who have taken FMLA leave under this policy must 

furnish the City with a medical certification form from the employee's health care provider 

that the employee is able to resume work. 

F. Notification and Scheduling 

(1) An eligible employee must provide the employer at least 30 days advance notice of the 

need for leave for birth, adoption, or planned medical treatment when it is foreseeable.  

This 30-day advance notice is not required in cases of medical emergency or other 

unforeseen events, such as premature birth or sudden changes in a patient's condition that 

require altering scheduled medical treatment. 

(2) Parents who are awaiting the adoption of a child and are given little notice of the 

availability of the child may also be exempt from this 30-day notice. 
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(3) It is the City's responsibility to designate leave in writing as FMLA leave and to notify the 

employee.  The City reserves the right to determine placement of an employee on FMLA 

leave provided the leave meets the criteria.  Employees may not retroactively claim that 

paid or unpaid leave was for FMLA. 

G. Certification 

(1) The City reserves the right to verify an employee's request for FMLA leave.  If an employee 

requests leave because of a serious health condition or to care for a family member with a 

serious health condition, the City requires that the request be supported by certification 

from the health care provider of either the eligible employee or the family member, as 

appropriate.  If the City has reason to question the original certification, it may, at the City's 

expense, require a second opinion from a different health care provider chosen by the City.  

That health care provider may not be employed by the City on a regular basis.  If a 

resolution of the conflict cannot be obtained by a second opinion, a third opinion may be 

obtained from another provider, and that opinion will be final and binding. 

(2) This certification must contain the date on which the serious health condition began, its 

probable duration, and appropriate medical facts within the knowledge of the health care 

provider regarding the condition.  The certification must also state the employee's need to 

care for the son, daughter, spouse, or parent and must include an estimate of the amount of 

time the employee is needed to care for the family member.  Medical certifications will be 

treated as confidential and privileged information. 

(3) Maintenance of Health and COBRA Benefits During Unpaid Leave 

(a) The City will maintain health insurance benefits during periods of FMLA leave without 

interruption.  Employees will be responsible for paying their portion of the health 

insurance premium. 

(b) The City has the right to recover from the employee all health insurance premiums paid 

during the unpaid leave period if the employee fails to return to work after leave.  

Employees who fail to return to work because they are unable to perform the functions 

of their job, because of their own serious health condition, or because of the continued 

necessity of caring for a seriously ill family member may be exempt from this recapture 

provision. 

(c) Leave under this policy does not constitute a qualifying event that entitles an employee 

to Consolidated Omnibus Budget Reconstruction Act (COBRA) insurance coverage.  

However, the qualifying event triggering COBRA coverage may occur when it 

becomes clearly known that an employee will not be returning to work.  Therefore, the 

employee ceases to be entitled to leave under this policy. 

(4) Reduced and Intermittent Leave 

(a) According to this policy, leave can be taken intermittently or on a reduced schedule 

when medically necessary as certified by the health care provider.  Intermittent or 

reduced leave schedules for routine care of a new child can be taken only with 

approval.  The schedule must be mutually agreed upon by the employee, his or her 

supervisor, and the department head. 

(b) Employees on intermittent or reduced leave schedules may be temporarily transferred 

to an equivalent alternate position that may better accommodate the intermittent or 

reduced leave schedule. 
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(c) Intermittent or reduced leave may be spread over a period of time longer than twelve 

(12) weeks, but it will not exceed the equivalent of twelve (12) workweeks total leave 

in a twelve (12) month period. 

(5) Restoration 

(a) Employees who are granted leave under this policy will be reinstated to an equivalent 

position or the same position held prior to the commencement of their leave.  

(b) Employees voluntarily accepting a light duty assignment in lieu of continuing FMLA 

leave maintain their right to restoration to the original or an equivalent job until the 

twelve (12) weeks of FMLA leave has passed. 

(6) The 12-Month FMLA Period 

(a) The 12-month period during which an employee is entitled to 12 workweeks of Family 

and Medical Leave Act (FMLA) leave is measured forward from the date the 

employee's first FMLA leave begins. An employee is entitled to 12 weeks of leave 

during the 12-month period after the leave begins.   

(b) The next 12-month period will begin the first time the employee requests FMLA leave 

after the completion of the previous 12-month period.  

(7) Denial of FMLA Leave 

(a) If an employee fails to give timely advance notice when the need for FMLA leave is 

foreseeable, the employer may delay the taking of FMLA leave until 30 days after the 

date the employee provides notice to the employer of the need for FMLA leave. 

(b) If an employee fails to provide, in a timely manner, requested medical certification to 

substantiate the need for FMLA leave due to a serious health condition, the City may 

delay continuation of FMLA leave until an employee submits the certificate.  If the 

employee does not produce the certification, the leave is not FMLA leave. 

(c) If an employee fails to provide a requested fitness-for-duty certification to return to 

work, the City may delay restoration until the employee submits the certificates. 

(8) Special Provisions for Employees 

(a) Tennessee has a maternity leave law (T.C.A. § 4-21-408) that provides greater leave 

benefits for pregnant employees/spouses.  This state law allows up to 4 months off for 

pregnancy, childbirth, and nursing the infant for employees who have been employed 

for 12 months.   

(b) This law requires that the employee give at least 3 months advance notice, except in 

cases of medical emergency. 

11. MILITARY LEAVE 

A. The City of Morristown will make every reasonable accommodation to assist employees who 

serve in the military.  Any employee who is member, or may become a member of any 

reserve component of the armed forces of the United States or of the Tennessee Army and 

Air National Guard, will be entitled to a leave of absence from their respective duties for 

periods of military service during which they are engaged in the performance of duty or 

training in the service of this state, or of the United States, under competent orders.  While on 
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such leave, the employee will be granted paid leave up to twenty (20) days in any one (1) 

calendar year while under competent orders. 

 

B. Qualified employees who seek paid leave under this policy must provide the official order 

calling for their service or training to their supervisor.  Employees will receive full 

compensation for a period of twenty (20) days (or 160 hours) of military leave each calendar 

year, excluding holidays and scheduled off days.  Such leave will not be charged to any form 

of accrued paid leave.  An employee requesting military leave shall provide the City the dates 

for training and travel time in advance.  It is the responsibility of the employee to make 

arrangements with their department head for leave to attend monthly meetings on regular off-

time, with the expectation that the paid leave granted herein will be applied to the annual 

training periods required for reservists. 

 

C. Any employee who is a member of the armed forces of the United States (including the 

Army, Army Reserves, Army National Guard, Navy, Naval Reserve, Marine Corps, Marine 

Corps Reserve, Air Force, Air Force Reserve, Air National Guard, Coast Guard, Coast Guard 

Reserve, Commissioned Corps of the Public Health) called to active duty will be placed on 

military leave.  Such employee must present their supervisor or department head with 

advance notice of their active duty orders.  The employee’s seniority, status and pay will 

remain unchanged during their time of military leave.  Continued health insurance coverage 

will be offered up to 18 months, with the employee paying premiums due for such policy.  An 

employee wishing to continue health insurance coverage during their military leave shall 

provide a mailing address where notices of premium payments due may be sent. 

 

D. The process for reinstatement of employees returning from military leave begins when the 

employee submits an “application for re-employment.”  Said applicant must be submitted: 

• on the first work day back for employees deployed 30 days or less; 

• within 14 days of the end of service for employees deployed up to 180 days; and 

• within 90 days of the end of service for employees deployed 181 days or longer 

      The returning employee will be re-employed in the position they would have attained had they 

not been absent for military service, with the same seniority, status and pay. 

E. Those employees of the City of Morristown who are called to active duty by the President of 

the United States or under the authority of a Governor as members of the Reserve or National 

Guard shall, while on such active military duty, be entitled to special leave with partial pay 

for an additional period not to exceed twenty-four (24) months.   Partial pay shall be the 

difference in the employee’s regular base salary and the employee’s full time military salary, 

with a minimum monthly amount sufficient to keep in full force and effect all benefits that 

the employee had on the date of call to active military duty.  The provisions of this policy 

shall apply to all said employees who have been called or are later called to such active 

military duty. 

 

F. Said employees shall remain City employees while on such active military duty for the 

purpose of (a) accruing sick leave, (b) accruing annual leave, (c) accruing longevity pay, 

which shall continue to be paid to the employee annually, (d) accruing retirement time in 

accordance with Tennessee Consolidated Retirement System policies, and (e) maintaining 

health insurance coverage for all eligible dependents.  Earnable compensation and retirement 

benefits shall not be increased or decreased by any partial payment made pursuant to this 

policy but shall be computed as if no call to active military duty had occurred. 
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G. The city administrator shall establish such rules, regulations, and procedures as are necessary 

for the implementation and administration of the intent of this policy as set out above. All 

departments of the City shall fully cooperate with the city administrator to accomplish the goals 

of this policy.  

12. JURY SERVICE LEAVE 

A. Employees selected for jury service shall be excused for the actual duration of the jury duty.  

Upon release from jury duty during the employee's normal working hours, they shall be 

expected to return to duty.   

B. Employees will receive full pay during jury service, but they must sign over to the City any 

paycheck, in its original form, received for jury service.  Employees may also elect to use 

annual leave, comp time, or management leave and keep their pay from jury duty. 

13. COURT LEAVE 

Any regular service employee appearing in court or participating in a legal proceeding on behalf of 

the City, other than during normal working hours, shall be compensated on a straight time basis, 

provided, however, that no less than two (2) hours compensation shall be given for such appearance 

in a single day. 

If an employee receives a subpoena, that employee will not be required to use leave time to comply 

with the subpoena.  If possible, the Finance Department will bill the entity issuing the subpoena for 

reimbursement of wages earned by the employee. 

14. INSURANCE 

A. Regular full-time employees of the City will be offered health, life, dental, vision, and long-

term disability insurance.   

B. Types of insurance plans, levels of coverage and employer/employee contributions, and 

premiums are subject to change.   

C. Employees that become eligible for full-service retirement under the guidelines of the 

Tennessee Consolidated Retirement System and who have worked for the City for at least the 

last five (5) years in a fulltime status, or are approved by the TCRS for accidental disability 

retirement (which is City service connected disability approved by the TCRS) may continue 

to participate in the Group Insurance Medical, Vision and dental plan. Retiree participation 

will cease when the retiree reaches the age of 65 (Medicare eligible).  Spouse coverage will 

cease when the spouse of the retiree reaches the age of 65 (Medicare eligible).  Other 

dependents will continue to be carried on City’s insurance policy until either the retiree or 

spouse reaches age 65 (Medicare eligible), whichever is later. 

(1) Dependents other than the spouse may only retain coverage if/when there is an actively 

carried retiree or spouse. 

(2) Following retirement, no new individuals may be covered even in the case of life events 

(marriages, births, adoptions, etc.). 

(3) Should a retiree, retiree spouse, or dependents drop or terminate from coverage for any 

reason, they will not be eligible to reestablish coverage. 

(4) The retiree (or spouse) is responsible to ensure that the premium for associated policies 

are paid in a timely manner.  The City may require as a condition of continued coverage 

that an ACH or similar recurring payment method be established to ensure timely 

payment of premiums.    
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15. RETIREMENT 

A. All full-time employees of the City participate in the Tennessee Consolidated Retirement 

System (TCRS).  Participation is mandatory.  Contributions are deducted from employees’ 

paychecks each payday.   

B. Complete details about the City’s membership in TCRS and the plan offered to employees are 

available in the human resource department. 

16. WORKERS' COMPENSATION/OCCUPATIONAL DISABILITY 

A. All injuries arising out of and in the course of one's employment shall be governed by the 

Tennessee Workers' Compensation Law.  Any employee required to be absent from duty 

because of an injury sustained in the course of his or her employment which is determined to 

be compensable under the Tennessee Workers’ Compensation Law shall be granted 

occupational disability leave for such time as the employee is unable to return to work.  

However, such leave shall only be granted in periods of three (3) months or less, and the leave 

shall not be extended unless authorized by the city administrator.  Extensions shall not be 

extended for any period in excess of three (3) months at any one time and shall not exceed a 

total of twelve (12) months from the day following the injury. 

B. Employees on occupational disability leave shall receive compensation in accordance with the 

Tennessee Workers’ Compensation Law for such time as the employee is unable to return to 

active duty within the time frame established by the human resource department.   

C. The first seven (7) calendar days after the injury the City will pay the employee 100% of his or 

her base pay on his or her regular working days.    After 7 calendar days, worker’s compensation 

benefits go into effect.  Employees will earn 66.67% of his or her average pay over the previous 

52 weeks.  This benefit is not taxable. 

D. Employees on occupational disability leave due to an on-the-job injury will not be charged sick 

leave or vacation leave during the period they are receiving workers’ compensation benefits.  

The employee shall continue to accrue sick leave at the employee’s regular rate while they are 

on occupational disability or injury leave. 

E. Employees shall immediately report any injury incurred in the course of his or her employment, 

however minor, to his or her supervisor or department head and take such first aid or medical 

treatment as may be necessary.  Any employee determined to have been able to, but who fails 

to, make such a report shall not be eligible for physicians' fees or any compensation that may 

have accrued under the provisions of the Workers' Compensation Law.  

F. When an employee is injured on the job, the supervisor or department head shall immediately 

complete an accident report and submit a copy to human resource and retain a copy in the 

departmental file.  When an accident causes serious bodily injury or death to an employee, the 

supervisor shall immediately notify the department head, human resource and city 

administrator. 

G. In cases where the employee is injured and cannot perform his or her regular duties, every 

effort will be made to place the employee in a temporary-modified duty position or assignment 

that will allow them to work with his or her injury.  The City is not obligated to create a 

modified duty position; however, if a temporary position or assignment is offered to an 

employee, and they are medically cleared to perform the required tasks, they must accept the 
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position or assignment.  Failure to do so may result in loss of workers’ compensation benefits 

and/or disciplinary action up to and including termination. 

H. In cases where an occupational disability to an employee occurs and the employee has been 

reported as occupationally disabled for a period of thirty (30) calendar days, the department 

head shall review the case's progress and make recommendations to the city administrator. 

I. In all cases of occupational disability, the responsibility of determining the character, degree, 

and potential duration of an injury shall rest with the licensed practicing medical doctor(s) 

designated by the City.  The medical doctor(s) may make periodic examinations, progress 

reports, and recommendations as deemed necessary by the city administrator.  The employee 

shall be required to return to work upon the approval of the medical doctor(s).   

J. Before an employee is returned to full duty, the employee must be certified by the attending 

physician as capable of performing the essential functions of the job.  The physician will be 

furnished a copy of the job description, including a list of the essential job functions and 

required capabilities.  The attending physician must certify the employee’s ability to perform 

the essential job functions.  The City reserves the right to obtain a second medical opinion from 

the physician of its choosing before a final decision is made on a return to duty.  

K. If an employee is unable to return to the position held at the time of the injury, the City may 

take reasonable steps to place the individual in a comparable position, if one is available, for 

which they are qualified and able to perform the essential functions, with or without reasonable 

accommodations.  The City is not required to create a “light duty” position. 

L. Should an employee be unable to return to full duty within three (3) months after the date of 

injury, or within twelve (12) months if the city administrator has approved the extended time, 

and no comparable position for which the employee is qualified is available, the employee may 

be subject to separation only if:   

(1) The employee cannot perform the essential functions due to a disability that cannot 

reasonably be accommodated; or 

(2) The employee poses a direct threat to himself/herself and/or others. 

17. TUITION REIMBURSEMENT 

A. Regular full-time employees may be eligible to receive tuition reimbursement for certain higher 

education coursework based on the minimum parameters set out herein and based on procedure 

and policies established by the City Administrator for effectively managing such a program.  

Minimum parameters shall include that: 

(1) Continuation of the program is subject to continued budget appropriation by City Council, 

and limitations on participants may be established to ensure the program operates within 

its appropriation. 

(2) Employees may request approval for the tuition reimbursement program.  Approval for 

participation shall not be granted unless the department head and/or City Administrator 

attest that the employee’s proposed course of study will be beneficial to the employee’s 

current or aspirational position with the city.  Consideration shall be given to an employee’s 

proposed timeline and commitment to completing the course of study. 

(3) Reimbursement shall be for tuition expenses only and will not exceed 75% of the current 

hourly credit rate for the University of Tennessee-Knoxville for the semester which the 

class was taken. 
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(4) Any higher education institution attended by an employee must be approved in advance 

and will be subject to verification of accreditation.  Employees must earn a letter grade of 

“C” or better to be eligible for reimbursement.  Reimbursements will not be given for any 

employee who separates from the City during his or her coursework.  Employees must 

inform the City of any grants, scholarships or other funding received for coursework.  

These amounts will be deducted from the amount eligible for reimbursement. 

(5) Employees will be required to obtain approval from his or her department head and the city 

administrator before beginning coursework.  Degrees beyond the master’s level are not 

eligible for reimbursement.  Employees are required to work for two years following his 

or her most recent reimbursement.  Employees who separate from City service before two 

years has elapsed shall be required to pay back the City the amounts received through the 

reimbursement program. 

(6) For tuition reimbursement to be paid it must be funded within the budget year. 

 

VI. DRUG AND ALCOHOL TESTING POLICY 

POLICY 

1. It is the policy of the City of Morristown that the use of drugs by its employees and impairment 

in the workplace due to drugs and/or alcohol are prohibited and will not be tolerated.  Engaging 

in prohibited and/or illegal conduct may lead to termination of employment.  Prohibited and/or 

illegal conduct includes but is not limited to: 

A. Being on duty or performing work in or on City property while under the influence of drugs 

and/or alcohol. 

B. Engaging in the manufacture, sale, distribution, use, or unauthorized possession of drugs at any 

time and the use of alcohol while on duty or while in or on City property. 

C. Refusing or failing a drug and/or alcohol test administered under the City’s policy. 

D. Providing an adulterated, altered, or substituted specimen for testing. 

E. Use of alcohol within four hours prior to reporting for duty on schedule or use of alcohol while 

on-call for duty. 

F. Use of alcohol or drugs within eight hours following an accident (incident) if the employee's 

involvement has not been discounted as a contributing factor in the accident (incident) or until 

the employee has successfully completed drug and/or alcohol testing procedures. 

G. Use of prescription drugs with a prescription or over-the-counter medications having an 

adverse effect on the employee’s behavior and/or abilities without giving notice to his or her 

supervisor and/or department head. 

H. Use of prescription drugs without a prescription from a physician. 

2. The City of Morristown is committed to providing a safe, healthy, productive, and drug-free 

working environment for its employees to properly conduct the public’s business.  The City has 

adopted a drug and alcohol testing policy.  This policy is in compliance with the Drug-Free 

Workplace Act of 1988, which ensures employees the right to work in an alcohol- and drug-free 

environment and to work with persons free from the effects of alcohol and drugs; Federal 

54 Return to Agenda



Effective November 1, 2016   Revised through February 25, 2024 

 39 

Highway Administration (FHWA) rules, which require drug and alcohol testing for persons 

required to have a commercial driver's license (CDL); Division of Transportation (DOT) rules, 

which include procedures for urine drug testing and breath alcohol testing; and the Omnibus 

Transportation Employee Testing Act of 1991, which requires alcohol and drug testing of safety-

sensitive employees in the aviation, motor carrier, railroad, pipeline, commercial marine, and 

mass transit industries.  This policy also includes testing of other employees under limited 

circumstances as allowed by law.  The types of tests required are: pre-employment, transfer, 

reasonable suspicion, post-accident (post-incident), random, return-to-duty, and follow-up.  In 

accordance with current law, not all classes of employees are subject to all types of tests. 

3. Compliance with this substance abuse policy is a condition of employment.  The failure or refusal 

by an applicant or employee to cooperate fully by signing necessary consent forms or other 

required documents or the failure or refusal to submit to any test or any procedure under this 

policy in a timely manner will be grounds for refusal to hire, for termination, or for requiring the 

employee to participate satisfactorily in an approved drug abuse assistance or rehabilitation 

program.  The submission by an applicant or employee of a urine sample that is not his or her 

own or is adulterated shall be grounds for refusal to hire or for termination. 

4. All property belonging to the City may be subject to inspection at any time without notice as 

there may be no expectation of privacy in such property.  Property includes, but is not limited to:  

vehicles, storage lockers, desks, containers, and files.  Employees assigned lockers that are locked 

by the employee are also subject to inspection by the employee’s supervisor after reasonable 

advance notice (unless such notice is waived by the city administrator) and in the presence of the 

employee. 

5. For further details concerning the drug and alcohol testing policies, employees should refer to the 

City’s complete drug and alcohol testing policy adopted separately.  Copies of this policy are 

available in the human resource department. 

 

VII. SEXUAL HARASSMENT 

1. PURPOSE 

A. The City may be held liable for the actions of all employees with regard to sexual harassment 

and will not tolerate sexual harassment of its employees.  The City will take immediate, positive 

steps to stop such harassment when it occurs.  The City is responsible for acts of sexual 

harassment in the workplace when the City (or its agents or supervisory employees) knows or 

should have known of the conduct, unless it can be shown that the City took immediate and 

appropriate corrective action.  The City may also be responsible for the acts of non-employees, 

with respect to sexual harassment of employees in the workplace, where the City (or its agents 

or supervisory employees) knows or should have known of the conduct and failed to take 

immediate and appropriate corrective action. 

B. This policy applies to all officers and employees of the City, including but not limited to full-

time and part-time employees, elected officials, permanent and temporary employees, 

employees covered or exempt from the personnel policies of the City, and employees working 

under contract for the City.  

2. DEFINITIONS 

A. The following actions constitute an unlawful employment practice and are absolutely 

prohibited by the City when they affect employment decisions, create a hostile job 

environment, cause distractions, or interfere with work performance. They are: 
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(1) Sexual harassment or unwelcome sexual advances; 

(2) Requests for sexual favors; 

(3) Verbal or physical conduct of a sexual nature in the form of pinching, grabbing, patting, or 

propositioning;  

(4) Explicit or implied job threats or promises in return for submission to sexual favors;  

(5) Inappropriate sex-oriented comments on appearance;  

(6) Embarrassing sex-oriented stories;  

(7) Displaying sexually explicit or pornographic material, no matter how the material is 

displayed; and/or  

(8) Sexual assault on the job by supervisors, fellow employees, or, on occasion, non-

employees. 

B. Sexual harassment includes conduct directed by men toward women, conduct directed by men 

toward men, conduct directed by women toward men, and conduct directed by women toward 

women. 

3. MAKING SEXUAL HARASSMENT COMPLAINTS 

A. An employee who feels they are subjected to sexual harassment should immediately contact a 

person (listed below) with whom the employee feels the most comfortable.  Complaints may 

be made verbally or in writing to:  

(1) Employee's immediate supervisor; or 

(2) Employee's department head; or 

(3) Human resource department; or 

(4) City administrator. 

B. Employees have the right to circumvent the employee chain-of-command when selecting the 

person to complain to about sexual harassment.  The employee should be prepared to provide 

the following information: 

(1) His or her name, department, and position title; 

(2) Name of the person or people committing the sexual harassment, including his or her 

title(s), if known; 

(3) Specific nature of the sexual harassment, how long it has gone on, any employment action 

(demotion, failure to promote, dismissal, refusal to hire, transfer, etc.) taken against the 

employee as a result of the harassment, or any other threats made against the employee as 

a result of the harassment; 

(4) Witnesses to the harassment; and 

(5) Whether the employee has previously reported the harassment and, if so, when and to 

whom. 
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4. REPORTING & INVESTIGATING SEXUAL HARASSMENT COMPLAINTS 

A. The human resource department is the department the City designates as the investigator of 

sexual harassment complaints against employees.  In the event the sexual harassment complaint 

is against the human resource department, the investigator shall be another individual appointed 

by the city administrator. 

B. When an allegation of sexual harassment is made by any employee, the person to whom the 

complaint is made, if not the human resource department, shall immediately prepare a report 

of the complaint according to the preceding section and submit it to the human resource 

department.  When conducting an investigation of a sexual harassment complaint, the human 

resource department, or other investigator if the complaint is against the human resource 

department, shall:  

(1) Make and keep a record of the investigation, including written notes and audio recordings 

where applicable in relation to the following: 

(a) Verbal responses made to the investigator by the person complaining of sexual 

harassment; 

(b) Witnesses interviewed during the investigation;  

(c) The person against whom the complaint of sexual harassment was made; and  

(d) Any other person contacted by the investigator in connection with the investigation; 

(2) Within thirty (30) days of receiving the complaint, prepare a report, which shall include:  

(a) Written statement of the person complaining of sexual harassment;  

(b) Written statements of witnesses;  

(c) Written statement of the person against whom the complaint of sexual harassment was 

made; and  

(d) All the investigator's notes connected to the investigation. 

5. ACTION ON COMPLAINTS OF SEXUAL HARASSMENT 

A. Based upon the results of the investigation, the human resource department shall, within a 

reasonable time, determine whether the conduct in question constitutes sexual harassment.  In 

making that determination, the human resource department shall look at the record as a whole 

and at the totality of circumstances, including the nature of the conduct, the context in which 

the alleged actions occurred, and the behavior of the person complaining.  Whether sexual 

harassment took place will be determined on a case-by-case basis. 

B. If the human resource department  determines that the harassment complaint is founded, they 

shall recommend to the city administrator that immediate and appropriate disciplinary action 

against the guilty employee(s), consistent with his or her authority under the City charter and 

these policies, shall be taken.  The disciplinary action shall be consistent with the nature and 

severity of the offense, the employee's rank, and any other factors the human resource 

department believes relate to fair and efficient administration of the City.  This includes, but is 

not limited to, the effect of the offense on employee morale, public perception of the offense, 
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and the light in which it casts the City.  The disciplinary action may include demotion, warning, 

reprimand, suspension, or dismissal.  Determining the level of disciplinary action shall also be 

made on a case-by-case basis.  A written record shall be kept of imposed disciplinary actions, 

including verbal reprimands.  

C. In all events, an employee found guilty of sexual harassment shall be warned not to retaliate in 

any way against the person making the complaint, witnesses, or any other person connected 

with the investigation. 

D. In cases where sexual harassment is committed by a non-employee against a City employee in 

the workplace, the city administrator shall take whatever lawful action is necessary against the 

non-employee to bring the sexual harassment to an immediate end.  

 

VIII. WORKPLACE VIOLENCE 

1. PURPOSE  

The City has adopted a Zero Tolerance Policy for workplace violence because it recognizes that 

workplace violence is a growing problem nationally that needs to be addressed by all employers. 

Consistent with this policy, acts or threats of physical violence, including intimidation, harassment, 

and/or coercion which involve or affect the City or which occur on City property will not be 

tolerated.  

2. ACTS OR THREATS OF VIOLENCE DEFINED 

"Threats or acts of violence" include conduct against persons or property that is sufficiently severe, 

offensive, or intimidating to the point that they alter the employment conditions at the City, or 

create a hostile, abusive, or intimidating work environment for one or more City employees.  

3. EXAMPLES OF WORKPLACE VIOLENCE  

General examples of prohibited workplace violence include, but are not limited to, the following:  

A. All threats or acts of violence occurring on City property, regardless of the relationship between 

the City and the parties involved in the incident. 

B. All threats or acts of violence not occurring on City property but involving someone who is 

acting in the capacity of a representative of the City. 

C. All threats or acts of violence not occurring on City property involving an employee of the City 

if the threats or acts of violence affect the legitimate interests of the City. 

D. Any threats or acts resulting in the conviction of an employee or agent of the City, or of an 

individual performing services on the City's behalf on a contract or temporary basis, under any 

criminal code provision relating to threats or acts of violence that adversely affect the legitimate 

interests and goals of the City. 
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IX. WORKPLACE HARASSMENT 

A. Definition 

(1) Work place harassment is defined as conduct that is so pervasive that the working 

conditions are unduly oppressive, creating a hostile work environment. Work place 

harassment applies to harassment based on any of the following protected classes: 

(a) Race 

(b) Color 

(c) Religion 

(d) National origin 

(e) Sex 

(f) Age 

(g) Disability 

(h) Genetic information 

(2) Harassment can be verbal, written, physical, visual, and or exhibited or communicated in 

any manner (including electronically, social media or by email). 

 

B. Criteria for determining whether conduct is such as to establish a hostile work environment. 

Criteria shall include, but not necessary be limited to the following: 

 

(a) Frequency of the conduct 

 

(b) Severity of the conduct 

 

(c) Whether the conduct is physically threatening, humiliating or merely offensive 

 

(d) Whether the conduct unreasonably interferes with another individuals work 

performance 

 

(e) Would a reasonable person be offended by the conduct. 

 

C. Complaint Procedure 

 

The procedure for making a complaint of work place harassments shall be the same as for 

sexual harassment described in Section VII (a) of this policy. 

 

D. Reporting and Investigating Work Place Harassment Complaints and Action on Such 

Complaints. 

 

The procedure for reporting and investigating work place harassment shall procedurally be as 

set forth in Section VII(a)(4) and action on complaints of work place harassment shall 

procedurally be as set forth in Section VII(a)(5). 
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E. SPECIFIC EXAMPLES OF PROHIBITED CONDUCT 

Specific examples of conduct that may be considered “threats or acts of violence” prohibited 

under this policy include, but are not limited to, the following: 

(1) Hitting or shoving an individual. 

(2) Threatening to harm an individual, his or her family, friends, associates, or his or her 

property. 

(3) The intentional destruction or threat of destruction of property owned, operated, or 

controlled by the City. 

(4) Making harassing or threatening telephone calls, letters, or other forms of written or 

electronic communications. 

(5) Intimidating or attempting to coerce an employee to do wrongful acts that would affect the 

business interests of the City. 

(6) Harassing surveillance, also known as “stalking”, the willful, malicious and repeated 

following of another person and making a credible threat with intent to place the other 

person in reasonable fear of his or her safety. 

(7) Making a suggestion or otherwise intimating an act to injure persons or property is 

“appropriate”, without regard to the location where such suggestion or intimation occurs. 

(8) Unauthorized possession or inappropriate use of firearms, weapons, or any other dangerous 

devises on City property. 

The procedure for reporting and investigating work place harassment shall procedurally be as set forth in 

Section VII(a)(4) and action on complaints of work place harassment shall procedurally be as set forth in 

Section VII(a)(5). 

F. APPLICATION OF PROHIBITION 

 

The City’s prohibition against threats and acts of violence applies to all persons involved in the 

City's operation, including but not limited to City personnel, contract and temporary workers, 

and anyone else on City property. Violations of this policy by any individual on City property, 

by any individual acting as a representative of the City while not on City property, or by any 

individual acting off of City property when his or her actions affect the public interest or the 

City's business interests will be followed by legal action, as appropriate. Violation of any 

provision of this policy by an employee may lead to disciplinary action.   

 

 

 

G. EMPLOYEE OBLIGATIONS 

 

(1) Each employee of the City and every person on City property is obligated to report 

incidents of threats or acts of physical violence of which they are aware. In cases where 

the reporting individual is not a City employee, the report should be made to the City of 

Morristown Police Department. 

 

(2) In cases where the reporting individual is a City employee, the report should be made to 

the reporting individual’s immediate supervisor, department head, or to the City’s human 

resource department. Each supervising employee shall promptly refer any such incident to 

the human resource department, who shall take corrective action. Concurrently, with the 
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initiation of any investigation leading to a proposed disciplinary action, the human resource 

department shall report the incidents of threats or action of physical violence to the 

Morristown Police Department, which shall make a follow-up report. 

 

(3) Nothing in this policy alters any other reporting obligation established by City policies or 

in state, federal, or other applicable law. 

 

 

 

X. POLICY FOR COMPUTER, EMAIL & INTERNET USAGE 

USAGE IN GENERAL 

A. The use of City systems, including computers, fax machines, and all forms of Internet/Intranet 

access, is for City business and for authorized purposes only. Brief and occasional personal use 

of the electronic mail system or the Internet is acceptable as long as it is not excessive or 

inappropriate, occurs during personal time (lunch or other breaks), and does not result in 

expense to the City. 

(1) Use is defined as "excessive" if it interferes with normal job functions, responsiveness, or 

the ability to perform daily job activities.  

(2) Electronic communication should not be used to solicit or sell products or services that are 

unrelated to City business, distract, intimidate, or harass coworkers or third parties or 

disrupt the workplace. 

B. Use of City computers, networks, and Internet/Intranet access is a privilege and may be revoked 

at any time for inappropriate conduct carried out on such systems, including, but not limited 

to: 

(1) Sending chain letters or participating in any way in the creation or transmission of 

unsolicited commercial e-mail ("spam") that is unrelated to legitimate City purposes; 

(2) Engaging in private or personal business activities, including excessive use of instant 

messaging and chat rooms or playing games; 

(3) Misrepresenting oneself or the City; 

(4) Violating the laws and regulations of the United States or any state, city, or local 

jurisdiction in any way, or engaging in malicious activities;  

(5) Deliberately propagating any virus, worm, Trojan horse, trap-door program code, or other 

code or file designed to disrupt, disable, impair, or otherwise harm either the City's 

networks or systems or those of any other individual or entity;  

(6) Using abusive, profane, threatening, racist, sexist, or otherwise objectionable language in 

either public or private messages, or sending, receiving, or accessing pornographic 

material; 

(7) Causing congestion, disruption, disablement, alteration, or impairment of City networks or 

systems; 

(8) Failing to log off any secure, controlled-access computer or other form of electronic data 

system to which you are assigned, if you leave such computer or system unattended; 
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(9) Defeating or attempting to defeat security restrictions on City systems and applications. 

C. Violations of these policies may result in disciplinary action, up to and including termination. 

2. OWNERSHIP AND ACCESS OF ELECTRONIC MAIL, INTERNET ACCESS, AND 

COMPUTER FILES 

A. The City owns the rights to all data and files in any computer, network, or other information 

system used in the City. The City also reserves the right to monitor electronic mail messages 

(including personal/private/instant messaging systems) and their content, as well as any and all 

use of the Internet and of computer equipment used to create, view, or access e-mail and 

Internet content.  

B. Employees must be aware that the electronic mail messages sent and received using City 

equipment are not private and are subject to viewing, downloading, inspection, release, and 

archiving by City officials at all times. The City has the right to inspect any and all files stored 

in all areas of the network or on individual computers or storage media in order to assure 

compliance with policy and state and federal laws. 

C. The City has licensed the use of certain commercial software application programs for business 

purposes. Third parties retain the ownership and distribution rights to such software. No 

employee may create, use, or distribute copies of such software that are not in compliance with 

the license agreements for the software. Violation of this policy can lead to disciplinary action, 

up to and including termination. 

D. Electronic mail is subject at all times to monitoring, and the release of specific information is 

subject to applicable state and federal laws and City rules, policies, and procedures on 

confidentiality and open records. Existing rules, policies, and procedures governing the sharing 

of confidential information also apply to the sharing of information via commercial software.  

Employees shall not use their City email address for their personal email address.  Employees 

shall refrain from receiving personal emails on their City email. 

E. It is a violation of City policy for any employee, including system administrators and 

supervisors, to access electronic mail and computer systems files to satisfy curiosity about the 

affairs of others. Employees found to have engaged in such activities will be subject to 

disciplinary action. 

F. Policy Statement for Internet/Intranet Browser(s) 

(1) The Internet is to be used to further the City's mission, to provide effective service of the 

highest quality to the City's customers and staff, and to support other direct job-related 

purposes. Supervisors should work with employees to determine the appropriateness of 

using the Internet for professional activities and career development.  

(2) The various modes of Internet/Intranet access are City resource and are provided as 

business tools to employees who may use them for research, professional development, 

and work-related communications. Limited personal use of Internet resource is a special 

exception to the general prohibition against the personal use of computer equipment and 

software. 

(3) Employees are individually liable for any and all damages incurred as a result of violating 

City security policy, copyright, and licensing agreements. 

(4) All City policies and procedures apply to employees' conduct on the Internet, especially, 

but not exclusively, relating to: intellectual property, confidentiality, City information 
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dissemination, standards of conduct, misuse of City resource, anti-harassment, and 

information and data security. 

3. PERSONAL ELECTRONIC EQUIPMENT 

A. The City prohibits the use or possession in the workplace of any type of camera phone, cell 

phone camera, digital camera, video camera, or other form of image-recording device without 

the express permission of the City and of each person whose image is recorded.  This provision 

does not apply to designated City personnel who use such devices in connection with their 

positions of employment. 

B. Employees should not bring personal computers to the workplace or connect them to City 

electronic systems unless expressly permitted to do so by the City. Any employee bringing a 

personal computing device or image recording device onto City premises thereby gives 

permission to the City to inspect the personal computer or image recording device at any time 

with personnel of the City's choosing and to analyze any files, other data, or data storage media 

that may be within or connectable to the personal computer or image recording device in 

question. Employees who do not wish such inspections to be done on their personal computers 

or imaging devices should not bring such items to work at all. 

C. Violation of this policy or failure to permit an inspection of any device covered by this policy 

shall result in disciplinary action, up to and including termination of employment.  In addition, 

the employee may face both civil and criminal liability from the City or from individuals whose 

rights are harmed by the violation. 

4. ELECTRONIC MAIL  

A. This policy provides the requirements related to the management, retention and disposition of 

all records created and contained in an electronic mail system (e-mail).  Electronic mail 

includes numeric, graphic and text information which is maintained as a computer application 

used to create, receive, and transmit messages and other documents.  

B. This policy is applicable to all persons using the city’s email systems, network or system user 

IDs.  

C. E-mails, created or received in the City’s e-mail system, may become public record.  They are 

considered public record if they were transmitted in conjunction with the transaction of official 

business.  Examples of e-mails that are public record include: policies and directives, 

correspondence related to official business, meeting agendas and minutes, reports, and material 

with legal or historic value. The end user must make this initial determination.  Until that 

determination is made, e-mails should be treated as public record.  If an e-mail record is finally 

determined to be a public record, the e-mail will be made available to any party making a public 

records request. 

D. In all cases, e-mails in the City systems are the property of the City.  As such, they are subject 

to the administrative rules of the City which include the right to review these records at any 

time for any City purpose. 

E. City e-mail will not be used as official record (master copy) for any document.  Any content 

intended as a record (master copy) must be transposed to a different medium (hard copy or 

other electronic format).  E-mails shall be considered supporting documents or transitory 

messages.   

(1) It is the policy of the City that all e-mail will be captured by the Archive Management 

system (AMs) and that its electronic mail system will be used only as a transitory 
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communications medium.  Therefore, any e-mails that have retention value as supporting 

documents based on the rules configured in the AMS will be maintained in this system for 

the configured time period.  Each end user has two options.   

(a) The preferred option is to print out e-mails that are considered supporting documents 

and to store them with the official (master) record that they support in accordance with 

already established records retention policies for that media. 

(b) The second alternative is to set up a separate personal electronic folder on the City’s 

file system, outside of the normal inbox e-mail system. 

(2) End users must assess the retention value of every e-mail.  Generally, the end user is the 

creator of the message and the person having the most intimate knowledge of the business 

value of the information.  However, in many cases it is the receiver who must make the 

retention value determination based on how important the information is to this business 

function.  If an end user cannot confidently determine whether an email is a public record, 

he or she should consult his or her supervisor.  The ultimate determiner of a record’s public 

status and retention value is the city attorney.  

F. The Information Technology department will maintain and operate the City’s e-mail system.  

IT will perform daily backups (or contract for such services) for sufficient archiving of the e-

mail system.  Any stored messages remain City property and can be restored. 

G. End users shall review their e-mail inboxes periodically (at least every thirty days).  During 

this review, end users assess the retention value of any e-mail more than thirty days old.  If the 

e-mail is considered supportive material, the end users should print out the necessary e-mails 

and file them with the appropriate document.  A second alternative is to move the e-mail to a 

permanent folder set up for the specific purpose of saving supportive material.  In doing so the 

end user should assess what is the retention value of that designated folder.   

H. In general, emails will be archived in compliance with City or MTAS record retention 

guidelines.  Consult the Records Management for Municipal Governments: A Reference Guide 

for City Officials and Municipal Public Records Custodians, a publication from MTAS.  If the 

e-mails are transitory, they should be deleted out of the user’s inbox. 

I. All employees using City email should act with a heightened awareness for identifying emails 

of a suspicious nature as they may pose a cybersecurity risk to the organization.  Suspicious 

emails should be reported to IT to determine appropriate action.  Employees that engage with 

phishing emails may be referred to additional training on cybersecurity awareness and/or may 

be referred for disciplinary action.  The City may establish other policies and programs separate 

from this document that specifically address cybersecurity and related protocol.  

 

XI. SEPARATIONS 

1. SEPARATIONS IN GENERAL 

All separations of employees from positions with the City shall be designated as one of the 

following types and shall be accomplished in the manner indicated: resignation, layoff, disability, 

death, retirement, or termination.  At the time of separation and prior to final payment, all records, 

assets, and other City property in the employee's custody must be transferred to the department 

head. Any amount due because of shortages shall be withheld from the employee's final 

compensation.  The leave categories that will be paid at separation are annual and compensatory 

time.  Sick time will be credited for retirement or submitted to an employer upon written 
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notification from that employer.  Any other balances in other leave categories will not be 

compensated. 

2. RESIGNATION 

A. In the event an employee decides to leave the City's employ, a minimum two (2) week written 

notice shall be given to his or her supervisor so that arrangements for a replacement can be 

made. Failure to meet this notice requirement may be cause for denying future 

recommendations and/or re-employment with the City.   

B. An unauthorized absence from work for a period of three consecutive working days may be 

considered by the department head as a resignation.  The City may deny an employee from 

working out his or her notice if, in the opinion of the department head, it is in the best interest 

for the department. 

C. Costs of training shall be reimbursed by the resigning employee.  The prerequisite for 

reimbursement is for training that consists of more than three consecutive weeks (Monday thru 

Friday).  Reimbursement is based on the training contract signed by the employee and the City.  

This policy will apply to all departments.  The contract and associated costs will be determined 

and the contract, including associated costs, will be signed prior to the employee taking the 

training.  Collection of reimbursement will be from the employee’s final check(s) written.  If 

there is not a sufficient dollar amount in the final checks to cover costs, then other legal 

remedies will be used for collection.  

3. LAYOFF 

A. The department head, upon approval from the city administrator, may lay off an employee in 

City service when they deem it necessary by reason of a shortage of funds, abolishing a 

position, other material changes in the duties or organization of the employee's position, or 

related reasons that are outside the employer's control and that do not reflect discredit upon the 

employee's service. 

B. The duties performed by a laid off employee may be assigned to other City employees who 

hold positions in the appropriate class.  Temporary employees shall be laid off before 

probationary or regular employees.  The order of layoffs, after temporary employees, will be 

determined by the city administrator and department head based upon the best interests of the 

City and department.  Nothing in the personnel policies document shall be deemed to give 

employees any more property rights in their jobs than may already be given by the City charter.   

4. DISABILITY 

A. An employee may be separated for disability when they cannot perform the essential functions 

of the job because of a physical or mental impairment that cannot be reasonably accommodated 

without undue hardship or that poses a direct threat to the health and safety of others.   

B. Reasonable accommodations will include transfer to a comparable position for which the 

individual is qualified.  Action may be initiated by the employee or the City, but in all cases it 

must be supported by medical evidence acceptable to the city administrator, and the disability 

must prevent the employee from performing the essential functions of the job.  The City may 

require an examination at its expense to be performed by a licensed physician of its choice. 

5. RETIREMENT 

A. Whenever an employee meets the conditions set forth in the retirement system's regulations, 

they may elect to retire and receive all benefits earned under the City’s retirement plan.  Official 
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notice of such intended action must be submitted to the human resource department within the 

prescribed time limits as set out in the retirement plan.   

B. Information regarding membership in TCRS may be obtained from the human resource 

department. 

C. Insurance information is covered in section V(14) of this handbook. 

6. TERMINATION 

A. When other forms of discipline have not resulted in the desired behavior or when more severe 

initial action is warranted, the city administrator, or department head if so delegated by the city 

administrator, may terminate an employee.   

B. The employee shall be furnished an advance written notice containing the nature of the 

proposed action, the reasons therefore, and the right to appeal the charges in accordance with 

the appeal process established herein.  If the employee fails to respond to the advance notice, 

the proposed action shall be effective on the date specified with no need for further action.  If 

an appeal hearing is requested, the effective date of the termination shall be extended until the 

end of the appeal process.  During the extended time, the employee may be retained on active 

duty status, placed on leave, or suspended with or without pay at the discretion of the city 

administrator.  Nothing in this document is to be interpreted as giving employees any more 

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

7. DEATH OF AN EMPLOYEE 

A. Separation shall be effective as of the date of death of an employee. All compensation due in 

accordance with these rules shall be paid to the estate of the employee, except for such sums 

as by law must be paid to the surviving spouse. 

B. Upon the death of a full-time regular employee, his or her beneficiary shall receive his or her 

next due payroll check and pay for all accrued annual leave, compensatory time, and sick leave.   

C. An appointed representative from the City shall give his or her beneficiary complete assistance 

in settling retirement, life, and health insurance benefits. 

 

XII. GRIEVANCE PROCEDURES  

1. PURPOSE AND SCOPE 

A. It is the City's desire to address grievances informally.  Both supervisors and employees are 

expected to make every effort to resolve problems as they arise.  However, it is recognized that 

there will be occasional grievances that will be resolved only after a formal appeal and review.  

Employees who have a complaint or grievance may discuss the grievance with their immediate 

supervisor, a higher-level supervisor, and/or the department head.  

B. A grievance may be something real, alleged, or a misunderstanding involving the employee's 

employment conditions, health, safety, physical facilities, equipment or materials used or other 

related issues.  Such misunderstandings, complaints, points of view, and opinions will be 

considered a grievance, except in cases where they relate to personnel actions subject to the 

appeals procedure provided for herein. 

66 Return to Agenda



Effective November 1, 2016   Revised through February 25, 2024 

 51 

C. Every employee may present a complaint or grievance under the provisions of the grievance 

procedures free from fear, interference, restraint, discrimination, coercion, or reprisal.  

Assuming the problem cannot be worked out by informal discussions between the employee 

and immediate supervisor, steps of formal grievance procedures are as follows: 

(1) STEP ONE 

(a) The employee shall submit a written statement of the complaint or grievance to the 

immediate supervisor within ten (10) working days from the incident that prompted 

the grievance.  It shall be the supervisor's responsibility to promptly investigate the 

circumstances surrounding the grievance, discuss the matter with the appropriate 

department head, and take action, if possible.  The supervisor shall inform the 

employee in writing of the decision within ten (10) working days after receipt of the 

written grievance.   

(b) The supervisor shall prepare a written report of the complaint or grievance and provide 

a copy of it to the department head and the employee who submitted the grievance.  

Any supervisor in the chain-of-command shall attach his or her recommendation 

regarding the unresolved complaint or grievance if it proceeds to a higher level.   

(2) STEP TWO 

(a) If the grievance cannot be resolved between the employee and supervisor, the 

employee may proceed to the second procedural step.  Within five (5) working days of 

receiving the decision from his or her immediate supervisor, the employee shall submit 

a written notice of his or her desire to appeal to the department head and include a copy 

of the original grievance from Step One.  If an employee wishes a hearing, the 

department head will accommodate the employee.   

(b) Upon hearing the grievance and/or conducting his or her own investigation, the 

department head must provide a written response to the employee and the immediate 

supervisor within five (5) working days of the hearing, if one is requested by the 

employee, or receipt of the written notice of appeal, whichever is later. 

(3) STEP THREE 

(a) If the grievance is not resolved with the department head, the employee may appeal 

the grievance to the city administrator.  Such request for appeal must be submitted in 

writing within five (5) working days after receipt of the decision from the department 

head.  At the city administrator’s discretion, the city administrator may convene a 

hearing, conduct his or her own investigation of the grievance or rely upon the record 

of the grievance established during the previous steps.  If the city administrator decides 

to conduct a hearing, he/she shall schedule the hearing within five (5) working days 

after receipt of the written request.   

(b) Within five (5) working days of the hearing date, if one is held, or receipt of the written 

request for consideration by the city administrator, whichever is latest, the city 

administrator shall provide a written response to the employee with copies to the 

department head and immediate supervisor.   

2. OTHER INFORMATION 

A. While every attempt will be made to resolve the employee’s grievance, the action of the city 

administrator shall be final and binding on all parties involved.  Nothing in this document is to 
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be interpreted as giving employees any more property rights in their jobs than may already be 

given by the City charter.   

B. The time limits provided herein shall be adhered to unless otherwise modified by mutual 

written agreement between the employee and the City.  The action of the city administrator 

shall be final and binding on all parties involved.  Nothing in the personnel policies document 

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

given by the City charter.   

 

XIII. MISCELLANEOUS POLICIES 

1. POLITICAL ACTIVITY - Nothing in this section is intended to prohibit any City employee from 

privately expressing his or her political views or from casting his or her vote in all elections.  

A. Employees of the City of Morristown may individually exercise their right to vote, express 

their political views as citizens, and participate in political activities the same as all other 

citizens.  No employee shall use City property for political purposes nor shall any employee 

engage in any political activity while at work, in a City-provided uniform, or otherwise on duty.  

B. In accordance with state law, City employees cannot run for election to the City Council.  If an 

employee wishes to become a candidate for election to the City Council, he or she must resign 

from employment with the City prior to filing a nominating petition or other required qualifying 

papers. 

2. ETHICS POLICY 

City of Morristown’s Ethics Policy is an ordinance approved by City Council to give guidance for 

an employee’s conduct.  This policy can be obtained from the Human Resource Department. 

3. TRIP REIMBURSEMENT  

A. All City related travel that involves expense reimbursement and/or City expense shall not be 

undertaken without prior approval of the appropriate department head or city administrator.  In 

order for travel related expenses to be reimbursed or paid directly by the City, all travel must 

be conducted in accordance with the City’s adopted travel policy.   

B. For details regarding travel, obtain a copy of the City’s travel policy from the Finance 

Department. 

4. USE OF CITY VEHICLES AND EQUIPMENT 

A. Generally, only City employees engaged in transporting City personnel and/or material and 

supplies used to carry out the functions and operations of City departments and for whom the 

immediate use of a vehicle is actually necessary or convenient shall drive or ride in City-owned 

vehicles.  However, the following are exceptions to that general policy:    

(1) In emergencies where the City employee has a reasonable belief, based on a totality of 

circumstances, that the life, safety, health, or physical welfare of a citizen would be 

immediately threatened without the security and/or transportation provided by the City-

owned vehicle.  Examples of such emergencies include, but are not limited to, personal 

injury accidents, acute illness, and actual and potential victims of crime and violence. 
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(2) In motorist/passenger assistance where there is no immediate emergency but, under a 

totality of circumstances, the City employee has a reasonable belief that failing to transport 

the motorist and/or passengers in a City-owned vehicle could result in such people being 

left in real or potentially real danger, or would result in extreme inconvenience to them.  

The use of a City-owned vehicle in such cases shall be limited to transporting motorists 

and their passengers only to those places where they are reasonably safe and have a 

reasonable opportunity to obtain continued help without using the City-owned vehicle. 

(a) When it is necessary for reasons of inclement weather, late hour, lack of transportation, 

or other reasonable cause to transport non-City personnel to and from City-owned 

property; also to repair or supply shops and similar facilities so that such personnel can 

install, repair, or maintain City equipment essential to the continuation or restoration 

of public services essential to the safety, health, and welfare of the citizens of the City.  

(b) In the transportation of federal, state, and local officers and employees; news media; 

private consultants; business people; and other private people visiting the City for the 

purpose of directly analyzing, reviewing, supporting, assisting, or promoting the City's 

functions and operations.   

(c) When the vehicle is driven to or picked up from private maintenance or repair facilities 

and while it is being "road tested" while in the possession of such facilities. 

(d) City employees who are assigned City vehicles and are required to drive them home 

are permitted to carry as passengers members of their households and those non-

members of their households listed in subsection (b) below, to the following 

destinations when the City employee has no other reasonably convenient means of 

transporting those people:   

• Members of a City employee's household may be transported: 

1. to and from school and work, using the most direct route to those destinations, 

when the City employee himself or herself is driving to and from work or 

carrying out other legitimate and necessary City business; and  

2. to and from baby sitters; child-care centers; residences and businesses of 

family members, friends and neighbors; or any other reasonable destination 

where the safety, security, comfort, and well-being of a City employee's 

household members will be secured or promoted when the City employee is 

required to respond to a call to perform legitimate and necessary City business. 

• Non-members of a City employee's household that may be transported include: 

1. baby sitters, family members, friends, and neighbors who may be taken to the 

City employee's household or any other reasonable location when the purpose 

of transporting such people is to permit them to watch over the safety, security, 

comfort, and well-being of the City employee's household members when the 

City employee is required to respond to a call to perform legitimate and 

necessary City business. 

B. When determining whether to transport a private person in non-emergency, City-owned 

vehicles under the emergency and motorist/passenger assistance exceptions, City employees 

shall consider whether a more appropriate vehicle operated by trained police or other 

emergency personnel is reasonably available.  Transporting people with severe injuries and 

illnesses should not generally be undertaken by City employees who are not trained in the 

medical field.  
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C. City-owned vehicles, under both the general policy and its exceptions, shall not ordinarily be 

taken outside the City.  However, the city administrator, department heads, and their designees 

shall have the authority to grant exceptions to this policy if such exceptions are for legitimate, 

necessary City business.  In addition, it is authorized for City employees to travel a reasonable 

distance outside the City limits under the exceptions to the policy prohibiting them from 

transporting non-City employees in City-owned vehicles.  Reports of such travel shall be made 

to the employee's department head the first working day following such travel.  The report shall 

include the purpose, duration, and distance of the travel outside the City and any other 

information the department head requires to determine whether the travel conforms to this 

policy.  The department head shall keep a permanent file of such reports. 

D. All City vehicles allowed to be taken home are to be used only for City business, including, 

commuting to and from work as required.  Other personal use of a City vehicle is prohibited.  

Certain personal errands done while commuting to or from work that do not significantly 

increase the number of commuting miles driven shall be allowed provided, however, that the 

nature of personal errands do not reflect unfavorably, discredit, or create embarrassment for 

the City.  Any abuse of this benefit shall subject the employee to appropriate disciplinary 

actions. 

E. Non-emergency City vehicles shall obey all traffic laws under this general policy and its 

exceptions. 

5. DRIVING RECORDS 

A. Any employee who is required as an employment condition to possess and maintain a valid 

Tennessee driver's license or commercial driver's license must immediately, before reporting 

for duty the next workday, inform his or her supervisor should his or her license become denied, 

expired, restricted, suspended, or revoked any time during employment with the City.   

B. Annual review of employees' driving records may be conducted by the city administrator or 

designee to assure adherence to this policy. 

6. SOLICITATION 

A. Unauthorized solicitation of employees on the premises is strictly prohibited.  This prohibition 

applies both to employees and outsiders.  

B. Contributions may be solicited on City property only with the permission of the city 

administrator.  Miscellaneous solicitation of contributions within a single department may be 

made with the permission of the department head.   

C. No pressure is to be placed on any employee to make any contributions. 

7. PERSONAL TELEPHONE CALLS 

A. Using the office telephone during regular work hours for local and/or long-distant calls of a 

personal nature, except in emergency cases, is discouraged.  Personal calls that must be made 

or received during business hours are permitted if they are held to a minimum and do not 

interfere with the employee's work.  Employees should make such calls during breaks or lunch 

time when possible.  Long distance calls must be reimbursed to the City by the employee 

responsible for the call. 

B. Emergency phone calls may be made or received any time.  Examples of emergencies are 

illness or severe injury to a member of the employee's family, changed plans regarding an 
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employee's transportation home from work, or extreme weather conditions.  “Chatty" phone 

conversations on non-emergency matters may result in disciplinary action. 

8. FIGHTING, HORSEPLAY, DAMAGING CITY PROPERTY 

Fighting, horseplay, and intentionally defacing or damaging City property are not permitted.  

Employees engaging in these activities will be subject to disciplinary action, which could include 

termination. 

9. ACCEPTING GRATUITIES 

Refer to the Ethics Policy. 

10. USE OF CITY TIME AND FACILITIES 

Refer to the Ethics Policy. 

11. BUSINESS INTEREST 

Refer to the Ethics Policy. 

12. USE OF POSITION 

Refer to the Ethics Policy. 

13. STRIKES 

No City officer or employee shall be a party to, participate in, or instigate any strike against the 

City. 

14. PERSONNEL RECORDS 

A.  All master/original personnel records for each employee are kept on file and maintained by 

the Human Resource Department or his or her designee.  Department heads may maintain 

separate personnel records for employees which may include, but not be limited to, items 

specific to the operations of the department.  These department documents will be copies of 

the originals that are maintained in the Human Resource Department. 

B. The human resource department shall also maintain the life insurance, vacation, pension and 

retirement, health insurance, and sick leave records for each employee.  All medical records 

shall be kept in a separate confidential file for each employee. 

C. It is the responsibility of each employee to update personnel information in his or her personnel 

file by notifying his or her department head of any information changes.  The City shall not be 

held liable when incorrect withholding, wrong beneficiaries, or loss of employee benefits result 

from the failure of any employee to keep personnel records current.   

D. Employees should be made aware that their personnel records may be subject to public 

inspection under the Freedom of Information Act.  Any employee whose records are requested 

by the public will be notified in writing as to who is making the request.  No medical, family 

or other personal information will be released and Social Security numbers will be protected. 

E. Individuals making a request for an employee’s personnel records must make the request in 

writing per open request forms. 
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F. Employees shall have the opportunity to respond in writing to any information that is added to 

their personnel file. 

15. DRESS CODE 

A. Due to the diverse nature of work the City conducts, it is not feasible to set a uniform dress 

code for all employees.  Some positions require uniforms and employees in these departments 

must wear their uniform, unless specifically excluded from doing so by the department head.  

It is the responsibility for each department head, with the approval of the city administrator, to 

set the dress code for their department.  When doing so, department heads should consider 

several factors; 

(1) Nature of work including, but not limited to: 

(a) Conditions of job site; 

(b) Level of physical activity; 

(c) Impact of weather on job; 

(2) Public and Customer contact: 

(a) Interaction with the public; 

(b) Public expectation or department/position; 

(c) Professional appearance.  

B. Dress codes may be changed seasonally for departments with employees who are frequently 

outdoors.   

16. CITY MATERIALS AND SUPPLIES 

A. It is unlawful for any employee to remove any piece of City material from City property, 

whether it is functional or not, without written consent from the city administrator.   

B. This policy includes office supplies, police equipment, scrap material, or any other item or 

items purchased by or donated to the City.  Employees who remove items without permission 

will be subject to disciplinary action and will be responsible for returning all items. 

17. CELLULAR PHONE POLICY  

This policy outlines the use of personal and City issued cell phones at work and the safe use of cell 

phones by employees while operating a vehicle.  

A. Personal Cellular Phones  

(1) While in a working capacity for the City, employees are expected to exercise discretion in 

using personal cellular phones.  Excessive personal calls during work, regardless of the 

phone used, can interfere with employee productivity and be distracting to others and may 

result in disciplinary action.   

(2) Flexibility will be provided in circumstances demanding immediate attention.  The City 

will not be liable for the loss of personal cellular phones brought into the workplace.  
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B. Personal Use of City Provided Cellular Phones  

(1) Where job or business needs demand immediate access to an employee the City may issue 

a cell phone to an employee for work-related communications.  Employees are expected to 

keep any personal use of their City-issued phone to a “de minimis use”, meaning infrequent 

or occasional.   

(2) Employees must reimburse the City for any expenses resulting from non-City activity.  

Text messages, images and other related phone functions are included.   

(3) Any inappropriate usage or content found on an employee’s phone will result in 

disciplinary action.  Employees who abuse cell phone privileges will be subject to 

disciplinary action.  Employees in possession of company equipment such as cellular 

phones are expected to protect the equipment from loss, damage or theft.  If an employee 

abuses, neglects or otherwise causes damage to a phone, the employee may be 

required to bear the cost of a replacement.   

(4) Upon resignation or termination of employment, or at any time upon request, the employee 

may be asked to produce the phone for return or inspection.  Employees unable to present 

the phone in good working condition when requested may be expected to bear the cost of 

a replacement.  Employees who separate from employment with outstanding debts for 

equipment loss or unauthorized charges will be considered to have left employment on 

unsatisfactory terms and may be subject to legal action for recovery of the loss.  

(5) All records with regard to City provided cell phones are considered public records.  This 

includes all calls, text messages (including content), emails and images sent and received.  

Erasing items from the cell phone’s memory will not erase all records.   

C. Safety Issues for Mobile Phones Use  

(1) Employees whose job responsibilities include regular or occasional driving and who are 

issued a mobile phone for City business use are expected to refrain from using  said device 

while driving. Safety must come before all other concerns. Regardless of the 

circumstances, including slow or stopped traffic, employees are expected to abide by state 

law regarding vehicle operation, to include laws regarding use of mobile devices.  

Employees should  pull off to the side of the road and safely stop the vehicle before placing 

or accepting a call or using other features (text, email, etc.) of the device. Alternatively, 

hands-free devices may be used when warranted and when not in conflict with state law 

regarding use of the same. Even with hands-free devices available, special care should be 

taken in situations where there is heavy traffic, inclement weather or the employee is 

driving in an unfamiliar area.   

(2) In situations where job responsibilities include regular driving and accepting of City 

business calls, hands-free equipment can be requested to facilitate the provisions of this 

policy.  Employees whose job responsibilities do not specifically include driving as an 

essential function, but who are issued a cell phone for business use, are also expected to 

abide by the provisions above. Under no circumstances are employees allowed to place 

themselves at risk to fulfill the City’s needs.   

(3) Employees who are charged with traffic violations resulting from the use of cell phones 

while driving will be solely responsible for all liabilities that result from such actions. 
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D. Professional Use of Cell Phones 

(1) Many cell phones are equipped with (or able to be equipped with) ring tones, pictures, 

covers, and other various “personalized” items.  As a result, employees should maintain a 

professional image with regards to their City issued cell phones and any personal cell 

phones that are present in the workplace or jobsite, especially with regards to ring tones. 

(2) Employees who have City issued or personal cell phones equipped with a camera or other 

image-recording device are expressly prohibited from using these functions without the 

express permission of the City and of each person whose image is recorded.  This provision 

does not apply to designated City personnel who use such devices in connection with their 

positions of employment. 

18. INCLEMENT WEATHER 

The City of Morristown will not close for Severe Weather Events. Employees should make every 

effort to be at work and be safe.  Employees are expected to report to work at their department’s 

stated shift/work day start time.  A copy of the entire Severe Weather Events policy is located in the 

human resource department or with your department head.   

 

19. TOBACCO/SMOKING POLICY/ELECTRONIC CIGARETTES(VAPING) 

A. Employees are prohibited from using tobacco, electronic cigarettes (vaping) or smoking inside 

any City building or City vehicle.  Employees may use tobacco, electronic cigarettes (vaping) 

or smoke in designated areas only.   

B. For public works employees, smoking at a job site is only permitted during breaks, and all 

cigarette or cigar butts must be removed from the site. 

20. ALL PRIOR RULES SUPERSEDED 

These policies shall be effective immediately upon their adoption by the City Council and shall 

supersede all previously adopted policies, rules and regulations, (with the exception of the Police 

Department’s General Orders, the Fire Departments operating procedures and the Civil Service Act 

and regulations or rules adopted pursuant thereto) to the extent such prior policies, rules, and 

regulations conflict with these policies, rules, and regulations. 

 

XIV. FORMS OF DISCIPLINARY ACTION AND PROGRESSIVE DISCIPLINE 

1. PURPOSE 

Disciplinary action may be required due to actions, inactions, behavior or other activities of an 

employee.  Employees may be disciplined on a progressive basis, with offenses accumulating.   

2. APPEALS PROCESS 

Any City employee shall have the right to appeal disciplinary actions such as reprimand, 

suspension, demotion, or termination, or any alleged violation of these policies.  To initiate an 

appeal, the employee may submit a request in writing in accordance with the City’s grievance 

procedures outlined in Section X. 
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3. TYPES OF DISCIPLINARY ACTION 

A. Verbal/oral reminder 

(1) A verbal/oral reminder may be issued at any time by a supervisor to an employee.  

Verbal/oral reminders may be documented by the supervisor.   

(2) Verbal/oral reminders are to be used as a tool to help a supervisor communicate in an 

effective, constructive manner with an employee. 

B. Verbal/oral warning 

(1) A verbal/oral warning may be issued at any time by a supervisor to an employee.  

Verbal/oral warnings must be documented by the supervisor and acknowledged by the 

employee.   

(2) Minor infractions such as a tardy, failure to adhere to the dress policy or other minor 

infraction committed by the employee for the first time may result in a verbal/oral warning. 

C. Written warning  

(1) A written warning may be issued at any time by a supervisor to an employee.  Written 

warnings must be documented by the supervisor and acknowledged by the employee and 

the department head.   

(2) A written warning may be issued for a minor infraction after a verbal/oral warning has 

already been issued.  A written warning may also be issued for a more serious offense 

without any verbal/oral warning being issued previously. 

D. Suspension 

(1) A suspension may be issued at any time by a department head with the approval of the city 

administrator.  Suspensions may be issued for employees who habitually commit minor 

infractions and have been warned through verbal/oral warning and/or written warnings.  

Suspensions can also be issued for major infractions committed by an employee with no 

previous verbal/oral or written warnings.   

(2) The length of the suspension will be determined by the department head with consultation 

from the human resource department and approved by the city administrator. 

(3) A written notice of proposed suspension, explaining the reason for the proposed suspension 

and offering the employee a pre-determination hearing, shall be provided by the human 

resource department to the employee as soon as it can be reasonably delivered.  The 

purpose of the pre-determination hearing is to give the employee the opportunity to 

challenge the proposed suspension.   

E. Demotion 

(1) A demotion may serve as a form of disciplinary action.  A department head may request a 

demotion if, in his or her opinion, the demotion is the only option for an employee who is 

unable to function in his or her current position. 

(2) Employees who refuse a demotion may be terminated from employment. 
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F. Termination 

(1) The city administrator may terminate an employee for just cause at any time.  Reasons for 

termination may include, but shall not be limited to: misconduct, negligence, 

incompetence, insubordination, unauthorized absences, falsifying records, violating any 

charter provision, ordinance or any of these personnel policies. 

(2) A termination may result from excessive violations of minor policies in which an employee 

received a verbal/oral warning, written warning, demotion and/or a suspension.  A 

termination may also result from a serious offense which may include, but shall not be 

limited to: sexual harassment, violence in the workplace, violation of the City’s drug 

policy, theft and forgery. 

(3) Any employee who is being considered for termination shall be placed on administrative 

leave.  A written notice of proposed termination, explaining the reason for the proposed 

termination and offering the employee a hearing shall be given to the employee and the 

hearing shall be held a minimum of at least three (3) days after the employee is placed on 

administrative leave. 

(4) The hearing shall include the employee’s department head, supervisor and a representative 

from the human resource department.  The purpose of the hearing is to give the employee 

the opportunity to challenge the proposed termination.  A final decision shall be rendered 

and given to the employee at the conclusion of the hearing.  

 

XV. AMENDMENTS TO THE PERSONNEL RULES 

1. AMENDMENTS 

A. Amendments may be made to the personnel policies at any time as approved by majority vote 

of the City Council.  The purpose of amendments may be for any of the following: 

(1) To update policies to reflect changes in local, state or federal law. 

(2) To address issues brought to the attention of the city administrator and are not specifically 

addressed by a policy. 

(3) To clarify a policy. 

(4) To improve the operations, efficiency or effectiveness of City services. 

(5) For any other reason deemed necessary by the city administrator or the City Council 

provided it is in the best interest of the organization and taxpayers of the City as a whole. 

B. All amendments shall include an effective date (to be approved by City Council), and the 

amendments shall be communicated in writing to employees before the effective date. 

2. SEVERABILITY 

A. Each section, subsection, paragraph, sentence, and clause of this policy document is hereby 

declared to be separable and severable.   
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B. The invalidity of any section, subsection, paragraph, sentence, or clause shall not affect the 

validity of any other portion of these rules, and only any portion declared to be invalid by a 

court of competent jurisdiction shall be deleted. 

3. SPECIAL NOTE 

These personnel policies are for information only.  This document is not an employment contract.  This 

document is a statement of current policies, practices, and procedures.  Nothing in this document is to 

be interpreted as giving employees any more property rights in their jobs than may already be given by 

the City charter.  These personnel policies shall be reviewed every two years or as needed.  The City 

reserves the right to change any or all such policies, practices, and procedures in whole or in part at any 

time, with notice to employees or for compliance with State and Federal Law.  The Civil Service Act 

of the City of Morristown shall take precedence over this document wherever a conflict exists for 

employees in the Police and Fire Departments. 
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