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TOWN OF JONESBOROUGH
Town Hall Board Room
123 Boone Street
Jonesborough, TN 37659

MEETING NOTICES
MONDAY, SEPTEMBER 9, 2024
7:00 PM

PUBLIC COMMENTS REGARDING AGENDA ITEMS

Members of the public wishing to speak concerning any item on the agenda during the Public
Comment period must sign up by calling the Town Administrative Office at 423-753-1030 with
their name, address, and subject about which they wish to speak no later than 2 hours before
the meeting if the meeting occurs during normal business hours or by 4:45 p.m. the day of the
meeting if the meeting occurs after hours. Otherwise, such member of the public must sign in
at the location of the meeting, prior to the beginning of the meeting, by seeing the Town
Recorder at meetings of the Board of Mayor and Aldermen, or the secretary or staff of any
board, commission or committee constituting any other governing body under this resolution.

Each individual shall be given three (3) minutes to address the Board regarding Agenda items.
Comments shall be limited to items on the meeting’s Agenda

PUBLIC HEARING

Ordinance Establishing an Updated Occupational Safety and Health Program Plan,
Devise Rules and Regulations, and to Provide for a Safety Director and the
Implementation of such Program Plan

Ordinance Amending the Town of Jonesborough Municipal Code, Title 1, Entitled

“Administration, Officers and Personnel” by Adding Chapter 23 Jackson Theatre
Board;

REGULAR MEETING

Call to Order
Opening Prayer
Pledge to the Flag
Roll Call
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CONSENT AGENDA

. Approval of Minutes

. Approval of Bills

. Town Administrator Report

. Operations Manager Report

. Committee Reports

. Supervisor Reports

. Declaration of Town Equipment as Surplus

. Town Sponsored Special Event — 2024 Christmas Holiday Events

. Jackson Theatre Grand Opening Event

AGENDA

Financial Report

Communications from the Mayor

a. Proclamation — Honor Flight of the Appalachian Highlands
b. Committee Appointments

c. Change of October Regular Meeting and Location

d. Employee of the Month

Citizen Comments

Aldermen Communications

Town Attorney Comments

OLD BUSINESS

A. Discussion and possible action concerning second and final reading of an
Ordinance to Establish an Updated Occupational Safety and Health Program Plan,
Devise Rules and Regulations, and to Provide for a Safety Director and the
Implementation of such Program Plan;

B. Discussion and possible action concerning second and final reading of an
Ordinance to Amend the Town of Jonesborough Municipal Code, Title 1, Entitled
“Administration, Officers and Personnel” by Adding Chapter 23 Jackson Theatre
Board;



7. NEW BUSINESS

A.

Discussion and possible action concerning first reading of an Ordinance Amending
the Jackson Theatre Budget;

Discussion and possible action concerning first reading of the following
Ordinances related to Stormwater in Title 11, Planning and Zoning:

1. Ordinance 2024-10, Chapter 2 Peak Stormwater Management and Erosion
Prevention and Sediment Control

2. Ordinance 2024-11, Chapter 18 Permanent Water Quality Stormwater
Management

Discussion and possible action concerning approval of the updated Town’s
Personnel Policy;

Adjournment.

































TOWN OF JONESBOROUGH
BOARD OF MAYOR AND ALDERMEN
AGENDA PRESENTATION

DATE: September 9, 2024

AGENDA ITEM #:

SUBJECT: Approval of Bills

Consent Agenda
2

Check Register - General Fund - August 2024

08/01/24
08/07/24
08/08/24
08/09/24
08/13/24
08/14/24
08/14/24
08/15/24
08/15/24
08/20/24
08/22/24
08/27/24
08/29/24
08/29/24

113078 - 110453
110454
110455 - 110539
110490- void
109902 - void
109241 - void
110540 - 110552
110653 - 110584
110585

110586
110587 - 110632
110633 - 110643
110644 - 110645
110646

$118,748.91
$6,544.45
$81,880.01
($169.38)
($100.00)
($550.00)
$82,496.10
$32,583.58
$17,259.72
$6,865.16
$316,813.96
$90,941.58
$2,048.34
$2,920.15

June
June
June

$758,282.58

Check Register- Water Fund August 2024

08/01/24
08/08/24
08/14/24
08/15/24
08/15/24
08/20/24
08/22/22
08/27/24
08/29/24

667770- 67804
67805 - 67831

67832 - 67839
67840 - 67849

67850

67851

67852 - 67873

67874 - 67877
67878

$28,531.93
$55,403.16
$21,411.01
$7,642.39
$17,846.25
$1,322.89
$182,425.37
$39,764.30
$1,987.27

June

$356,334.57









MEMORANDUM

To: Glenn Rosenoft, Town Administrator
From: Craig Ford, Operations Manager
Ref:  August 2024 Monthly Report

Date: September 06, 2024

We continued to work on the upgrades to Stage Road Park for the month of August. Overgrown
landscaping and some trees have been removed. New landscaping has been added. The overgrown
area around the springs have been completely cleaned and topsoil is being added to this area for
sowing grass.

New trees have been ordered and are slated to be here on September 23. Some of the dilapidated
playground features have been removed and new playground mulch has been installed. We will
be on this project for the rest of September, but the upgrades so far have been phenomenal, with
many people already complimenting the park’s new look.

The private contractor who has been storing the Shanks Oak for the Town requested it be moved.
This was no small feat. The Street Department did a phenomenal job getting the Oak moved to
Town property. It is now off the ground and is covered in tarps to help preserve the remains of the
tree.

The private contractor completed demolition of the old Solid Waste Building off of Britt Drive.
The contractor is currently removing the salvage he collected from the site. Once he has completed
his work, the Street Department will remove the rest of the debris.

Once the debris is removed, we will get the concrete pad prepared for the new building. 1 am
trying to get this new building under roof prior to winter in order that we can building the office
area for the Street Department, Solid Waste Department, and the Recreation Department.



Chris Craig began collecting plastic recyclables at our convenience site at the Town garage. Our
first load of plastics has now been taken to Carter County. Director Craig and I are pleased with
the results so far.

I was able to obtain the vehicle for Lauren Little this month as well. This vehicle was budgeted
for her position in Recreation.

As you are aware, we spent a great deal of time this month working on updating the Town’s
personnel policy manual. That document is now complete and ready to implement when the
Human Resource Director is hired.





















































































































TOWN OF JONESBOROUGH
BOARD OF MAYOR AND ALDERMEN
AGENDA PRESENTATION

Consent Agenda

DATE:. September 9, 2024 AGENDA ITEM #: 6

SUBJECT: Qn}jpr\lian Repnrtq

Fire Department

Main Street & Tourism
Utility Manager

Water Quality

Water Distribution
Wastewater

Water Treatment Plant
Senior Center

Police Department
McKinney Center

McKinney Program Manager
Animal Control

Street Department

Jackson Theatre OP Manager
Parks & Recreation

Building Inspector

—
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Alarm Date between

Incident
Number

24137333 §/1/2024

Alarm Date

- 11:48:47 AM

2024-08-01

Alarm

11:48 AM

Time

and 2024-08-31

Locatlon

446 HEATHER VIEW DR;

24138868 8/3/2024
4130806 /5/2024
e 12236

24140145 8:49:05 PM

- 8:16:34 PM

. 8:16 PM

12:32 PM

12:32:36PM 7T T
8:49 PM

236 LEESBURG RD

1200 W JACKSON BL | 622

: Clyde Miller RD & 322

- MILLER RD

" 8/5/2024

;24140131

: 24141257 : 817/2024

'8/7/2024

24141402 31634 pu

£ 10:00:43 PM

| 12:00:07PM

10:00 PM
12:09 PM

3:16 PM

1040 OLD BOONES .

215 HENSLEY LP LOOP 311

211 SCOTT LN 311

412

incident Llst by Alarm DatelTime

Inc:dent Type
: Code

322

Incident Type

Gas leak (natural gas or LPG)

Motor vehacle acc1dent With
injuries

' { No incident found on arnvai at

322

"1 8/8/2024

24142023 SIORAREN

2:10 PM

1113 PERSIMMON
RIDGE RD

' 24142161 8/8/2024

' 24142839 8/3/2024

8/9/2024
4:22:04 PM

1 8/ 9/ 2024

| 24142942

24142967

3 24143509 8/10/2024

8/10/2024
12:05:05 PM

| 8/10/2024

24143534

- 24143720

24144061 1 1/2024

24144312 8/11/2024
.
5:59:00 PM

'8/13/2024
9:27:01 AM

j 24145542 ; 8/13/2024

$ 24144349

. 24145495

| 24145552
R 77T
:1:24:24 PM

| 24145631
S f‘3/14/2024

24146129

24146185 : 8/14/2024

: 8/14/2024

1 24146213

24147489

24198390 sasa7pM
| 8/16/2024

' 241..?.?390 - 6:03:00 PM

1312352 PM

1 2:118:18 PM

11:32:29 AM

6:04:46 PM

(8B:23:52AM

- 4:49:19 PM

| 7:40:27 AM_

8/16/2024

;;603PM

111046 A 10 AN

11:25:4gaM B2 AM

: 5123 PM

1?422 PM

e o

354 BERRY RIDGE RD 611
122 TIPTON RD

905 W COLLEGE ST 322

122 TIPTON RD

$11:32 AM

£ 12:05 PM

6:04 PM

. B:23 AM

3 VICTORY RD

139 MT ZION CHURCH : .,
RD

629 TELFORD-NEW

231 NUCKLES DR

470 HIGHWAY 81 N 322

1:24 PM
Vidhoam  weomn |
7.40AM
8:27 AM
6:03 PM

4146 PM ;

- 8/17/2024

[ 24149006 5.14:38 PM

{5:14 PM

. 110 S SECOND AVE

1007 BOONES CREEK .
RD

773 SUMMIT DR

745
121 W MAIN ST

59 BOONES CREEK
RD

802 MILL SPRINGS RD °

707 E JACKSON BL :

707 E JACKSON BL
106 ROYAL OAKS DR

122 TIPTON RD

36 QUAIL RIDGE WAY

{182 WOODLAND CR

© 1201 HALES CT

311
Page 1.

744
:f 311
311

444

311

311

L a13

L 743

- 745

622

 dispatch address

. Motor vehicle accident wnth
- Injuries

o Motor vehicie acmdent WIth “
| njuries

. Medical assist, assist EMS crew
Medical assist, assist EMS crew

“Detector activation, no fire -
__unintentional

. 311

E 311

- Mc“itor vehicle a“céi'dent with
| Injuries

: Power line down

: Medical assist, assist EMS cre

: fire - unintentional

: Dispatched & canceled en route

: Medical assist, assist EMS crew

Medical assist, assist EMS crew ;f

?1000294

‘1000297

NFIRS :
Number

“1000290
1000291
1000292

- 1000293

1000295
- 1000296
1000298

1000299

£ 1000300

1000301

¢ Medical assist, assist EMS crew ;

. Motor vehicle accident with 1000305

injuries

000302

Medical assist, assist EMS crew

" Oil or other combustible isd&i&
..seil

Alarm system activation no

. Service Call, other

. Medical assist, assist EMS crew

Alarm system activation no

i fire -unintentional -

' Good intent call, other

1000306

1000307

. Medical assist, assist EMS crew :

Smoke detector acti'\a;ation, no .,
; fire - unintentionai

Aiarm system actwatlo

: fire - unintentional
No incident found on arrival at :

Ispatch address

: Medica! assist, assist EMS crew |

1000308

1000309

'1000310

1000311

000312

1000313

1000314

1000315

1000316

1000317

1000318




24149041

1 24149635

| 24150065
. 24150303

| 24150753

24150895

24151503

: 24151573

: 24151649

24152381

'8/17/2024

6120132 PM

. 8/18/2024
- 8:29:05 PM

K '8/19/2024

"8/19/2024
7:00:40 PM

R '8/20/2024

4:32:32 PM
8/21/2024

" '8/21/2024
- 8/21/2024

1§ 7:24:53 PM
8/22/2024

8/2

| 2:58:28 PM

3:11:54 PM

| 2:58 PM

' 5:11 PM

7:24 PM

;849PM

186 MILLER RD

12:25 PM

f 117 LEACH CR

1007 BOONES CREEK
RD

126 E MAIN ST

135S LINCOLN AVE
201 SKYLINE RD

OLD STATE ROUTE 34

56 MILLET LP

169 GREEN POND RD

$ 131

;611
142

311

{32

311

622
600

311

! Passenger vehicle fire

Medical assist, assist EMS crew

" No incident found on arrival at . ,
i dispatch address

. Good intent call, other

éh-a nd-grass

Brush o
- mixture fire

| Medical assist, assist EMS crew ;,;

. Motor vehicle accident with
Ldnjuries .

350 TREADWAY TR RD |

369 OLD EMBREEVILLE |

{ No incident found on arrival a

Medical assist, assist EMS crew ‘

- 1000327

. Trash or rubbish fire, contained:

1000319

1000320

Dispatched & canceled en routei 1000322

1000321

1000323

| 1000324

1000325

1000328

1000326

24152781 1: 01 PM RD - 622 - 1000329

1:01:09 PM

1 8/24/2024
10:312:19PM

 dispatch address

: 308 PERSIMMON LN 600 ! Good intent call, other

£ 24153629 10:12 PM 1000330

;24154627

?24155215
;24i55547'

?24157099
24157378

124157774

: 24157997

24158039

©8/26/2024
2:31:40 PM_

8/28/2024
- 2:31:03 PM

ey
| 7:26:46 AM

8/29/2024
4:47:55 PM_

" '8/30/2024

| 4:16:06 AM_
3/30/2024

o
[9:52:55PM ¢

CLYDE MILLER DR

295 HIGHWAY 81 N

{ 142

125 MAGNOLIA RIDGE

636 TAVERN HILL RD
¢ 1323 HUFFINE RD
BOONES CREEK RD

1650 MILL SPRINGS . 444

g 400 W JACKSON BL #4

1 743

322

1M

324

Page 2.

142

735

Brush or brush-and-grass
; Mixture fire

£ 1000331

- Smoke detector activation, no
; fire - unintentional

* Motor vehicle accident wuth 1000333

___m]unes

mixture fire

Forest, woods or wildland fire

Brush or brush and grass 1000334

1000332

'1000335

- Motor vehicle accident with no

ftnjuries,

- Power line down

Alarm system sounded due to

| malfunction

1000336

- 1000337

1000338




Alarm Date between

2024-08-01

Alarm Date

and 2024-08-31

' Incident Number

NFIRS Number

Addresses Combined More

 Incident Type Code

8/22_/2Q 4 _8-:4_9:0_1 PM

24152381

1000328

359 TREADWAY TR RD

8/17/2024 6:29:32 PM

24149041

186 MILLER RD

8/30/2024 4:16:06 AM

24157374

© 8/29/2024 4:47:55 PM

| 24157099

1000334

636 TAVERN HILL RD

;1000324

OLD STA

8/7/2024 12 09:07 PM_

24141257

| 8/7/2024 3:16:34 PM__
. 24142839

8/9/2024 2:18:18 PM

24141402

..s 1000295
.1.1000296
1000299

2151 HENSLEY LP LOOP

1211 SCOTT LN
122 TIPTON RD

8/9/2024 4:40:13 PM

: 24142967

© 8/10/2024 11:32:29 AM

8/10/2024 6:04:46 PM

| B/11/2024 4:49:19 PM

'8/14/2024 7:40:27 AM_
8/15/2024 6:03:08 PM
8/18/2024 8:29:05 PM |

24143509

Aoooso1
1000302

139 MT ZION CHURCHRD

122 TIPTON RD

124143720
24144312
24146129

24147489 o

8/21/2024 5:11:54 PM

i 8/21/2024 2:58:28 PM

4149635
124151503
24149006
24151573

11000304

000320

1000306
1000312
000315

231 NUCKLES DR
. 1007 BOONES CREEK RD

707 EJACKSON BL
122 TIPTON RD -
1007 BOONES CREEK RD

1000318

1000326

59 MILLET LP

_____ 117 LEACH CR
1201 HALESCT

.1 8/3/2024 8:16:34 PM
:8/5/2024 8:49:05PM

/5/2024 10: 00:43 PM

| 24138868
24140145
24140181

; 1000293
1000294

: 8/9/2024 4:22:04 PM

24142042

24144061

8/11/2024 8:23:52 AM

. 8/29/2024 7:26:46 AM

L 8/21/2024 7:24:53 PM |

24151649

24136647

1000291

1000300

236 LEESBURG RD

.905 w COLLEGE ST
O_HIGHWAY 81

169 GREEN POND RD

8/30/2024 3:22:10 PM

24157774

BOONES CREEK RD

8/1/2024 11:48:47 AM

446 HEATHER VIEW DR

8/11/2024 5:55:00 PM

773 SUMMIT DR

8/10/2024 12:05:05 PM

1650 MILL SPRINGS RD

| B/30/2024 8:54:20 PM

8/13/2024 1:24:24 PM

802 MILL SPRINGS RD

'8/24/2024 10:12:19 PM

24‘1'53526 e

308 PERSIMMON LN

18/8/2024 5:23:52 PM

8/19/2024 7:00:40 PM

24142161
24150303

1000322

1000298

354 BERRY RIDGE RD
135 S LINCOLN AVE

8/5/2024 12:32:36 PM |

24139896

11000252

Page 1.

QE_1200 W JACKSON BL




18/16/2024 6:03:00 PM
8/23/2024 1:01:09 PM

':”24.\152781

24148330

1000317
1000329

8/19/2024 12:25:22 PM

24150065

1000321

126 E MAIN ST

182 WOODLAND CR

8/30/2024 9:52:55 PM

24158039

400 W JACKSON BL #4

8/14/2024 8:27:50 AM

24146213

' 8/28/2024 2:31:03 PM

24156215

21000314
. 1000332

106 ROYAL OAKS DR

125 MAGNOLIA RIDGE DR

8/8/2024 2:10:55 PM

24142023

1113 PERSIMMON RIDGE RD

| 8/13/2024 11:10:46 AM.

24145495
24145542

| 8/16/2024 4:46:47 PM | 24148340

1000308
1000309

110 5 SECOND AVE
121 W MAIN ST

Page 2.

1000316

36 QUAIL RIDGE WAY



Fire - Incident Types Codes with Detail Breakdown

Date: Tuesday, September 3, 2024
Time: 8:33:27 AM

Alarm Date between

Incident
Type
Group

Incident

Type
Code

2024-08-01

Alarm
Date

8/22/2024
8:49:01 PM

8/17/2024
6:29:32 PM

8/30/2024
4:16:06 AM

8/20/2024
4:32:32 PM

8/26/2024
2:31:40 PM

8/29/2024
4:47:55 PM

8/7/2024
12:09:07
PM
8/7/2024
3:16:34 PM

| 8/9/2024
2:18:18 PM
8/9/2024
4:40:13 PM
8/10/2024
11:32:29
AM

8/10/2024
6:04:46 PM

8/11/2024
4:49:19 PM
8/14/2024
4:40:09 AM
8/14/2024
7:40:27 AM
8/15/2024
6:03:08 PM

8/17/2024
5:14:38 PM

Incident
Number

24152381

24149041

24157374

24150895

24154627

24157099

24141257

24141402

24142839

24142967

24143509

24143720

24144312

24146129

24146185

24147489

24149006

and 2024-08-31

NFIRS
Number

1000328

1000319

1000335

1000324

1000331

1000334

1000295

1000296

1000299

1000301

1000302

1000304

1000306

1000312

1000313

1000315

1000318

Incident Type

Trash or rubbish
fire, contained

Passenger
vehicle fire

Forest, woods or
wildland fire

Brush or brush-
and-grass
mixture fire
Brush or brush-
and-grass
mixture fire

Brush or brush-
and-grass
mixture fire

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Medical assist,
assist EMS crew

Page 1.

Action Taken 1

Extinguishment by
fire service
personnel

Extinguishment by
fire service
personnel

Extinguishment by
fire service

| personnel

Extinguishment by
fire service
personnel

Extinguishment by
fire service
personnel

Extinguishment by
fire service
personnel

Provide manpower’

Provide manpower
Provide manpower

Provide manpower

Provide manpower,

Provide manpower
Provide manpower
Provide manpower
Provide manpower
Provide manpower

Provide manpower

Property
Use Code

419

962

931

931

962

931

419

419
419

419

419

419

419

419

419

419

419

Property Use

1 or 2 family
dwelling

Residential street,
road or residential
driveway

Open land or field

Open land or field

Residential street,
road or residential
driveway

Open land or field

1 or 2 family
dwelling

1 or 2 family
dwelling

1 or 2 family
dwelling
1 or 2 family
dwelling

1 or 2 family
dwelling

1 or 2 family
dwelling

1 or 2 family
dwelling
1 or 2 family
dwelling
1 or 2 family
dwelling
1 or 2 family
dwelling

1 or 2 family
dwelling



| 8/18/2024
{ 8:29:05 PM -

. 24149635

' 1000320

¢ Medical assist,
| assist EMS crew &

. Provide manpower;

$8/21/2024
2:58:28 PM
8/21/2024

| 24151503

I 5:11:54 py | 24151573

1000325

| Medical assist,

assist EMS crew . Provide manpower

Medical assist,
assist EMS crew
i4

: Provide manpower|

419
419

419

i 1 or 2 family
L dwelling
1 or 2 family
o dweling
: 1 or 2 famity :
_ dwelling

. 8/3/2024
. 8:16:34 PM

- 8/5/2024

¢ 8:49:05 PM
a/5/2024

. 10:00:43

- PM

| 8/0/2024

 4:22:04 PM

8/11/2024

8/21/2024

24138868

24140145

24140181

24142942

24144061

8:23:52 AM

| 24151649

24156647

1000293
1000294

£ 1000300

- 1000327

| 1000291

© 1000305

. 1000333

Injuries

*Motor vehicle
: accident with

_ injuries
: Motor vehicle

Jlniuries
. lnjuries

dnjuries
. Motor vehicle

: accident with

:Injuries

Motor vehicle

¢ accident with

Motor vehicle
accident with

Investigate

Investigate

accident with ¢ Investigate

Motor vehicle

accident with  Investigate

Motor vehicle

accident with i Investigate

Provide manpower:

Investigate
injuries

962

062

. Residential street, *
| road or residential:

: Residential street,

: road or residential
| driveway
. Residential street, :
: road or residential
; driveway

: 1 or 2 family
i dwelling

~ Residential street,

_ driveway
. Forest,

_woodland

road or residential

timberiand,

Highway or
divided highway :

| 24157774

. 1000336

Motor vehicle
: accident with no

: Investigate

: 961

: Highway or
- divided highway .

8/1/2024
£11:48:47
M.

' 24137333

| 1000290

. Gas leak {natural:
. gas or LPG)

Provide manpower:

419

: 1 or 2 family

dwelling

. B/11/2024
- 5:59:00 PM

© 24144349

. 1000307

- combustible liquid; Investigate

O:i“or outhér

spitt

‘962

: Residential street, “
: road or residential
 driveway '

8/10/2024
| 12:05:05
M

| 8/30/2024

24143534

| 8:54:20 PM 524157997

£ 1000337

1000303

Power line down

: Power line down

: Investigate

 Investigate

410

| 962

1 or 2 family
: dweling
* Residentlal street, -
: road or residential;
. driveway "

Page 2.




e T R
i dwelling

. 8/13/202
$1:24:24 P

: Bf13/2024

|11:25:48 | 24145552 1000310 « 500d Intent call,

other : Investigate 3 931 Open land or field :

24150753 | 1000323 Investigate 931  Open land or field |

Lren
f10:12:19 ::24153629 : 1000330
PM ‘

900 Outside or special

: Investigate . property, other

- other

8/8/2024

- R:23:52 PM
. 8/19/2024
,.7:80:40 PM ¢

nceled en route, CNCelied en route UUY - Undetermined

Dispatched &
anceled en route'____(__:ihce“e‘j en route; 4}9

2

$ 24142161 | 1000298

" 1or2 family
. dweiling .

24150303 1000322

8/5/2024 | o : No incident found

12:32:36 . 24139896 1000292 @ on arrival at ! Investigate

PM i dispRtC address |

" : No incident found

; g{ égf ggz:M 24148390 1000317 onarrivaiat | Investigate

5 _ dispatch address . E I
. 8/19/2024 : ! No incident found : : Church, mosque, |
1 12:25:22 24150065 : 1000321 : on arrivat at i Standby 131 synagogue, :

. PM I LI . dispatch address : & emple, chapel

: : ‘ No Incident found

! 120109 PM 24152781 : 1000329 g:‘;;;;ivaf at . Investigate NNN : None

Highway or :
961 divided highway °

419 tlor 2 family
| ; dwelling

: Alarm system ; :
: sounded due tc | Investigate - 511
maifunction

¢ Convenience

. 8/30/2024
24158039 | 1000338 - store

: 9:52:55 PM

: Smoke d.etéctor
| activation, no fire | Investigate 419
__ .- unintentional
: : ; . Smoke detector : i ;
S, 24156215 1000332 | activation, no fire| Investigate 419  1or 2 famlly
I ubibadiil - unintentional - ? joee

2

© 8/14/2024 : ' 1 or 2 family
8:27:50 aM | 24146213 1000314 ' dwelling

: : : | Detector
g/ %z_gé“m : 24142023 © 1000297 | activation, no fire | Investigate
L . ~unintentional -

429 Muitifamily
: dwelling

Page 3.



. Alarm system :
; activation, no fire  Investigate
e Cunintentional | _ S
: 8/13/2024 : ¢ Alarm system T
. 11:10:46 | 24145542 | 1000309 | activation, no fire . Investigate - 181 .,'t-r':;‘:t%?ff"’ma"‘ie
CAM |- unintentional S S

i Museum

 8/13/2024 | ;
9:27:01 AM 24145495 1000308

; : : Alarm system :
.j ‘BIIig/igZ;M : 24148340 : 1000316 | activation, no fire Investigate
RS B ; - unintentional

Page 4.



Alarm Date between 2024-08-01

District
Code

. Incident Type -

and 2024-08-31

A.Iarm béte '

Incident
Number

Addresses Combined
More

8/20/2024 4:32:32
pM

24150895

1000324

OLD STATE ROUTE 34

ATy e
1PN
1P
1AM

LAM

4O §
© 8/17/2024 5:14:38

gg/2024 3:16:34 24141402

| 24143720
T T T T S

8/14/2024 4:40:09

8/14/2024 7:40:27

8/18/2024 8:29:05

PM

8/21/2024 5:11:54
PM

. 24145006

| 24151573

£ 24149635

- 1000296

1000304
1000306
1000312
e
—
.]..000318

1000326

211 SCOTT LN

: 231 NUCKLES DR

1007 BOONES CREEK RD

707 E JACKSON BL

. 707 E JACKSON BL

. 1007 BOONES CREEK RD

59 MILLET LP

1 8/5/2024 4:22:04

: PM |24 142942

1000300

905 W COLLEGE ST

8/30/2024 3:22:10
PM

. 1000336

24157774

! glj\124/2024 10:12:19 24153629

BOONES CREEK RD

£ 1000330

. 308 PERSIMMON LN

'8/19/2024 7:00:40

PM 24150303

1000322

135 S LINCOLN AVE

M

8/5/2024 12:32:36

8/19/2024 12:25:22

| 24150065

24139896 .

1000292

1000321

1200 W JACKSON BL

: 126 E MAIN ST

| 24158039

: 1000338

: 400 W JACKSON BL #4

8/14/2024 8:27:50
AM

24146213

- 1000314

06 ROYAL OAKS DR

© 8/8/2024 2:10:55
M

24142023

£ 1000297

- 1113 PERSIMMON RIDGE
RD

8/13/2024 9:27:01
_AM

T 8/13/2024 11:10:46
AM

24145495

24145542

. 1000308

1000309

10 5 SECOND AV

121 W MAIN ST

| 8/22/2024 8:49:01
PM

- 24152381

1000328

359 TREADWAY TR RD

Page 1.




: 8/17/2024 6:29:32

PM

$ 24149041

1000319

186 MILLER RD

8/30/2024 4:16:06

24157374

1000335

1323 HUFFINE RD

- AM

8/29/2024 4:47:55
L
8/26/2024 2:31:40

£ 1000334

- 636 TAVERN HILL RD :

APM
8/9/2024 4:40:
M

PM

241548627

1000331

1 295 HIGHWAY B1 N

8/7/2024 12:09:07

M

8/9/2024 2:18:18

8/10/2024 11:32:29
AM

| 24141257

| 24142839

| 24143509

8/15/2024 6:03:08

ik

8/21/2024 2:58:28

. PM

24151503

24142967

. 1000295

© 1000299
£ 1000301

- 1000302

1000315 :

1 1000325

215 HENSLEY LP LOOP :

| 122 TIPTON RD
iizz?ﬁpfoﬁ RD
139 MT ZION CHURCH RD
”££;iTpT6; QD e

117 LEACH CR

M
8/21/2024 7:24:53

: 8/3/2024 8:16:34
5L
. 8/5/2024 8:49:05

M.

©8/5/2024 10:00:43
M
8/11/2024 B:23:52

L AM

1 24138868
24140145

| 24140181 3

24144061

: 1000291

1000293

1000294

£ 1000305

" Clyde Mifler RD & MILLER

! 236 LEESBURG RD

RD

+RD

. 1040 OLD BOONES CREEK

470 HIGHWAY 81 N

8/29/2024 7:26:46

© 24156647

24151649

[ 1000333

© 1000327

: CLYDE MILLER DR

. 169 GREEN POND RD

' PM

B/11/2024 5:59:00

PM

24144349

{ 1000307

- 773 SUMMIT DR

B/10/2024 12:05:05
PM

. 8/30/2024 B:54:20

24157997

: 24143534

. 1000303

- 1000337

L VICTORY RD

629 TELFORD-NEW

. 1650 MILL SPRINGS RD

11000311

24145631

. 802 MILL SPRINGS RD

8/13/2024 11:25:48
AM

8/20/2024 1:17:08 24150753

PM

24145552

© 1000310

. 1000323

- 1959 BOONES CREEK RD

' 201 SKYLINE RD

8/8/2024 5:23:52

24142161

: 1000258

| 354 BERRY RIDGE RD

PM

: 350b

B/16/202
PM

. 24148390
e e

;24152781

: 1000317

82 WOCDLAND CR

| 369 OLD EMBREEVILLE RD

: PM

£ 1000329

B/28/2024 2:31:03

PM

| 24156215

Page 2.

£ 1000332

: 125 MAGNOLIA RIDGE DR



i 8/16/2024 4:46:47

PM 24148340 1000316 ‘36 QUAIL RIDGE WAY

8/1/2024 11:48:47

M . 24137333 | 1000290 446 HEATHER VIEW DR

Page 3.



Alarm Date between

Total Incidents

2024-08-01

o

and 2024-08-31

Monthly Breakdown of Incidents

o

ik

Month

Page 1.




Date: Tuesday, September 3, 2024

Fire - Incident Types Time: 8:30:29 AM

Alarm Date between 2024-08-01 and 2024-08-31

Fire Incident Type Breakdown

| Incident Type Group
100 - Fire |6

| 300 - EMS 22

| 400 - HAZMAT - a

| 500 - Service Call 1

| 600 - Series 9 B
700 - False Alarm 17

’ |49

| 500 - Service Call (2.04%)

Page 1.







Alarm Date between  2024-08-01 and 2024-08-31

Monthly Breakdown of Incidents
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Alarm Date between 2024-08-01 and 2024-08-31

. City  2024-08-01

‘JohnsonCity 3.

L A3 A
- ,49 S —

Page 1.
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Starytelling Capitat of the World”
Cameo Waters
Director of Tourism & Main Street
August 2024 Monthly Report

Updates and Projects
1. Main Street and Downtown Update

2. Tourism Update
3. Marketing

4. Events

5. Other

Main Street and Downtown Update

Attended the JAMSA board meetings for the month, muitiple marketing meetings, event
meetings

Reached out to merchants about ribbon cuttings and info for new businesses

Tourism update

Attended NETTA board meeting

Attended TDTD webinar about the TN Songwriters event in February

Submitted a grant through TN Museums to renovate the restrooms inside of the Visitors Center
Worked with TDTD on the State’s publication guide

Working with TDTD on a German travel writer to visit in October

Created a photo library for TDTD to post about Jonesborough in the fall

Working to bring a group of seniors to the area in June 2025 for a half day visit

Marketing
Met with Amber and Creative Cat to discuss Jackson theatre website design
We are continuing our weekly segment on WICW. The goal is to share information regarding

Town projects and to keep individuals informed

Kept up with needed marketing tasks for all departments and events- McKinney center,
wetlands, brews & tunes, MOTS, JAMSA events, etc.

Attended Jackson Theatre’s programming committee meeting



Events
Met with the Goose Chase to recap the Harry Potter event

Began accepting vendors for Made Around Here Market craft show and reached out to past

=

vendors
Attended Storytelling Resource Place reception

Other
Held interviews for open positions
On boarding and training with new staff



Utility Manager Monthly Report
August 2024

AH utilities departments operated under normal operating conditions for the month of August.

installed 45 new service taps and repaired 47 service leaks for the month of

August The distribution department also completed 30 miscelianeous work orders and focated 227 TN
811 one cails.

read 13,526 meters for the month of August. The Water Quality Department
cut off 1177 meters with 115 of those for nonpayment. The Water Quality Department had a total of
15,866 total actions taken in the month of August. As of August 31%, the Water Quality Department has
changed 13,526 meters to the new AMR meter system. The Water Quality Department completed all
scheduled flushing for the month of August.

int processed 85.61 million gallons of water with a daily average of 2.761 million gallons per
day in the month of August. The Water Treatment plant is operating at full capacity and is in need of an
upgrade. Persimmon Ridge Tank has maintained an average level of 42 feet for August and Woodlawn
Tank has maintained an average level of 23 feet for August.

operated under normal conditions for the month of August. Wastewater had 3
releases in August due to infrastructure failures. The North Cherokee extension is at the 99% completion
mark. The new school sewer was completed. All industries are within compliance except for Sungwoo
Hi-Tech which is currently out of compliance due to service connection in its QC lab. The WWTP is
operating well. The diesel redundancy pump did operate in August. The month of August experienced 9
days of precipitation for a total of 1.54 inches. The need for further I&| work is still apparent. Current
data indicates a daily inflow rate between 30-45 %. For August, this rate was 28%, equating to an
average of nearly 177,000 gallons daily.

: v finished McCall Rd. on June 25% and has been installing 12” DIP at
the WCIP and has finished the construction of the 12”DIP at the industrial park. The construction crew
will be starting a new water line project on Jackson Bridge Rd. To date the Construction crew has
instalied @ 86,000 of 6” DIP and @ 4,000" of 12” DIP,




We had a busy July in Utilities. As of August 31%, 2024, the Wastewater Department has 3 vacancies,
Water Distribution has 5 vacancies, Water Quality has 1 vacancy, and the Water Treatment Plant has no
vacancies. We are actively interviewing potential employees, but we struggle when it comes to start out
pay to attract the people with the skill set, we need. | am working daily with GRW on the planning and
design phase of the Water Treatment plant, transmission line and “A” Station replacement. We have
submitted the new Water Plant plans to SRF and USDA for review. We should be getting feedback in a
few weeks on what the next steps are that we need to take. | am also working with Brightridge to
formulate a plan to install generators at our pump stations and at the Water Treatment plant.

Kevin Broheck

Utility Manager




Town of Jonesborough
Water Quality Department
'Monthly Report
August 2024

Meters Cut Off: Meters Rechecked:

Meters Read: Meters Cut On:

13,526 195 177 116

Meter Maintenance: Water Cut Off List; Customer Inquiries:

35 Meter Lids Replaced 115 71
67 Meters Marked
139 Meters Serviced

117 Locations Entered in Harmony

Water Line Flushing:

39

Valve Maintenance:

22 Valves exercised

Dispatch & Service Calis:

565

Service Line Leaks:

57

Cross Connection:

Physical Files Created: 3

Digital Files Created: 9

Total Actions Taken:

Reports & Spreadsheets:

15,866

490

. Water Line Locates:

52

New Services:

67




TOWN OF JONESBOROUGH

123 BOONE STREET
JONESBOROUGH, TN 37659
TELEPHONE {423) 753-1030

Fax (423) 753-~-1074

Monthly Report August 2024

Water Distribution
Complaints Total- 6 5 - Total Complaints Last Month
Taps Installed - 45 41 - Total Taps Last Month
Tennessee One Call ~227 - Total Last Month

This Month there were 227 locations marked on our Water System for proposed work such
as Telephone Co, Gas co, Cable co, and Power Board.

Water Leaks Total- 47 42 - Total Last Month
Down Meters Installed Total-0 0 - Last Month
Meter Box Replaced Total - 3 4 - Total Last
Month

Paving Locations~ 4 8- Total Last Month

Yard Work Clean Total-0 0- Total Last Month




1. Yardsto sow (7 7)
2. Work on the Grant Funding with GRW Engineering for water line replacement.
3. Tapstobedone =8

GPS Project Goals
August 2024: For the month of August 2024 there were no GPS points surveyed.

The GPS crew started back up in November 2021. This is a summary of the progress made
since the end of February 2022.

s 163,907 meters or 107 miles of water line
s Valves—-430

s Meters—-1,703

e [Hydrants —94

e Blow(Off-75

The following data is a surmmary of the work provided by our part-time interns mapping our

water system from July 2020- July 2021.
Linear feet of water line GPS- 908,625’

Miles of water line GPS- 171 miles
Meters GPS- 3,846

Valves GPS- 767

Hydrants GPS-133

We currently have 1/3 of our water lines GPS.

GPS- The Town of Jonesborough water system is approximately 35% mapped, with
approximately 1,848,000 feet of water line in the ground. The Goal is to get all water lines,
valves, hydrants, and meters mapped in a GIS format that can be used on an IPAD for
reference online size and valve location. This will reduce time spent on leak repair and help
with isolating the water system in putting the fewest customers out of water during a leak
repair. {t has been suggested that we utilize an intern program from ETSU for the summer.




This will help tremendously due to the department being shorthanded and having only
limited time to dedicate to GPS program. Currentty we are looking at 10-15 years before the
water system is completely mapped.

Meter Change Out Program

large meters updated and functioning at AWWA
q). All large meters will have a bypass so they can
be repaired and tested without customer water interruption. It is suggested the meters be
tested on a yearly basis for accuracy. Working with a spreadsheet of our top water
consumption customers we have been replacing antiquated meters with new compound
meters. We have about 21 businesses on the list that are due for meter change out. Koyo
4%, Academy Hills 2, Davey Crocket High School 4”, Chuckey Sales meter and Hexpol
have been changed out as part of the program bringing the totat to 16.

It is the goal for the Water Distribution to replace 1 large meter a week when in stock. The
agenda is to maintain accurate meters, so the Town of Jonesborough does not lose
revenue. We have around 1300 residential meters to replace.

For the manth of August Town Crew

The Town Crew has concentrated their efforts on repairing all leaks (47) due to the drought
and storage tank levels.

Upcoming Line Extensions Town Crew

Vines Farm- 800’ of 2” plastic line.

Drain Lane 350’ of 2”7




Completed Line Extensions Town Crew
Paynetown Road 300° -

Industrial Park EDA Project 4,000°-
Fire line 6” k-8 schooi
Big Wood Road 750°0f 67 D.1.-

K-8 School 2” line and water spigots.

Upcoming Line Extensions County Crew

¢ Taylor Bridge Road
» Highway 11E Slaughterhouse - 1,000’

e Jackson Bridge

County Crew Completed Projects

Treadway Trail- 3,000” Di—County Crew €

Greenwood Drive- Cecil Gray to Mill Springs 3,100° DI, Shipley Ct to Oliver Edwards
2,000’ DI - County Crew Gompleted

Ralph Hoss 4,300° DI — Gounty Crew-
Mathes Circle/ Nolechuckey Fire Dept 800° County Crew-(
Malone Hollow- County Craw-

Saylor Hill Road- County Crew -
Rock House Road- 1300°- ¢

Dry Creek Road-




County Crew Progress

Forthe month of August, the county crew installed a 1,000 of 12” waterline. The crew
also installed 3- 12” tees and 9 valves. The crew are done laying waterline on the
project. The crew still have to do the cleanup and pave 120°x3’ trench on the driveways.




TOWN OF JONESBOROUGH

"
3 122 BOONE STREET
f JONESBORCGUGH, TN 37659

TELEPHANE {423} 753-103¢C

e B ; ’
Ly~ 3 W Fax (423} 753-1074a

Wastewater — August 2024
Monthly System Operations Summary

Date: September 3, 2024

Customer Cails:

Total: 4 Resolved: 4
IN81I: Taken: 408 Required Action: 227
Sewer Taps:

New: 3 Completed: 4 Pending: 3

* Contracted Taps were consolidated from active records.

Projects Underway:

1. Washington County Industrial Park EDA Project
2. Cleanup & Paving North Jonesborough Community

System Maintenance:

Line Cleaning: (° Line Inspections: (’
Station Repairs: 3 Station Cleaning: 37

Overflows/Releases/Bypasses:

* Release — 8/2/24 — Bob White Pump Station
® Reclease — 8/9/24 — Marvin Carter Force Main
s Release ~ 8/22/24 — Walnut Grove Force Main

Pending Contracted: 134%

System Repairs: 1
STEP Unit Repairs: 1




Town of Jonesborough : August 1, 2024
Environmental Services A Sih;'lll r024
Department Monthly Report ugust S L,

Wastewater Plant: The WWTP is running well. The Diesel Redundancy Pump did operate in
August. The month of August experienced ¢ days of precipitation for a total of 1.54 inches. The need for
further I&T work is still apparent. Current data indicates a daily inflow rate between 30-45%. For

August, this rate was 28%, equating to an average of nearly 177,000 gallons daily. No Bypasses occurred
in the Month of August.

Wastewater Plant Compliance — Augsust 2024
CBOD Monthly 5mg/l - 271b/d 21mg/l — 1671b/d
CBOD Weekly Smg/l — 281b/d 25mg/l — 2081b/d
CBOD Daily 6mg/l — 97%Rmv 30mg/l — +40%Rmv
Ammonia Mo. 0.4mg/1 — 2.41b/d 8mg/l - 671b/d
Ammonia Wk. 0.8 mg/l - 4.71b/d 12mg/1 — 1001b/d
Ammonia Day. 1.2 mg/l 16mg/l
TSS Monthly 3mg/l - 17lb/d 30mg/1 - 2501b/d
TSS Weekly 4mg/i — 55Ib/d 40mg/1 ~ 3041b/d
TSS Daily Smg/l — 97%Rmyv 45mg/l ~ +40%Rmyv
E. coli Monthly 22/100ml 126/100m]
E. coli Daily 91/100ml 941/100mi
Chlorine 0.32 mg/l 2.0mg/1
Sett. Solids 0.1mV1 1.0mlA
Diss. Oxygen 7.3 mg/l 6.0mg/l Minimum
pH 7.2s5u/7.9su 6su — 9su min/max

Please note that the information provided in the compliance table is aceurate through 8/30/24 and shoutd ot be considered conclusi

Sewer Construction/Collection System: Three Releases occurred during August. The
Washington County Industrial Park extension and pump station are mostly complete. The staff is
finalizing the installation of a power connection from Brightridge to the station.

Industrial Pretreatment: Sungwoo Hi-Tech is currently out of compliance with its discharge permit
due to a service connection in its QC Lab. TDEC issued the pretreatment program an NOV for not

following our enforcement response plan while working to resolve the QC Lab issue with Sungwoo Hi-
Tech. A meeting with TDEC to discuss our plan of action is scheduled for 9/17/24.

NPDES Permit: The WWTP is in: complete compliance with the NPDES permit.

If you have any questions, please do not hesitate to contact me at: Office: 753-1022

Cobem O. Rasnick
Director of Environmental Services




Work Orders By Type :
08/01/2024 to 08/31/2024 as of 9/4/2024
-..Powered By eWorkOQrders.com

' Status: 2-Closed
- Department: Town of Jonesborough
Work Order Type Quantity

WW-Preventive Maintenance : 257

Total Work Orders: : 257

Work Orders By Type
09/01/2017 to 08/31/2024 as of 9/4/2024 .
...Powered By eWorkQrders,.com ‘

. Status: 0-Open

Department: Town of Jonesborough

Work Order Type Quantity

WW-Preventive Maintenapce 80
WW-Requested Work ) 7
WW-Corrective ' 13
Total Work Orders: : 100
Current Month Previous Month % Change

Work Orders Generated 304 326 -7%
Percentage of Completion 85% 93% -8%
Work Orders Completed 257 304 -15%

*Data Entry related to Preventative Maintenance Tasks are currently ongoing. As additional tasks are
added the number of work orders generated increases. This wili significantly impact values. Until the
data entry is completed a relative value of the work being completed will not be available. Tasks not
logged in the electronic system are still being logged utilizing traditional paper tracking methods.




B

Jonesborough Water Treatment Facility

Monthly Report
AUGUST 2024

For the month of August the total amount of water processed was 85.61 million gallons, with a

daily average of 2.761 million, a maximum of 2.845 million, and a minimum of 2.647 million,

This month Grace Constable transferred from the meter department to join us as a water
treatment operator. As for the Water Plant operations we are stili dealing with electrical
problems with the high service pumps at the water treatment plant and are working to resolve
the.issues, also we had a problem with our coag system lieing clogged and not able to keep up
with our needed dosage, this was partially fixed on 8/28)24 when a clog was located in the line
and fixed but is recdmﬁ'lended that the coag line be replaced at our eartiest convenience. We
kept the treatment plant at max capacity to try and combat exceedingly high usage due to dry
and hot weather. All employees worked to keep the grounds at the plant, tanks, and pump
stations mowed and sprayed. We completed all of our state sampling requirements for the

month,

In conclusion, all in house laboratory test results as weil as all external {aboratory test results
came out well within appropriate standards and regulations.

Prepared by Randy Jones, Director of Water Treatment, if you have any questions, you can

reach me by email (Randlelones@joneshoroughtn.ore) or.by phone at 423579;1-38,33h.

-

@ -




Supervisor Report for August 2024

Senior Center
The month was busy with a variety of trips, activities and programs. We took two buses to Wizard of

Oz at Barter Theatre, a hiking group to Catawba Falls in North Carolina, walking group to Laural Run
in Church Hill, bowling, and Lunch Bunch.

Spanish 1 returned in August and has a full class. Pottery with Carolyn Tomko will be returning in
October, and this class is supported by a generous donation from the Schubert Club.

The Senior Center hosted Safe Driving Seminar provided by the Tennessee Trucking Association in
August. We had a good turnout for this event, and they are planning a seminar next year to
demonstrate blind spots of truck drivers and the Yellow Dot program.

We are offering a Stress management series, August’s topic Stress Emotions. This is a class offered to
our members and to the Town Supervisors.

We will host Brain Olympics on October 3. This will be the second-year cohosting with Johnson City
Senior Center. This is a district event and all 11 Senior Centers in our district are invited to participate.
Ryan Budds will provide the Trivia questions; he hosts our monthly Trivia.

Upcoming programs include Drama Fun with Jules Corriere starting September 11th, this will be an
eight-week course and at the end participants will perform a play on the Amphitheater stage at
Lincoln Park. This program is made possible by a grant from the Tennessee Arts Commission.

Our MyRide program has provided 8,520 rides since the program began in December of 2018,

Lincoln Park
We are receiving a great harvest this year with 280 pounds of produce harvested so far, including

carrots, lettuce, beans, tomatoes, cucumbers, zucchini, yellow squash, peppers, radishes, beeis, green
beans, okra, and assorted herbs. This fresh produce is being used in our nutrition program and extra
produce being made available to our members.

We continue weekly Bocee Ball instruction, Pickleball instruction, Shuffleboard instruction, Lincoln
Loopers (walking group), Master Gardeners, and Parkour Silver, this class focuses on working out on
different surfaces and using our great park for outdoor fitness. Pottery with Carolyn Tomko will be
held in the Education Building at Lincoln Park.

This winter we will be hosting Christmas at Lincoln Park. We will have trees on display (like Founders
Parlc) for our community to enjoy walking through and looking at the lights, our goal is 40 trees, and
we have begun promoting this program and have started receiving sponsorships. The proceeds will go
to the Senior Center Benevolence Fund. This funding is used to help community seniors in need.

Respectfully,










of PUBLIC SAFETY

"*%?(.E{,X,;‘IW"" 123 BOONE STREET JONESBOROUGH TN 37659 PHONE 423-753-1053 FAX 423-753-1072

Aug. 2024 Redflex Report

From Aug. 1* through Aug. 31* the traffic cameras registered a total of (1261) violations with (39) violations remaining for
processing. Of the total violations, Redflex and Jonesborough officers rejected (103) resulting in (1119) violations mailed.
The primary reasons for violations being rejected are Plate/Vehicle Obstruction, Funeral Procession, Glare/ Weather
Conditions, Incorrect Plate and Extended Vehicle.

The highest number of violations occurred at Forrest and Jackson Blvd. (Food City) with (755) violations followed by
Jackson and Forrest (Westbound) with (224).

Violations Mailed

570
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123 BOONE STREET JONESBOROUGH TN 37659

DEPARTMENT of PUBLIC SAFETY

PHONE 423-753-1053 FAX 423-753-10

CITATIONS & ARRESTS

Offenses
Sex Offenses, Forcible
Assaull
Burglary
Larceny/Theft
Motor Vehicle Theft
Countereiting/Forgery
Fraud
Embezzlement
Vandalism

Drug/MNarcotic

Jonesborough Department of Public Safety
Aug 2024 Monthly Report

Count

Miscellanecus (TIBRS Group B)

Miscellaneous (Department Only)

Total

Memos
Animal Destruction
Assisting Other Agency
Code Enforcement
Crisis Intervention Report
Event After Action Report
Field Interview
K9 Deployment
K9 Training
Lost/Stolen License Plate
Miscellaneous Information
No Tow Form

Officer Assistance Form

Property Damage/Misc

Sensitive Information Report

Trespass Waming

Arrests Count

Adult (On-View Arrest)

Adult (Summoned/Cited)

Adult (Taken Into Custody)

Crashes Count
Injury possible
Property damage (over § threshold)
Property damage (under § threshald)

Total

Noi Investigatory Crashes Count

Tickets
Traffic (Municipal Court)
Traffic (Washington County Juvenile Court)
Traffic (Washington Counly Sessions Court)
Traffic Charges (Municipal Court)
Traffic Charges (Washington County Juvenile Court)

Traffic Charges (Washington County Sessions Court)

Parking (Muricipal Court)

Tow

Waming

Count
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Tickets - 08/01/2024 - 08/31/2024

350
300
250
200
150
100
50
0 ==
Traffic Traffic Traffic Teaffic Charges Traffic Charges Tratic Charges Parong Tow Warning
Municpal Washingion WWasninglon (Municipal {Wash-ngton (Wash'ngton {Lunicipa
Courty County Ceunt Courty Court)
Juvenite Court) Sessions
Court

Arrests - 08/01/2024 - 08/31/2024

45
40
35
30
2
20
15
10

5

0

Adut (On-View Arrest) Aduit{SummonedTied) Adult (Ta<en into Custody)

e CRIMINAL INVESTIGATIONS
There are several open and active investigations currently and several Presentments scheduled for
the Grand Jury in mid Sept.

e MOTOR VEHICLE CRASHES






Theresa Hammons, McKinney Center Director, Monthly Report — August 2024

August Events

August 3 Farmers Market

August 8 Ford vs, Ford Historic Marker Ribbon Cutting and Refreshments
August 11 Nancy play at }3C.

August13-16  Jackson Theatre Video Filming

August 14 Conversations That Matter Recording

August 15 StoryTown Voices from the Archives Podcast

August23 & 24 Fall Market

August 26 StoryTown Radio Show — Back to Schoot

August 28 NPR show - StoryTown Radio Show

August 29 StoryTown Radio Show Directors Cut Podcast

Fall 2024 Classes — As of August 26, we have 181 registrations for Fall 2024 and 17 classes have made.

On September 5, 2023, we had 194 registrations, and 19 classes made. We are not far behind where we
were last year. | have spoken to other art arganizations, museums, and nonprofits and we are all seging a
decrease in participation. 1 even spoke to an employee at Ripley’s Aguarium in Gatlinburg, and he informed
me that they have seen a 20% decrease in visitation along with other Gatlinburg attractions and hotels. Our
registrations numbers will increase as the weeks go by. We will continue to promote all our classes and
workshops.

This past month t contacted several TV and radio stations. | went on Daytime Tri Cities on August 9 and
August 21 to talk about classes, our Fall Market and upcoming Haltoween exhibition. | did the WJHL noon
show to talk about all those events. And | did the Jonesborough show on WJCW on August 26 to discuss
classes and the Fali Market. And, most recently, i went to Kingsport to be on Dave Light’s radio show. Again,
we tatked about ali the happenings here at the McKinney Center.

Most of the public-school Open Houses took place on the same day, August 2. We all attended different
ones that night. | went to Lamar Elementary School and set up a table and passed out catalogs and flyers.
School flyers stili tend to be one of the best ways to get information into the hands of parents.

I picked up the Registration Day yard signs that | ordered at Foster Signs. Skye and Bre putthose outto
advertise our in-person registration day.

[ spent time processing scholarship applications this month. We have sent out reminders to past
scholarship recipients to reapply, if necessary, in hopes of getting maore applications.

Bre and | have worked with teachers to arder suppties. When teachers order their own supplies and turn in
their receipts, | code those receipts and turn them into Sheila for reimbursements.

As deadlines for classes approach, | review ciass registrations to make sure classes have enough students
for the class to pay for its expenses. | have had to cancel and combine a few classes this month. | cancelied
two pottery classes and Homeschool Art Adventures. Bre calls the parents and students to see if they would
like to move to other classes. If not, we will provide them with a full refund. Skye continues to promote
upcoming ciasses on all our social media.

Hallway Exhibition Program - We took down the artwork of Jean G’Fellers and Christina Neche on August 16.
Our next exhibit is with Vickie Fellers. We will compliment Vickie’s 2D work with the baskets of Jennifer Dyer.
Mrs. Dyer passed away a few years ago. This manth | met with Vicki and a friend of Jennifer’s to discuss



artwork drop off, installation and reception details. |also wrote a tengthy biography for Jennifer Dyer using a
notebook of press releases and information. |alsc wrote a press release and Paul Harris sent it out to the
press.

| had created a schedule for the 2025 exhibitions and had several 2D artists lined up for those spots. During
our Fall Market, | specifically asked several 3D artists to fill those spots as well. We now have a full line up of
artists and exhibits for next year.

Fall Market - August 23 & 24 —We had a great turnout for the fall market. We had aimost 700 people in
attendance and over 35 vendors. | had 5 vendors cancel on us within 48 hours of the show which was very
disheartening. We have worked for months on this event, and it is always exciting to have every space full.
We spend a great deal of time and money on planning and promoting the event. Regardless, we had great
vendors and most of everyone seemed happy with their sales for the two days. We do not make a lot of
revenue from this event. This event gets 700 people through the doors within two days and hopefully those
people will come back and take classes cr attend other events here as well. We have a very minimal booth
fee and in return we ask the vendors to donate one piece of artwork of $25 or more to the McKinney Center.
We use those donations for cur Masterpiece Mingle event which is a big fundraiser for us.,

Living Here Exhibition — This is an original exhibition created by our MKC staff. The goal of the exhibitis to
show how diverse our community is and the common threads that keep us together. The opening of the
exhibit is September 13, 6-8pm. 35 residents will be featured in this documentary exhibition. We hope that
the BMA members will attend.

Halloween Exhibition - | have been working on our extremely popular Halloween Exhibition. We have spent
this month promoting the cali for artists. | have spoken about the exhibit at several media opportunities, and
[ have invited past and new artists.

StoryTown Programs
Spot on a Hill- Anne will be doing Spot-On-A-Hill, again under the umbrella of the McKinney
Center. t have promoted this event via media opportunities. All staff will be helping Anne implement
and staff the show each day and night. The McKinney Center will serve as a rain location as well.
StoryTown Radio Show — The August show was wonderful. The theme was “Back to School.” Anne
was disappointed in the number of ticket sales, but | thought there was a good crowd especially
when compared to previous years.

Month 2023 2024
January 35 0
February 18 125
March 45 98
April 35 71
May 27 78
lune 24 111
luly 48 78
August 29 63
261 624

We met as staff to discuss the StoryTown Radio Show 2025 season. We are going to try and sell
season passes again, now that our audience numbers are going up. We had also gotten feedback
that our chairs were not as comfortable as the seats at ISC. Anne researched and we ordered 100
seat cushicns that are 2 inches thick. We will be renting/selling those at every show. We are also



talking to the Visitor’s Center about selling them during the Storytelling Festival. We will also give
cushions to those that purchase a season pass for 2025.

Jackson Theatre - Anne took the lead on this project during the month of August. MKC staff and |
were here to help brainstorm, find (ast minute actors, and trouble shoot wherever we were needed.
Nancy-was at ISC on August 12. It was soid out.

Heritage Alliance Agreement - wrote up a memo and recommendation for Glenn to be presented at
the August BMA meeting and was present at the meeting if there were any guestions or concerns. |
made a check reguest and turned it in to town hall for our first installment of $2,500 for the rights to
Spot on a Hill. | also requested a check to be paid to the Heritage Alliance for their 10% of Nancy,
which was approximately $80.

Historic Marker —We had the unveiling of the marker on August 8, 11am at 136 Bob Jobe Road,
Gray, Tennesseg, 37615. We had approximately 70 people in attendance. It was a wonderful turn
out.

Staff —Isaac Woods, our AmeriCorps Volunteer, has decided to finish his one-year contract in September
and notrenew it for a second year. [revised the two AmeriCorps position descriptions, had them placed on
the town website and on InDeed. We had 7 good resumes, and we interviewed 5 of those individuals. We
are recommending two people for the positions and hope to have them in place by September 16 and/or
October 1. Our new hosts are doing well and fitting right in.

Marketing — This past month | contacted several TV and radio stations. [wenton Daytime Tri Cities on
August 9 and August 21 to talk about classes, our Fall Market and upcoming Halloween exhibition. | did the
WIHL noon show to talk about all those events. And | did the Jonesborough show on WICW on August 26 to
discuss classes and the Fall Market. And, most recently, | went to Kingsport to be on Dave Light’s radio
show. Again, we talked about all the happenings here at the McKinney Center.

| wrote a press release for the Dyer/Fellers exhibit that is set to open on September 7. We are promoting all
our fall/Halloween events and still promoting classes as much as possibie.

Other Tasks:
¢ Prepare agenda and preside over Weekly Staff Meetings.
e Prepare agenda and preside over Advisory Committee Meeting.
e Attend Main Street meeting.
e Attend JAMSA meeting.
s Approve AmeriCorps Time Sheets, paperwork, and reports.
e Prepared and coded invoices.
e Sent Gina Course Storm deposit information from classes.
» Attended a free virtual Financial Leadership and Funding Development workshop offered by Brushy
Fork Institute at Berea College.
e Attended Supervisor Meeting.
e (Created and emailed September 2024 Membership Newsletter
¢  Working with Skye to organize an Ornament Making workshop
e  Sprinkler Test
o Did an employee verification and Reference for former teacher, Zoe Wheeler
s Started planning or Soups and Songs
o Reviewing preservation grants for our windows



e Assisted Gina Larkins with individuats that had outstanding checks.

= TJurnedin accident report to Lt. Peace regarding Laurie Heirlich whe got ill at the McKinney Center
during a rehearsal and the ambutance was called.

» Corresponding with a community member regarding a stove donaticn for our food prep classes.

¢ Updated information regarding our MLK exhibition with public schools and sent it tc the 2 school
representatives.

» Assisted and met when needed with the Jackson Theatre Programming Committee and the Rental
committee.

Upcoming Events
September 6, 5-7pm - Jennifer Dyer and Vicki Fellers exhibit opening reception.
September 13, 6-8-pm ~ Living Here Exhibition opening,
September 23, 7pm - StoryTown Radio Show
September 26 — Volunteer Appreciation Dinner



August 2024 Monthly Report, Skye McFarland
Qutreach

This month we had in person outreach at the Farmer’s Market and in attending area open houses at
schools. We interacted with about 70 at the Farmer’s Market and around 900 attending the Boones
Creek Elementary Schooi, Jonesborough Elementary School, Grandview, Sutphur Springs, and
Lamar gpen houses to pass out flyers. At the Farmer’s Market we made wooden bead bracelets and
allowed kids to draw on the beads. | created and prepared as well as worked to run this craft, |
organized attending the open houses with the principals, recruited staff and volunteers, printed out
the ftyers, and made sure each tocation was covered. Our next big outreach event will be UMOJA on
September 14", Online our social media outreach has picked up considerably as we ran ads for
classes and the market. We have also been posting a lot about the market, classes, the Halloween
exhibit, the Living Here exhibit, the radio show, the historic market, and more. | worlkc each month to
schedute and post including scheduling posts through the weekend or if | will not be in the office.

Facebook- Page Followers: 5.3K

Page Following: 66

Instagram- Followers: 1927
Reach: 1998
YouTube- Subscribers: 245

Watch time: 6.8 Hours

New Subscribers: n/a

Month Number | Digital | Paper

January 24,573 | 8,300 32,873
February 11,296 | 145 11,441
March 850 37135 50 38,035
April 580 30840 40 31560
May 40 29729 100 29869
June 466 18876 20 19362
July 480 20,204 21384
August 970 51,923 | 9,000 61893
September 0
October 0
November 0
December 0

246,417
Volunteers

During this month our volunteers worked to help us by donating for the Historic Market Dedication,
working at the Open Houses, and StoryTown Radio Show. | worked to recruit these volunteers,
contact them before events, and give them instructions. | am also currently working to prepare for



the Volunteer Appreciation dinner that will happen in September. | have ordered decorations and
recruited my husband to cook for our cockout. | will be asking for donations and working to ensure
we are ready to go with some awards, as well,

January 112 112
February 4 115 119
March 18 116 134
April 36 118 154
May 25.5 25.5
June 61.5 127 188.5
July 30 30
AuUgust 17 17
September 0
October 0
November 0
December 0
780

Diversity & Equity

The Diversity & Equity Committee has not met in August but may try to before this week is over.
Regardless | will create an agenda and take minutes from our last meeting.

Conversations That Matter for August was recorded on August 14™ featuring our moderators,
Brittany Butter and Michelle Treece. | have been trying since that recording to upload that video
from my phone onto my computer to edit it. | am still problem solving this. Once | get the large filg, |
will be able to move forward with editing this episode and getting it up.

Marketing & Miscellaneous

Videos: | continue to work on the Living Here project which requires me to edit 35 videos in entirety.
F have done a preliminary edit of each of the videos and have completed two. | am working on a
second pass and hope to make headway over the next week. This takes considerable time. I also
created a slideshow video of our classes and cne for the McKinney Center market that were both
used to boost these events on social media. | also created a short advertisement video that
included each person from the Living Here exhibit to promote the exhibit.

Photography: | took 35 portraits for the Living here exhibit over the past few months. We received
prints this past week and were happy with most. | worked with Isaac and the participants to retake
two portraits. | took photos at the Historic Marker event, the Nancy Play, and the McKinney Center
Market. Each event that | take photos of | also go through and edit these photos. Once again Kay
Grogg took photos at the StoryTown Radio Show and they were great, but | do go through to edit
these, as well.

Graphics: | worked this month to create the August Radio show poster, | created the 2024 Spot on
the Hill poster from previous graphics. | created a graphic to show the schedule of musicians at the
McKinney Center Market. | created a flyer for the upcoming artist exhibition featuring Vicki Fetiers



and Jennifer Dyer. | created the graphics for the Living Here: A Portrait of Jonesborough exhibit, as
well,

| atso worked on getting a meeting together with the Heritage Alliance to begin planning our
Halloween Trivia event. | am also meeting with prospective hires for the new AmeriCorps position
that will help with outreach.



Breanna Walker-Schadler August Monthly Report- McKinney Center

Special Events & Classes:

The month of August is the start of the Fall 2024 semester at the McKinney Center. All
throughout the month, private lessons with Jonathan Edens were held. He had three
students with one hour long sessions and four students with half hour long sessions. I sent
several emails to his current students to remind them to register for September private
lessons, T have finalized his schedule for private lessons during the month of September.
His students are taking vocal, guitar, and ukelele. Some of our core classes started in
August, and the rest are staggered to start between September and October. Watercolor
and Watercolor ONLINE with Sharon Squibb started. Gyrokinesis with Earlene Hopkins
on Wednesday nights started as well. The core kids’ general art classes, such as Art
Adventures, Homeschool Creative Constructions, and Creative Constructions on
Thursdays started in late August. Students from the Homeschool Art Adventures class
were combined into the Art Adventures and Creative Constructions classes. Robin
Castania has decided to teach an advanced level of canning for her continuing students,
which started on the last Saturday of August. Neither of Jess Parks Tuesday clay classes
had enough students register for the classes to make. We had 142 students in the month
of August.

On August 2™, staff and volunteers went to five school open houses to hand out flyers
about classes. | interacted with over 100 students at Grandview Elementary school. On
August 8™, the McKinney Center and the Holston Valley Unitarian Universalist Church
held the Historic Marker Dedication for the Ford v. Ford marker. There were 70 people in
attendance at the ceremony. The McKinney Center held a registration day for classes on
August 10™, The play Nancy was performed in partnership with Black and White
dialogue on August 12" at the International Storytelling Center. There were 105 people
in attendance, with a full house and people calling to ask if there is another performance
scheduled in the future. The Jackson Theatre film crew filmed at the McKinney Center
the morning of August 12 and we had several visitors throughout the week that checked
in about filming. We held the McKinney Center Fall Market on August 23™ and 24%,
Vendors spent all day Thursday and Friday morning preparing for the event. There were
696 people who came into the center over those two days, making it the most visited fall
market to date. The August Radio Show Back to School was hosted on August 26" and
had 89 people in attendance. We had a total of 1,241 general visitors for the month of
August, which includes people who attended special events. We send out monthly
newsletters through the McKinney Center newsletter to let them know what events are
happening at the McKinney Center during the month. Sometimes we will email
reminders throughout the month just to let people know when events are getting close or
they are getting ready to end.



Rentals:

During the month of August, the center had six rentals. One rental happened over a two-
day period. There were two rentals that were cancelled a week before the date of their
event. On August 2™, the Washington Co. School Board used our auditorium from 8:00-
11:30am for a training space for teachers for the new school year. This rental was
comped with a $262.50 value. A member of the town rented classroom 2 on Sunday
August 18™ for a party and paid a total of $67.50. A community member rented
classroom 2 on Saturday August 17" and Sunday August 18™ for a total of $360.00. The
Washington County Sheriff’s Office held a training session in the auditorium the morning
of August 21 from 9:30-10:30am. It was a comped rental with a value of $75.00. A
community member held a party in classroom 2 on the morning of August 31% for a total
of $135.00. A community member is held a dance the evening of August of August 31
for a total of $227.50. We had 232 people come for rentals.

During August, we had people book rentals for the month of August and several dances
for the spring 2025. I gave several people rental tours, but we only have Sundays
available in September which isn’t appealing to most renters. We have two rentals in
September, One rental is a two-day rehearsal and performance by the Storytelling Guild.
Another rental 1s an all-day special event, a wedding that has been reserved since the
beginning of the year. The auditorium is unavailable for rentals a timeframe of two weeks
in September due to the Our Living Here exhibition.

Front Desk:

One of the responsibilities of the McKinney Center Manager is to be working at the front
desk that people see when they come into the center. One component of that is to greet
people as they come into the center and give general customer service. People come 1n
just to tour the building, to get rental tours, to have meetings with staff, and to ask to
about/ come to classes. People called the center to buy tickets for events like the August
Radio Show and Spot on A Hill, which we sell over the phone.

With fall classes starting, we keep spots for the rosters for classes. Staff give teachers the
roosters for the classes and then get them back. I communicate with Roger to make sure
all the rooms are ready for classes each day and any special events/rentals.

We had the monthly Advisory Committee meeting on August 15", We have eleven
people in attendance and went over the agenda. We approved the July minutes and
approved the ticket price for Soups and Songs. I took notes of the meeting and prepared
the meeting minutes to approve of during the September committee meeting.



We have weekly staff meetings in a classroom close to the front desk. As a team, Theresa
goes over what has happened, what is happening, and does a general check-in with staff.
Isaac and I keep an ear out for the phone and front door as these meetings happen.

MBM Support:

Skye and I worked on a rough design for the Registration Day yard signs and Theresa put
in the order with Fosters. Skye and I put the yard signs around town and along 11E. We
went to pick them up the following Monday. Skye and I put out the yard signs for the Fall
Market. Isaac and I picked them up. I printed out flyers for the Fall Market, the Feller and
Dyer exhibition, and Spot on a Hill for Isaac to take around businesses downtown. I have
assisted several people a day in person and over the phone with classes. Some people
went a run down for classes and others need help doing the online registration. |
forwarded class information to past students in general, and then did targeted emails for
people if they wanted to take a class again.

We finished submitting check requests for the artists who wanted a refund instead of
moving to an outside 10x10 booth. Theresa forwarded information to artists letting them
know they had been accepted, the rules and guidelines, and how to sign up for setting up
time. I touched base with artists via email and phone call to make sure everyone signed
up for a set up time. I fielded general calls and questions from vendors before the market
started. We had several vendors drop at within the last week, so we adjusted some booth
spaces and table spaces. Theresa and I spent time taping off indoor and outdoor vendor
spaces based off of her placements. We collected the donations for the Masterpiece
Mingle and I sent vendors thank you letters for said donations. I went through visitation
data from the past four years to collect data about this market versus past markets. This
year’s market has the highest attendance to date. We discussed how to approach the
market next year.

Christina Nech and Jean G’Fellers artist exhibition ended on August 16. Christina came
on Monday to pick up her art that had not sold on Monday morning. She sold two pieces,
to Sharon and Nancy. They both had come to pick up their pieces by Tuesday afternoon. I
emailed her the art sales excel sheet and we submitted the check request for her portion of
the sales. Isaac and I packed up Jeans art and helped put it in her car. We had about thirty
people come in just to look at the exhibition. The next artist exhibition is Vicki Fellers
and Jennifer Dyers which opens on September 6. We met with Vicki Fellers and Sue
Shanks for a general before the exhibition installation meeting. Vicki sent me her art
labels to edit and print out.

With classes starting in late August, it is important to keep up with printing roosters off
for each class. Teachers get a copy, and we keep a copy for the McKinney Center front



desk. Isaac and I work together to check in children’s classes and to be near the rooms in
case teachers need assistance. Theresa and I have been sending off order requests to Sheri
for class supplies and collecting reimbursement receipts for supplies teachers have
purchased themselves. [ worked with Theresa to submit the teacher payment requests for
the month of August. We review the teacher contracts and teacher payment excel sheet
every week as we combine and cancel classes.

We have seven hosts in total, now that the new hosts have started. The new hosts have
completed their shadowing shifts and are now working by themselves. A member of the
town remarked how one of the new hosts helped her bring stuff in for her event and how
nice the host was. We have the hosts doing one to two shifts per week. I had to adjust the
August host schedule after it was released due to some of the rentals cancelling. The
September host schedule was sent out late August and has not needed to be changed.

I spent time organizing the August receipts into the operating budget, special program
revenue, and special program expenses. We categorize cach itemized sheet with the
correct budget code, and then add it to our budget excel sheet. This is to keep all of our
papers organized for the future. An example of this is using the 2023-2024 operating
budget papers and the 2023-2024 budget excel sheet to find a receipt copy of an item
with a one year warranty.

Theresa sent out the press release and has several media spots for the Halloweens Haunts
& Happenings Exhibition that opens at the center in October. This is our second annual
juried Halloween artist exhibition. We have had several submissions, which I keep track
of as they come in. We have decided to extend the submission deadline to get more
people into the Halloween spirit. I sent an email to artists specifically to submit for this
event. We had a team meeting with the annual Halloween Trivia people to go over
general information for this years event and made plans to dig deeper into the event in
September.

Donations:
We received $150.00 from a community sponsor for the August radio show.



Isaac Wood — August 2024 Monthly Report - McKinney Center

Living Here — portrait exhibit, with reception on September 13th
® Interviewed last three people for project — brings us to 35 total people
© Sclected and ordered photo prints for the portrait exhibit
® Contacted interviewees to invite them to the exhibit reception
e Wrote first draft of title cards for exhibit

McKinney Center:
e Historical Marker
o Delivered postets to area businesses
o Printed and cut programs for dedication ceremony
o Attended and assisted at dedication ceremony
o Wrote thank you notes to everyone who helped out
e Fall Market
o Welcomed artists and showed them their booth areas
o Greeted patrons as they arrived
e Tall Class information
o Delivered to Washington County school district
o Attended Jonesborough Elementary School open house to hand out flyers for classes

Story Initiative:

¢ Storyl'own Radio Podcast
© Voices from the Archive:
* Found a story about a teacher in the area to use for podcast
* Edited interview into a story
*  Wrote and recotded narration for the story
= Went through edits with the staff. Contacted the interviewee who confirmed
the story and how we edited it together
* DPosted to podcast apps with episode description and all other information
o Set up and conducted interview for September’s Voices from the Archive
o Posted July Radio Show to podcast apps w/ accompanying social media
o Edited audio of a story spotlight and posted with a graphic
¢ Radio Show
o Coordinated volunteers during show for concessions stand and ticket table
Replenished our supply of popcorn kits
Printed off scripts, cut program inserts, helped stuff programs
Set up tables for concessions and renting seat cushions
Delivered Radio Show posters to businesses in JBO

c o o C



August 2024 Monthly Report, Anne G’Fellers-Mason
Program Manager

StoryTown Radio Show/StoryTown Initiative

The “Back to School” show on August 26™ was a little lower in attendance, but we still had a
half house with 63 tickets sold. McLeod Organics sponsored the August show. Storyteller Simon
Brooks was a special guest, The Academics were the musical guests.

1) We have currently raised $3,400.00 in sponsorships for the 2024 season.

2) We advertised the August show in the local papers and on the radio. The event was
boosted through the StoryTown page.

3) The StoryTown Radio Show’s seat cushions were available for rental at the August show.
We rented six of them. Several people are interested in buying them. We plan to offer
them with 2025 season passes. The suggestion was also made to sell them at the
Storytelling Festival.

4) The play “Nancy” took place on August 12™ at the International Storytelling Center to a
sold-out house. This was a partnership with Black/White Dialogue and the Heritage
Alliance. It generated $800.40 in ticket sales, $500.00 in sponsorship, and $300.00 in
donations.

5) The 2024 edition of “A Spot on the Hill” is set for Oct 11-12 and 18-19. Tickets are on
sale now for all 6 shows. Sales are already going well.

Play in a Week Camp
We received an Arts Build Community grant through the TN Arts Commission for the 2025
summer camp for $2,450. We asked for $3,500, but any amount helps.

Jackson Theatre Project
Filming took place August 11-16 in and around the Jacson Theatre. The director David Verde

plans to return for a few more interviews, but the bulk of the filming is done.

Ford vs Ford Historical Marker

Over 70 people turned out for the unveiling on August 8. Two errors were found on the marker
after it was installed. The state has agreed to fix the marker. It has since been uninstalled and
taken back to the garage for repairs. It will be reinstalled at the Holston Valley Unitarian
Universalist Church once the corrections are made.

Use of Intellectual Property from Heritage Alliance

An agreement was reached and voted on at the Board of Mayor and Alderman meeting on
August 12, 2024. The Heritage Alliance will be paid 10% of the proceeds from the production of
“Nancy” on August 12" and the first installment payment for purchase of “A Spot on the Hill”
has been made.
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Street Department
Monthly Report

August 2024

The month of August was a busy month for Street Department Forces. Forces worked
on several different projects during the month. With hot and mostly dry weather, Forces
achieved good levels of accomplishment on several different project fronts. Forces
coordinated w/the demolition contractor on efforts (prep work) to demolish the former
Street/Solid Waste facilities/offices. Forces continued work in earnest on the Stage Road
Park remodel/upgrade project. Forces loaded and transported back to town property, the
historic Shanks Oak tree that had been housed @ Charles Byrd logging for the past year.
The tree had been a fixture @ the Shanks residence on W. Main St until falling during a
storm/tornado, and was now being transported from Mr. Byrd’s lay down yard, back to
town property. Forces also provided traffic control for a pair of medium sized special
events during the month, including the Pioneer 5k run, as well as the Farm to Table

event,

Forces began the month by working in advance of the demolition contractor who would
remove/raze the former Street/Solid Waste offices & shop areas. Forces removed any
and all remaining tools and project materials, as well as materials from the office areas.
Everything from that facility was placed into storage container, tractor trailer etc. Forces
then removed (4) large baler machines belonging to the Solid Waste Department, Forces
cleaned out all shop areas for both Street and Solid Waste. Forces worked with the
contractor to coordinate/schedule sequencing for the work, ensuing utilities to the
structures were disconnected and marked so the contractor could easily identify locations
of the utilities. The contractor had Street Department assistance in bringing his
equipment on site, and staging areas for materials and the contractor’s equipment was
created. The contractor was amiable to work with, and Street Forces tried to help in
support efforts during the razing of the building. After the building was razed, the
contractor sorted the materials and eventually began to remove the steel materials. While
the contractor continued to do his work, Street Forces shifted gears back to the Stage
Road Park project.

Forces loaded and hauled equipment necessary to accomplish the work on the Stage
Road Park remodel/upgrade project. Forces used the mini-excavator 10 remove the now
unnecessary rip rap stone from several drainage ditches in the park. Forces loaded and
stockpiled the stone for later use, or for later use on another town project. Forces used
tractors and mowers to remove overgrown from the stream/spring areas. Forces then



used a backhoe to drag vegetation up and out of the stream bank area, revealing the
contours of the bank so grading improvements could be accomplished. Forces then
brought in red clay ‘fill dirt’ for creating a softer more user-friendly bank area around the
stream. Forces used equipment and manual labor to remove a large amount of ‘rip-rap’
stone that had been placed in several ditch lines throughout the park, initially used to
stabilize slopes. Since the park grounds have long been stabilized, the rip rap stone was
removed (initially used for management of erosion prevention and sediment control).
The large stone was removed and stockpiled for later use, or use on another town project
in the future. Forces continued to ‘work the grade’ in several arcas, adding red fill dirt,
then eventually brown top soil so grass seed could be sown. Forces modified some large
drainage swales, softening the look of the park in many areas. Forces removed low
hanging tree limbs from several overgrown trees, stockpiling and removing the brush.
Forces used equipment to slightly redefine the stream channel, so as to enhance the look
of the natural stream which is ‘fed’ by (3) springs onsite.

Forces had a special project to complete during the middle of the month. The large
Shanks Oak tree @ 508 W. Main Street, came crashing to the ground during a violent
storm in August 2023. The tree was cut and collected by Charles Byrd, owner of a local
logging company. The tree parts had been stored on Mr. Byrd’s lay down yard at his
logging company since that time. Street Forces were tasked with loading and hauling the
tree parts back to town property. Forces worked to clear an area large enough to house
the very large tree parts at the brush yard near the Waste Water facility. Forces had to
modify a large equipment tractor trailer to accept the two largest sections of tree. Forces
used the ‘back up’ brush truck, to load and haul 6 loads of ‘normal sized’ tree parts,
placing the tree parts on railroad cross ties so the parts would be above the ground
hopefully delaying decay. Forces then transported a medium sized bulldozer and our
largest telehandler to the Byrd facility, to load the two largest tree trunks. Mr. Byrd
calculated the weight of each of the cut-off tree stumps to be in excess of 20,000# for
cach trunk, the heaviest at nearly 22,0004, Forces carefully maneuvered the tree trunks
into place, then loaded. Forces positioned the tree trunks on the trailer so as to achieve
the most desirable load bearing spread and stability. The tree trunks were loaded and
hauled one at a time. The trunks were secured into place on the trailer, and the bindings
were checked/secured multiple times. JPD and Major Higgins played an important role
in convoy escort for the siow rolling convoy. A large telehandler was loaded onto a
separate tractor trailer and included in the convoy should something go awry during the
transportation of the very large tree trunks. Mid trip, the convoy stopped and the binders
fastening the tree to the trailer were checked and re-tensioned. The transport of all the
tree parts was successful thanks to the efforts of many. The tree parts were set on timbers
to keep them off the ground, and then covered to keep the weather and sun from the tree
parts. The Shanks tree is now located approximately a city block from where it first
sprouted from the ground several hundred years ago.

Forces provided traffic contro] and flagging/manning posts operation to assist JPD
during the Pioneer 5k run event. Forces also provided traffic control and logistics for the
Farm to Table event during the month.

As ever, Forces monitored, maintained and repaired the storm water system and drainage
inlets and structures throughout town. Forces performed animal control duties as well.
Forces responded to debris/trees/limbs in roadway calls during the month. Forces also
continued to mow town Right of Ways (ROW’s) and to trim/clear vegetation at
intersections and from around signage at every opportunity. As an ongoing commitment
to motorist’s safety and driver information, the Street Department continues a ‘sign
replacement and upgrade’ program. Street Forces continue to bring faded or non-



retroreflective signage up to modern standards set forth by the MUTCD (Federal
standard).

There are many more daily maintenance and routine operations the street department
undertakes. The Street Department strives to give Town management and the Town’s
people an excellent return on their investment, The Street Department is happy to serve
the town, the leadership, and other departments to provide better, safer roadways, more
effective drainage, and safety and support during special events and happenings in town.

Director of Streets
Malcolm Highsmith






8/6/2024

8/7/2024

8/8/2024

8/9/2024

8/12/2024

8/13/2024

Street Department Forces extended 12” HDPE drainage piping @ Stage Road Park.
Forces extended the existing pipe that daylighted into the area of the beginning of
three springs. Forces backfilied the pipe.

Forces worked @ former Street Dept. shop removing tools etc so the existing building
could be razed

Street Department Forces continued to remove tools/sign racks/pipe racks etc from
existing Street Dept. shop so the building could be razed/removed

Forces trimmed tree on W. Jackson for Solid Waste Dept — line of sight issue

Forces trimmed tree @ Qak Grove/W. College for Water Dept — line of sight issue

Street Department Forces used tractor/mower to mow around old scale @ Street Dept
facility so demo crew could bring large tractor/trailer/track hoe onto the site
Forces continued readying existing Street Dept/Solid Waste Buildings for demolition

Street Department Forces continued to remove items from existing Street Dept/Solid
Waste facilities in advance of demolition. Forces removed cabinetry from the Solid
Waste breakroom to be possibly used in the new facility. Forces also removed a stove
that could be salvaged/reused.

Forces installed sign posts for “variance signage’ for the Building Inspector

Street Department Forces removed and placed into storage, materials/signage/tools
from existing Street Dept. shop area, so the building could be razed

Forces readied dump trucks to remove broken sidewalk materials @ former Street
Dept. facility

Street Department Forces used the large telehandler to remove (4) large carboard
balers from the former Recycle facility. Forces unboited, rigged and moved (4} large
balers and placed into neighboring equipment shed

Forces loaded out and hauled broken sidewalk pieces to the JFD training facility adjacent
to the JIPD firing range. Forces would fill/construct a road bed area so vehicles could
circumnavigate the JFD training facility

Forces inspected/topped up fluids, and used green Case Dozer to place/pack sidewalk
material @ JFD training facility

Forces removed the Street Director’s office equipment and furnishings to semi trailer

@ Fleet Maintenance facility






8/19/2024

8/20/2024

8/21/2024

8/22/2024

Street Department Forces removed rip rap stone from ditches on the Stage Road Park
project. Forces moved and stockpiled the large stone for possible reuse on the project
Forces used knuckleboom truck to load and remove old paliets from new school
property/grounds. The pallets were left from tree plantings. Forces hauled and
disposed of the wooden pallets

Forces trimmed overgrown low hanging tree limbs near intersection of Ridgecrest
road and W. Main Street

Forces transported ‘plow truck’ from plow place to Fleet Maintenance shop for
inspection

Street Department Forces trimmed low hanging tree limbs @ Stage Road Park and
used brush truck to pick up brush and transport to brush yard for recycling

Forces excavated and removed the remainder of rip rap stone from ditches on the
Stage Road Park project. Forces stockpiled the rip rap for possible later use
Forces cleaned area near sewer plant for placement of Shanks Oak tree

Forces trimmed branches from blocking STOP sign @ Franklin Place Drive

Street Department Forces removed materials etc, and cleaned large area near

Waste Water facility to house the ‘Shanks’ Dak tree. Forces cut and removed offending
trees, moved stone stockpiles, redefined the leaf collection area etc to make space
available to store the large pieces of the Shanks Oak

Forces patched potholes on town streets,

Forces continued to move materials and equipment @ recycle yard near Waste Water
facility so Shanks Oak tree could be housed on town property

Forces took the large equipment tractor trailer to Fleet Maint. so steel ‘road plates’
could be added to the trailer to support the Shanks Dak tree transport move

Forces trimmed vegetation around signs on Woodrow Ave to clear line of sight for
motorists

Street Department Forces loaded and hauled (5) loads of Shanks Qak tree parts from
Charles Byrd iogging located on Hwy 11-E

Forces used dozer @ the JPD firing range to push off material to create a new road
behind the JFD training area

Forces loaded and hauled the green Case bufldozer to Charles Byrd logging so the
fargest portions of the Shanks Oak tree could be loaded and hauled to town property



8/23/2024

8/26/2024

Street Department Forces leaded the remainder of the ‘smaller’ Shanks Oak onto
knuckiboom/brush truck, and hauled to new lay down yard designated for the
storage of the Shanks Oak tree parts

Forces loaded the smaller of the two largest cutoff parts of the Shanks Qak tree
trunk onto the tractor trailer prepared for the load. Forces loaded and secured

the 20,0004 tree trunk onto the trailer for transport. Forces were assisted by

Major Higgins of JPD as an escort during the slow rofling transport. Forces stopped
mid transport to check/secure the bindings. Forces safely transported the large
tree stump to the designated storage location at the top of the brush recycle yard
and offloaded the stump onto railroad ties so as to keep the stump off the ground
Forces covered the stump to keep it out of the weather/elements

Forces used weedeaters to clean scrub vegetation behind the Jackson Theater where
fill dirt was placed and grass sown. Forces also used weedeaters to remove tall grass
@ Linceln Park near cell town

Forces measured for asphalt placement @ Franklin Place Drive

Forces transported snow plow pick-up truck to B & H snow plow to have correct
rubber plow blade installed. The truck had been previously transported to Street
Dept facility when Forces noticed the rubber blade had not been installed

Forces loaded and transported {2) Speed hump signs on road shoulder of New Hope
Road. The speed table in that area had been temporarily removed due to
subdivision construction. The signs would be replaced when work concluded and
the speed table was reconstructed

Street Department Forces loaded and transported the large telehandier to Charles
Byrd logging lay down yard. Forces would used the large machine as well as the
Case Bulldozer to load the last large portion of the Shanks Oak tree for transport.
Forces used equipment and winches to load the 22,000# Shanks Oak tree stump
for transport to town property. Forces loaded, positioned on trailer, secured and
triple checked positioning on the trailer and all binders before beginning the
transportation of the large tree stump. Forces were again assisted by Major
Higgins and JPD in escorting the slow rolling convoy of equipment. The large
telehandler was loaded onto a separate tractor trailer and transported alongside
the large tree stump in case of incident along the trip to town facilities. Forces
safely transported the tree and off loaded the tree onto sleepers/dryers to keep the
tree from contacting the ground. The stump and the previously transported stump
was covered to prevent weathering of the stump

Forces loaded and transported the skid loader to the Chartes Byrd logging lay down
yard to ensure the area where the Shanks Oak stump had been loaded, was in
better condition than when loading operations began. Forces also loaded and
transported stone to dress up the area where the stumps had previously occupied.
Mr. Byrd expressed his satisfaction with clean up efforts done by town forces.
Forces loaded green Case bulldozer and transported back to town property






Jackson Theatre- Operations Manager

Progress Report for August 5-11, 2024

Staffing:

¢ Job titles, descriptions and salary have been reviewed and will be on the BMA agenda,
8/12/24.

Programming:

e Continue to work on the Grand Opening weekend of shows (Grand Opening ceremonies
will take place November 14-17, 2024), here is how we are shaping up:
o Thursday evening: VIP/Press/Donor Event with a reception on both floors of
Stage Door, welcome from stakeholders and town BMA, first showing of our
lackson Theatre film, live music performance
o Friday: tours with staff and the Heritage Alliance throughout the day at planned
times, first public showing of our Jackson Theatre film with intro from the
videographer (David Verde), storytelling performance from Donald Davis, sample
StoryTown Radio Show performance on the Jackson Theatre stories collected by
Anne Mason, official ribbon cutting
o Saturday: tours with staff and Heritage Alliance throughout the day at planned
times, movies at 10am and 1pm (thoughts on showing the movies from the
original grand opening?? That wouid be “Three is a Family” and “The Kansan”),
local band performances at 7:30pm
o Sunday: afternoon tours with staff and Heritage Alliance, Joneshorough
Repertory Theatre to provide a season sampler at 2pm
s We had our Programming Committee meeting on 8/9/24, minutes are attached for
review. | will also bring hard copies to Town Hall for Glenn and Kelly since they did not
get to attend the meeting.
e Continue to work on programming for November-April for music, movies, comedians,
and to work with user groups for programming.

Rentals/User Group Agreements:

e We have rental agreements done for community and users, | will be finalizing the
business/non-profit and | will email for review.

Marketing:

e Marketing Committee reviewed and would like to work with local company Creative Cat
on website and logo for the theatre. A recommendation was sent, and on 8/9/24 |



received approval from Mr. Rosenoff to go forward with starting work. Hoping to meet
the week of August 12t on details.

¢ Continue to work with David Verde and DV Entertainment on the Jackson Theatre video
project that is currently in the works. We wili be filming the week of August 12, even
having a mock concert, mock storytelling performance and some footage with a movie
and audience for the filming. Tonight, 8/11/24, we are filming voiceover with Donald
Davis. A full week of filming is taking place, with mock concerts, narration set up with
lights, interviews, etc,

Building Info;

» Copier agreement has been signed and we are awaiting our copier.
* Quote from Cintas was approved by Mr. Rosenoff and | have signed contract.
e Last update on furnishings is arrival around August 19

Additional info:

e Met with Katie and Ryan from the Heritage Alliance. Their staff will be putting together a
Jackson Theatre History Tour that we will be able to take and use with our own staff and
volunteers. Each tour will end with the Jackson Theatre film shown in the auditorium.

For Next Week:

e Continue to work with Glenn on Stage Door user agreement with JRT.

e Amber- Get keys to Craig Ford and JBO Fire Department for Stage Door.

e Amber- Compile a list of VRBQO's and AirBNB’s as well as hotels for artists.

e Amber and Glenn- finalize rental forms, user agreements, rental pricing, etc.
* Amber and Cameo- meet with Creative Cat on website

» Amber- meet with Creative Cat on logo

e Continue to work on the Jackson Theatre Video Project

e Amber- sign up for Polistar {(recommendation of Dan Hays)

* Amber and Dan- work on patron surveys

s Amber and Glenn- discuss Biue Mouse Club membership info

e Amber- research and discuss e-newsletter options

e Amber with assistance from Dan & Glenn- research cupholder options

e Amber and Glenn- Discuss options for event security and when needed

e Amber- email Programming Committee minutes, discuss meeting dates, etc.



Jackson Theatre- Operations Manager

Progress Report for August 12-16, 2024

Staffing:

e Approved to advertise for the Assistant Operations Manager position. Technical Director,
House Manager, part-time staff to come next.

Programming:

¢ Continue to work on the Grand Opening weekend of shows (Grand Opening ceremonies
will take place November 14-17, 2024}, here is how we are shaping up:
o Thursday evening: VIP/Press/Donor Event with a reception on both floors of
Stage Door, welcome from stakeholders and town BMA, first showing of our
Jackson Theatre film, live music performance
o Friday: tours with staff and the Heritage Alliance throughout the day at planned
times, first public showing of our Jackson Theatre film with intro from the
videographer (David Verde), storytelling performance from Donald Davis, sample
StoryTown Radio Show performance on the Jackson Theatre stories collected by
Anne Mason, official ribbon cutting
o Saturday: tours with staff and Heritage Alliance throughout the day at planned
times, movies at 10am and 1pm (thoughts on showing the movies from the
original grand opening?? That would be “Three is a Family” and “The Kansan”},
tocal band performances at 7:30pm
o Sunday: afternoon tours with staff and Heritage Alliance, Jonesborough
Repertory Theatre to provide a season sampler at 2pm
e Continue to work on programming for November-April for music, movies, comedians,
and to work with user groups for programming.
» Attended a meeting with Glenn Rosenoff and Brian Morton to discuss local comedians
and comedy clubs to reach out to on programming.

Rentals/User Group Agreements:

e Rental agreements have been emailed for finalization from rental group members. Also
sent to Dan Hays for feedback.

Marketing:

e Filming this week with DV Entertainment on the Jackson Theatre Film Project. The
filming wrapped up on Friday. Huge thanks to Anne Mason, Janette Gaines, Cameo
Waters and many volunteers who helped to make this a reality.



s Organized and attended a meeting with web developers, Creative Cat, to discuss the
framework and web needs for the site.

Building Info:

» Copier agreement has been signed and we are awaiting our copier.
e Cintas has been approved and we are awaiting installation.
* Arrange building cleaning before furniture arrival.

Additional info:

e Attended the August Beard of Mayor and Alderman meeting.

e Attended the August supervisors meeting at the Visitors Center.

e Attended a budget meeting with Mr. Rosenoff.

s Attended the monthly JAMSA meeting. Gave updates on the theatre and announced
grand opening to the merchants.

For Next Week:

e Continue to work with Glenn on Stage Door user agreement with JRT.
e Amber- sign up for Pollstar {recommendation of Dan Hays).

* Set up security meeting with JBO Police Department.

* Secure David Verde and Donald Davis for Grand Opening.



Jackson Theatre- Operations Manager

Progress Report for August 19-23, 2024

Staffing:

* We have been approved to accept applications for the Assistant Operations Manager
position. Applications were received last week, and the link was turned off last Thursday
morning. We have lots of quality applicants and are planning interviews next week.

Programming:

« Continue to work on the Grand Opening weekend of shows (Grand Opening ceremonies
will take place November 14-17, 2024}, here is how we are shaping up:

o Thursday evening: VIP/Press/Donor Event with a reception on both floors of
Stage Door, welcome from stakeholders and town BMA, first showing of our
Jackson Theatre film, live performance from Rob Ickes & Trey Hensley.

o Friday: tours with staff and the Heritage Alliance throughout the day at planned
times, first public showing of our Jackson Theatre film with intro from the
videographer {David Verde is confirmed), storytelling performance from Donald
Davis {Mr. Davis is confirmed), sample StoryTown Radio Show {cast & crew has
been confirmed) performance on the Jackson Theatre stories collected by Anne
Mason, official ribbon cutting with street closure.

o Saturday: tours with staff and Heritage Alliance throughout the day at planned
times, movies at 10am and 1pm (thoughts on showing the movies from the
original grand opening?? That would be “Three is a Family” and “The Kansan”),
local band performances at 7:30pm.

o Sunday: afternoon tours with staff and Heritage Alliance, Jonesborough
Repertory Theatre to provide a season sampler at 2pm, sampler will |ast for
around 45 minutes and begin with an introduction from JRT’s Artistic Director.

¢ Continue to work on programming for November-April for music, movies, comedians,
and to work with user groups for programming.

o Currently have lined up 3 concerts with New Frontier Touring Company and am
awaiting confirmation on 3 more.

o Working with Clark Film Buyers on licensing and purchase of movie rights. This
will save us some money vs. working with Swank Films on all titles.

o One big programming change, JRT has decided to move “9 to 5” back to the JRT
instead of having it at the Jackson. Jennifer said their board feels they can retain
more money from the film by keeping in their own theatre. This leaves “Peter
Pan” as the only performance from JRT in the Jackson for the year, and no JRT
performances during our first 6 months of programming.



Rentals/User Group Agreements:

All rental forms and agreements have been finalized. Waiting for Todd Hensley to supply
a tech sheet with rental costs to finalize.

Marketing:

Met with Creative Cat on website and logo possibilities. Cameo Waters and | discussed
ticketing and a framework of categories with their representatives. Should have a draft
soon.

Discussed Jackson Theatre logo drawings with Bill Bledsoe. He has a logo he created 14
years ago.

Social media posts to keep people updated on progress.

Will soon announce the Grand Opening events.

Building Info:

Furnishings install will begin on Monday, August 26%.

Desktop computer installs from Sharp will take place on Friday, August 30,
Worked with Rick Duvall to get locks on staff offices.

Identified all interior signage needs.

Additional Info:

Submitted budget amendments on Jackson Theatre, non-personnel, to Mr. Rosenoff.
Organized and attended a meeting with the JBO Police Department to discuss security
measures needed for various events at the theatre.

Attended the Main Street Board Meeting. | gave a wrap up report on the 2024
Jonesborough Days Festival and gave an update on the theatre.

Coordinated the cleaning of all 4 floors of the theatre to prepare for furnishings

installation.

For Next Week:

Continue to work with Glenn on Stage Door user agreement with JRT.

Amber- Compile a list of VRBO’s and AirBNB’s as well as hotels for artists.

Amber and Glenn- discuss Blue Mouse Club membership info.

Amber- research and discuss e-newsletter options.

Amber and Cameo- meet to discuss web needs and finalize logo.

Amber and Cameo- plan a Marketing Committee meeting to discuss website framework
and first phase.

Need tech sheet from Todd Hensley to finalize rental paperwork.

Amber- meet with printing companies for interior signage.



Jackson Theatre- Operations Manager

Progress Report for August 26-30, 2024

Staffing:

e We have selected four applicants to interview for the positions. Interviews will take
place the week of September 5%.

e Completed job descriptions and list of duties for Jackson Theatre Hosts. These hosts will
take box office {ticketing) and concessions pasitions.

Programming:

e Continue to work on the Grand Opening weekend of shows {(Grand Opening ceremonies
will take place November 14-17, 2024), here is how we are shaping up:

e Continue to work on programming for November-April for music, movies, comedians,
and to work with user groups for programming.

o Currently have lined up 3 concerts with New Frontier Touring Company and am
awaiting confirmation on 3 more.

o Through some research | found our current projector is not DCI Compliant, which
means we may not be able to show newer movies or key/password protected
movies. This shouldn’t be a problem, as most of the movies we have in mind are
classics.

o Talking with user groups like ETSU and International Storyteliing Center on
programming options for 2024-2025.

o Had a call with consultant Dan Hays to discuss programming, concessions need, interior
signage, etc.

Rentals/User Group Agreements:

e Al rental forms and agreements have been finalized. Waiting on Todd Hensley to supply
a tech sheet with rental costs to finalize.

Marketing:

e Organized and attended a marketing meeting with Cameo Waters to discuss the
wireframe for the website.

e Finalized the logo for the Jackson Theatre with input from the Programming Committee.

e Social media posts to keep people updated on progress.

e Wil soon announce the Grand Opening events the week of September gth,

Building Info:

e« Furnishings have arrived and the majority were installed this week. We still have a few
items (benches in Stage Door, some accessories and the finalization of our merch wall)
to remain.



e Cintas installations for restroom toilet paper, paper towels, hand soaps/lotions, etc. have
been completed. Regular maintenance will begin at the end of September, prior to the
National Storytelling Festival.

e Continue to work with Sharp on copier installation for the theatre. Also working with
Unbound Digital on finalizing all internet/wifi needs in the building.

e Coordinated and attended a meeting with Stafford Custom Graphics on interior signage
needs for Stage Door and Jackson Theatre.

Additional info:

¢ Submitted budget amendments on Jackson Theatre, non-personne!, to Mr. Rosenoff.

» Completed board memos on additional programming committee members and road
closure for the one night during our Grand Opening weekend.

« Attended a Storytelling Festival meeting with Tourism staff to discuss and help a bit with
needs for the Old Town Emporium. This was just to confirm they are on track with
promotional items, shirt designs, book orders, etc. for the shop.

e Coordinated the cleaning of all 4 floors of the theatre to prepare for furnishings
installation.

For Next Week:

e Continue to work with Glenn on Stage Door user agreement with JRT.

e Amber- Continue to compile a list of VRBO’s and AirBNB’s as well as hotels for artists.

e Amber and Cameo- plan a Marketing Committee meeting to discuss website framework
and first phase/ this meeting is planned for 9/5.

o Need tech sheet from Todd Hensley to finalize rental paperwork/ will receive when he
returns from vacation.

e Amber- Continue to discuss interior signage with printing companies to ensure the best
product.

e Amber and Glenn- conduct interviews for Assistant Operations Manager position.

e Amber- Finalize instaliation of items from Workspace Interiors.

¢ Amber- Finalize programming with New Frontier Touring Agency.



Parks and Recreation
August 2024

1.) Landscape Island on Tiger Way
2.) Stage Road Park

3.) New Team Members

4.) Wetlands Water Park

5.) Miscellaneous Updates

6.) Local Programming

7.) Tiger Park

Landscape Island on Tiger Way

The landscape island located on Tiger Way was revamped in the month of August to
match the landscaping at the school albeit the Crepe Myrtle left in the middle from the
previous planting. This landscaping creates a more purposeful and cohesive entrance to
the school. We look forward to seeing the blooms of Bee Balm and St. John’s Wart

among the feathery grasses.

AFTER







BEFORE AFTER

BEFORE




New Team Members

Jody Miller is a new team member on the maintenance side of the department. He has
lived in Jonesborough for the better part of his life and going to be a great asset to the
team.

Vince Sicca will start on Monday, September gt He recently moved to Unicoi, TN after
living in Asheville, NC. He comes from Biltmore Estates grounds crew and specializes in
turf management and composting. He started the composting department at Biltmore
and has mentioned he would love to help the Senior Center start theirs.

We have extended an offer to Julia Hawkins, and she is currently going through her
preemployment steps. We hope she can join the team by September 30th, She comes
from the TN forestry department.

Wetlands Water Park

Attendance:
In August, we welcomed 4,365 visitors to Wetlands Waterpark, which is 985 more than
August 2023—a great sign of our park’s continued growth and popularity!

Cafe Sales:
The cafe was busy this month, selling a total of 3,504 items, contributing to Total Net Sales
of $55,769.35 for August.

Rentals:

We hosted 5 pavilion rentals and 30 facility rentals this month. Additionally, when we had
an open party date on August 28th, we offered an open swim for $5 and attracted 110
attendees, providing a fun opportunity for our community to enjoy the park. We currently
have parties booked out till the 3™ weekend of September, so we have elected to keep the
pool open on Saturdays and Sundays from 12-5:30p. Should the temperature drop orwe
find we are not profitable on those dates, we will adjust our schedule.

Park Projects:
We’ve been hard at work getting Wetlands in better shape! Here’s what we’ve been up to:

. Addressing a water leak at the base of the tube slide

. Replacing faucets in the men’s bathroom

. Repainting all steps with yellow grip paint for added safety

. Pressure washing the entrance and clearing the gutters

. Fixing the toilet in the director’s office, which is now fully functional

Programming:



e Paddle Board Yoga: A unigue and calming experience, combining fithess and
balance on the water.

* Lap Swimming: Dedicated time for swimmers to enjoy the pootl for exercise and
training.

s Sensory Swim Night: A special event designed for individuals with special
needs, offering a quieter and more sensory-friendly environment.

Future Ptans:

» New Slide Quotes: We are in the process of gathering quotes for a potential new
slide to bring a fresh, exciting feature to the park.

*  Pump Room Upgrades: Plans are underway to upgrade the pump room, which
will enhance the efficiency and maintenance of our water systems.

¢ Pool Heater Repairs: We are working to fix the pool heater to ensure
comfortable water temperatures for guests throughout the season.

* Beach Volleyball Court Re-Installation: Our team is also preparing to re-install
the beach volleyball court, giving visitors a fun and active space to enjoy.

Miscellaneous Updates

Our team has worked to remove pests that have damaged shrubs within the town and
sprayed with organic pesticides to ward against them returning and/or spreading. We
also trimmed the shrubs to remove damaged branches and promote new growth.

Wetlands and multiple park playgrounds including Stage Road Park and Persimmon
Ridge Playground, have been or are in the process of being pressure washed to maintain
the equipment. By keeping up with cleaning the equipment we work to promote its
longevity. In addition to equipment maintenance, the parks and recreation department
completed two bridge repairs at Barkley Creek Park and the Chuckey Depot.

The Parks and Recreation department is working on a large and comprehensive cleanup
of Barkley Creek Park. This project includes cleaning the edges of Barkley Branch,
removing invasive, weedy species from shrubs and the creek bank, and limbing trees to
un-obstruct the view of the pond from benches on the property. We are also working to
fix the water fountain in the pond.



Local Programming

Jonesborough Youth Soccer

Joneshorough Youth Soccer is in full swing with the opening day celebration scheduled for
September 5. They have food trucks, inflatables, and other activities planned. Last year
they estimated over 500 people atiended this event. Games are slated to begin the middle
of September.

Jonesborough Little League

Jonesborough Little League started a fall softball league for those girls wishing to continue
their development. Due to shifting Jonesborough Youth Soccer to Persimmon Ridge, we
were able to partner with Washington County Schools to allow them to play and practice at
Grandview Elementary this fall.

Tiger Park
Progress update to be provided by Rachel Conger.
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TOWN OF JONESBOROUGH

123 BOONE STREET
JONESBOROUGH, TN 37659
TELEPHONE (423) 753-1030

Fax (423) 753-1074

Sewer Department

2 boxes that are rusty inside and out.



Solid Waste Department

1 roll-off container. Very rusty, most all supports on sides rusted in two.
Floor is rusted thin, wheels are worn flat on one side and door locking
hardware is damaged. Rebuild costs would be significant.



Senior Center

The refrigerator has a bad compressor.
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TOWN OF JONESBOROUGH
BOARD OF MAYOR AND ALDERMEN
AGENDA PRESENTATION

DATE:_September 9, 2024 AGENDA ITEM #.___4

sUBJECT: Financial Report .

Attached for your review are the prefiminary August, 2024 Financial Operating Statements:

- Current Year Prior Year
August YD August YID
GENERAL FUND
Revenues 519,907 1,393,798 567,480 1,257,142
Expenditures 788,614 1,772,130 781,944 1,484,722
Rev. Over/{Under) Exp. (268,707) (378,332) (214,454) (227,580)
SOLID WASTE FUND
Revenues : 70,469 153,129 73,584 149,479
Expenditures 54,571 86,175 59,704 102,135
Rev. Over/{Under) Exp. 15,888 - 66,954 13,890 47,344
JACKSON THEATRE FUND
Revenues - - - -
Expenditures 13,504 25,583 - -
Rev. Over/(Under) Exp. {13,504) (25,563) - -
K-8 CAPITAL PROJECT FUND
Revenues - - 396,224 396,224
Expenditures : - - 396,224 878,570
Rev. Over/{Under) Exp. - - - (482,346)
HRA INTERNAL SERV. FUND
Revenues 8,921 11,580 - 5,790
Expenditures 4,250 8,409 - 16,580
Rev. Over/{Under) Exp. 4671 3171 - (10,780)
WATER/SEWER FUND*
Revenues 880,993 1,995,753 1,621,739 2,424,958
Expenditures 640,589 1,365,129 1,044,069 2,473,196
Rev. Over/(Under) Exp. 240,404 630,624 577,670 {48,238)
DRUG FUND
Revenues 564 752 6,183 6,192
Expenditures 2,000 2,000 2,000 2,000
Rev. Over/{Under) Exp. {1,436) (1,248)) | 4183 4192

Water/Sewer Fund includes water fine expenditures and other capital spending that will be reclassified to fixed asseis at year-end
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TOWN OF JONESBOROUGH
BOARD OF MAYOR AND ALDERMEN
AGENDA PRESENTATION

DATE: September 9. 2024 AGENDA ITEM #: 7-B-1&2

SUBJECT: 1% Reading — Amendments to Title 11, Planning & Zoning, Chapters 2 & 18
BACKGROUND:

Presented are the proposed amendments to the Jonesborough Municipal Code as
related to stormwater in Title 11, Planning and Zoning, Chapters 2 and 18.

The changes presented today are designed to address the updates required to meet the
minimum standards of stormwater related compliance as per the State of Tennessee
Department of Environment and Conservation (TDEC).

Engineering consultant Todd Wood worked through the required TDEC updates and
has provided the proposed amendments to the municipal code for both Title 11,
Planning and Zoning, Chapter 2 Peak Stormwater Management and Erosion Prevention
and Sediment Control: and Title 11, Planning and Zoning, Chapter 18 Permanent Water
Quality Stormwater Management. Both amendments intend to replace current Title 11,
Chapters 2 and 18 in their entirety.

RECOMMENDATION:

1. Approve Ordinance 2024-10, the amendment to the Jonesborough Municipal Code
as related in Title 11, Planning and Zoning, Chapter 2 Peak Stormwater
Management and Erosion Prevention and Sediment Control on First Reading, as
presented.

2. Approve Ordinance 2024-11, the amendment to the Jonesborough Municipal Code
as related in Title 11, Planning and Zoning, Chapter 18 Permanent Water Quality
Stormwater Management on First Reading, as presented.









11-203. Definitions. For the purpose of this Chapter, the following words and phrases
shall have the meanings respectively ascribed to them by this section:

Adequacy of Outfalls: The capacity of the receiving channel, stream, waterway,
storm drain system, etc., and a determination whether it is adequately sized to
receive runoff from the developed site so as to not cause erosion and/or flooding.

Best Management Practices (BMP's): A schedule of activities, prohibitions of
practices, design, construction and maintenance procedures, and other
management practices to prevent the pollution of stormwater runoff.

Development: Any activity on one (1) acre or more or on three lots or more that
involves making changes to the land contour by grading, filling, excavating,
removal, or destruction of topsoil, trees, or vegetative covering.

Denuded Area. Areas disturbed by grading, tilling, or other such activity in which
all vegetation has been removed and soil is exposed directly to the elements
allowing for the possibility of erosion and stormwater and sediment run-off.

Developer: Any person, owner, individual, partnership, co-partnership, firm,
company, corporation, association, joint stock company, trust, estate,
governmental entity or any other legal entity, or their legal representatives,
agents or assigns.

Drainage: A general term applied to the removal of surface or subsurface water
from a given area either by gravity or by pumping; commonly applied to surface
water/stormwater.

Drainage Ways and Local Waters: Any and all streams, creeks, branches,
ponds, reservoirs, springs, wetlands, wells, drainage ways and wet weather
ditches, or other bodies of surface or subsurface water, natural or artificial
including Jonesborough's stormwater system; lying within or forming a part of the
boundaries of the Town of Jonesborough, or the areas under the regulatory
responsibility of the Jonesborough Planning Commission that are adjacent to or
intended to be served by the Jonesborough Sewer System.

Enforcement Officer: The Building Inspector, the Public Works Director or any
other person designated by the Jonesborough Board of Mayor and Aldermen to
enforce the Stormwater Management, Erosion and Sediment Control Ordinance.

Erosion: The general process whereby soils are moved by flowing surface or
subsurface water.

Exceptional and Historical Trees: Those trees or stands of trees that are
exceptional representatives of their species in terms of size, age, or unusual
botanical quality, or which are associated with historical events.













( 1.) Project Description - Briefly describe the intended project and proposed
land disturbing activity including number of units and structures to be
constructed and infrastructure required.

( 2.) Contour intervals of five (5) feet or less showing present conditions and
proposed contours resuiting from {and disturbing activity.

( 3.) All existing drainage ways, including intermittent and wet-weather. Include
any designated floodways or flood plains.

( 4.} A general description of existing land cover; individual trees and shrubs do
not need to be identified.

( 5.) Stands of existing trees as they are to be preserved upon project
completion, specifying their general location on the property. Differentiation
shall be made between existing trees to be preserved, trees to be removed
and proposed planted trees. Tree protection measures must be identified,
and the diameter of the area involved must also be identified on the plan
and shown in feet per inches. Information shall be supplied concerning the
proposed destruction of exceptional and historic trees in setbacks and
buffer strips, where they exist. Complete landscape plans may be
submitted separately but must meet guidelines established in Chapter 5 of
Title 11 of the Municipal Code. The Plan must include the sequence of
implementation for tree protection measures.

( 6.) Limit of disturbance showing approximate limits of proposed clearing,
grading and filling.

( 7.) Drainage area map showing pre and post development stormwater leaving
any portion of the site.

( 8.) A general description of existing soil types and characteristics and any
anticipated soil erosion and sediment problems resulting from existing
characteristics.

( 9.) Location, size, details, and layout of proposed stormwater management
improvements. Provide appropriate details such as a profile through the
principal spillway with cut-off trench, anti-seep control, trash rack details,
compaction/backfill details or notes, riser detail, outlet stabilization, and
emergency spillway detail for detention ponds and other details/sections as
needed for the contractor to build the structures.

Any opening in a riser structure and its overflow shall have a trash rack to
prevent the openings, the riser, and/or the principal spillway from becoming
clogged. The trash racks shall not be fiat across the openings.



(10.)

(11.)
(12.)

Provide hydraulic calculations sealed by a registered professional engineer
for stormwater facilities. As a minimum, the calculations shall include a pre
and post development drainage area map, brief narrative, pre and post
development run-off data, and routing calculations to determine the outflow
rate.

Proposed closed and open drainage network.
Proposed storm drain or waterway sizes.

Location and amount of stormwater run-off leaving site after construction
and stormwater management measures proposed. The evaluation must
include projected effects on property adjoining the site and on existing
drainage facilities and systems. The plan must address the Adequacy of
Outfalls from the development. When water is concentrated, what is the
capacity of waterways and storm drains, if any, accepting stormwater off-
site, and what measures including infiltration, sheeting into buffers, outfall
setbacks, etc. are to be used to spread concentrated run-off and prevent
the scouring of waterways and drainage areas off-site.

If the downstream storm drain or waterway is not of sufficient size to handle
the post development run-off, or even the pre-development a review shall
be undertaken to determine if any reasonable accommodation can be given
The plan will be in the Stormwater Plan to reducing the likelihood of
problems downstream. expected to address, to the extent reasonable,
improvements that will reduce the release rate to no greater than the
capacity of the downstream storm drains or waterways.

Outfall pipes from storm drain systems and stormwater management
facilities shall be setback sufficiently from off-site properties to allow the
concentrated water to spread out back to pre-development flow
characteristics. Under no circumstance shall an outfall pipe, as measured
from the end section, headwall, or pipe, if no end structures used, be any
closer than ten (10) feet from the off-site property uniess a drainage
easement from the off-site property owner is obtained and recorded. The
outfall setback shall be determined by the Engineer and shall be based on
outflow rate and the receiving channel or pipe characteristics.

Stormwater discharge from a concentrated point such as a pipe outfall shall
discharge onto rip-rap or other velocity/energy dissipating method to reduce
erosion potential. All rip-rap or other stone used to reduce velocity shall be
placed on a geotextile to prevent scouring and the stone from sinking into
the underlying soil.



(13,

(14.)

The overflow path through the site and from any stormwater management
device for stormwater run-off above the design storm event, shall not impact
any structure.

The projected sequence of construction represented by the grading,
drainage and erosion and sediment control plans as related to other major
items of construction, beginning with the initiation of excavation and
including the construction of any sediment basins or stormwater facilities.
The sequence of construction is a vital component of the Stormwater Plan
and it explains to the contractor, and Building Inspector, when the drainage
and sediment control devices are to be in place.

The sequence of construction shall state that no clearing or grading may
begin until all perimeter sediment control devices are in place and
functional.

Specific remediation measures to prevent erosion and sediment run-off and
to meet approved standards as outlined in Section 11-208 of this Chapter.
Plans shall include detailed drawings of all control measures used;
stabilization measures including vegetation and non-vegetative measures,
both temporary and permanent, will be detailed. Detailed construction
notes and a maintenance schedule shall be included for all controi
measures in the plan.

if a detention pond is to be used initially as a temporary sediment basin,
then appropriate details and notes shall be provided showing how the pond
will increase the residence time of the sediment laden water and when and
how the sediment basin is to be converted to a permanent detention pond.
Typically this conversion occurs once the upland drainage area to the pond
has been stabilized. The sequence of construction shall include notes on
when these activities are to take place.

The use of earth berms/dikes, swales, sediment traps, outlet structures, and
sediment basins are strongly encouraged over the use of silt fence and
straw bales for long term projects and where concentrated run-off is
present.

All disturbed areas that will not be disturbed again within fourteen (14) days
shall be temporarily or permanently stabilized with seed, mulch, and/or
other appropriate measures within fourteen (14) days of grading or clearing
operations ceasing. lt is very important that disturbed soil be stabilized as
soon as possible to prevent sediment run-off. For slopes 3:1 or steeper,
they must be temporarily or permanently stabilized within seven (7) days of
grading ceasing on those slopes.



(15.)

(16.)

(17.)

(18.)

A stone construction exit per the Tennessee Sediment Control Handbook
shall be provided for all construction ingress/egress points for all
construction projects including single lot construction. This is required in
order to prevent mud, sediment, and debris on Jonesborough streets and
public ways at a level acceptable to the Public Works Director or Building
Inspector. Mud, sediment, and debris brought onto streets and public ways
must be removed by the end of the day by machine, broom or shovel to the
satisfaction of the Public Works Director. Failure to remove said sediment,
mud or debris shall be deemed a violation of this ordinance.

It is the contractor's responsibility to prevent sediment from leaving the
construction site and this includes sediment leaving the site by way of run-
off flowing out the entrance or by vehicular tires carrying the sediment into
the street. If there is run-off flowing down the construction exit to the street,
a mountable stone berm or equivalent measures shall be used to direct the
run-off to sediment control devices adjacent to the exit. The use of smaller
stone or gravel other than shown in the Tennessee Sediment Control
Handbook is not permitted.

Proposed structures; location (to the extent possible) and identification of
any proposed additional building, structures or development on the site.

A description of on-site measures to be taken to recharge surface water in
to the ground water system through infiltration, if appropriate for the site.

The Plan must have the seal of the design professional responsible for
creating the Plan. The stamped and signed Plan, if approved, shall be
copied and be the official Plan that must be available in the field during
construction.

11-208. Plan must contain measures {o meet approved standards. The Stormwater Plan

shall contain measures that will ensure development, construction or site work
will meet or exceed the following standards:

(1)

(2.)

The development fits within the topography and soil conditions in a manner
that allows stormwater and erosion and sediment control measures to be
implemented in a manner satisfactory to the Jonesborough Planning
Commission. Development shall be accomplished so as to minimize
adverse effects upon the natural or existing topography and soil conditions
and to minimize the potential for erosion.

Plans for development and censtruction shall seek to minimize cut and fill
operations. Construction and development plans calling for excessive
cutting and filing shall be justified to the Jonesborough Planning
Commission.






(7.)

(8.)

(9.)

(10.)

(11.)

All off site surface water flowing toward the construction or development
area shall, to the extent possible, be diverted around the disturbed area by
using berms, channels, or other measures as necessary. Limiting the
amount of run-off, especially concentrated run-off, from flowing through the
construction site can be extremely helpful in preventing or significantly
reducing sediment run-off. Under no circumstances, unless a drainage
easement is obtained, may be diverted off site run-off be redirected onto off
site properties or be diverted onto an off site property’s existing drainage
way in a manner that would cause harm to the property.

All grading, vegetation, drainage, stormwater, erosion and sediment control
mitigation measures shall conform to any or all Best Management Practices
approved and revised from time to time by the Board of Mayor and
Aldermen and meet the requirements of the current State of Tennessee’s
Erosion and Sediment Control Handbook.

All perimeter sediment control devices such as earth berms/dikes, swales,
sediment basins, sediment traps, and other perimeter drainage and
sediment control measures shall be installed in conjunction with initial work
and must be in place and functional prior to the initial grading operations.
These measures must be maintained throughout the development process.

Existing trees shall not be cut or otherwise damaged or destroyed within
portions of the property to be used for required open space, if required,
setback or buffer requirements of the Jonesborough Zoning Ordinance or
the Jonesborough Landscape Ordinance, without the formal approval of the
Jonesborough Planning Commission. When hardships or development
problems exist in these areas, the Jonesborough Planning Commission
may entertain plans that inciude planted trees and vegetation in setback
and buffer areas.

The Town strongly encourages the developer or builder to not remove
existing trees in order to construct a stormwater management facility.

Heritage Trees in setbacks, buffer strips and required open spaces shall not
be removed without receiving approval of the Jonesborough Planning
Commission. The Jonesborough Building Inspector, with the possible
technical assistance of the Washington County Extension Agent and the
Soil Conservationist, shall make the initial determination related to any
exceptional and/or historical trees prior to review by the Planning
Commission and the issuance of grading and building permits.

A permanent undisturbed buffer shali be provided from the top of bank
along both sides of streams, rivers, lakes, wetlands, or other Waters of
the State except as necessary for the installation of utilities, development
of roads crossing the waterway, trails and walkways, or construction of
outfalls for stormwater facilities and related drainage improvements and



for removal of invasive species to enhance the existing buffer. These
utility, road, trail/walkway, and stormwater outfall disturbances shall be
designed to minimize disturbance and impact on the Waters of the State
and their buffers. Any disturbance to streams, wetlands, or other Waters
of the State require an Aquatic Resource Alteration Permit through the
State of Tennessee.

The permanent buffer widths are as follows:

a) 30’ average and 15’ minimum for Waters of the State that have
available parameters for water quality (not impaired),

b) 60’ average and 30" minimum for Waters of the State that have
unavailable parameters for water quality (impaired).

If it is not practical to provide the required buffer or only a portion of the
buffer can be provided, a variance approved through the Town of
Jonesborough Board of Zoning Appeals must be obtained. Justification for
this variance must be in accordance with the Boards of Zoning Appeals
criteria plus the following:

(a) The full buffer or reduced buffer width would be a hardship to
developing the property, and

(b) may not be based solely on the difficulty or the cost of
implementation, and

(c) Other measures or site design technigues are used to protect the
stream such as, but not limited to:

a. Landscape plantings provided that would enhance the
reduced buffer width between the development and the
stream, and/or



(12))

(13.)

(14.)

b. Redirecting stormwater runoff from the development’s
impervious areas away from the portion of the buffer that
a variance is requested for.

During construction, a temporary 30’ average {15’ minimum) undisturbed
buffer or equivalent measures, shail be provided from the top of the
stream bank. If the stream is a siltation or streamside habitat impaired
stream or Exceptional Water of the State, the undisturbed buffer during
construction is increased to a 60’ average (30" minimum) or equivalent
measures.

The criteria for the width of the buffer zone can be established on an
average width basis at a project, as long as the minimum width of the
buffer zone is more than the required minimum width at any measured
location. [f the new development or redevelopment site encompasses both
sides of a stream, buffer averaging can be applied to both sides, but must
be applied independently.

Soil and other materials shall not be temporarily or permanently stored in
locations which would cause suffocation of root systems of trees intended
to be preserved. Stockpiled soils shall have silt fencing or other sediment
control measures surrounding, and shall be located away from street, curbs
and drainage ways to prevent sediment from getting into local waters or
streets and public ways.

Land shall be developed to the extent possible in increments of workable
size, which can be completed in a single construction season, Spring to Fall.
Erosion and sediment control measures shall be coordinated with the
sequence of construction, development and construction operations.
Control measures such as berms, interceptor ditches, terraces, and
sediment and siit traps shall be put into effect prior to any next stage of
development.

The permanent vegetation shall be installed on areas of the construction
site that are outside of the buiiding area, pad or footprint, as soon as utilities
are in place and final grades are achieved. Without prior approval of an
alternate plan by the Jonesborough Planning Commission, permanent or
temporary soil stabilization must be applied to disturbed areas outside of
the building pad or footprint within fourteen (14) days from substantial
completion of grading, or where these disturbed areas outside the building
site will remain unfinished for more than fourteen {14) calendar days. The
building area should be stabilized with a concrete pad or the footprint
covered with gravel.






(18.)

All erosion and sediment control devices shall be designed for the 2 year,
24 hour storm as a minimum. For drainage area of 10 acres or more to a
single outfail point, a sediment basin(s) or equivalent measures shall be
used and designed for the 2 year, 24 hour storm.

For projects which drain into an impaired or exceptional Water of the State,
the erosion and sediment control devices shall be designed for the 5 year,
24 hour storm and a sediment basin or equivalent measures shall be used
for drainage areas of 5 acres or more to a single outfall point.

The Town of Jonesborough wishes to minimize the negative effects of
development on our environment, on our economy, and on our health while
at the same time reducing development costs for the developers and
maintenance costs for the Town and the developer. All efforts should be
utiized to implement site design and non-structural stormwater
management practices to reduce and minimize runoff in new development.
Efforts to enhance infiltration, passage or movement of water into the soil
surface, reduction of hard surfaces, minimizing the concentration of runoff,
and lengthening of the time of concentration should be a priority. :

The following BMPs and stormwater credits can be applied to the peak
stormwater calculations thereby reducing the size and cost of the
stormwater BMPs:

(@) Natural area conservation

The preservation of forest, wetlands, pasture land, and other
sensitive areas of existing vegetation thereby retaining pre-
development hydrologic and water quality characteristics. if these
areas are undisturbed and placed in a recorded protective easement,
the post development curve numbers for these areas can be
modeled as forest in good condition.

(b) Disconnection of rooftop runoff

Rooftop runoff that is disconnected from another impervious surface
and directed over a pervious area will infiltrate into the soil or be
filtered by the surface material. The longer the flow path of the water
from the pipe across vegetated areas, the greater the filtering and
infiltration of the run-off which in turn improves water quality and
reduces downstream run-off.

[f the lot is graded to disperse the rooftop runoff as sheet flow through
at least 50’ of thick grass or other thick vegetation or through at least



(c)

25" of existing woodlands, 50% of the rooftop impervious area
draining through the vegetation may be modeled as grass in good
condition when calculating the post development curve number. If
reforestation or planted landscape beds equal in area to 50% of the
rooftop area is placed in the path of the disconnected rooftop runoff,
then the remaining 50% of the rooftop impervious area may be
modeled as grass in good condition when calculating the post
development curve number.

If the rooftop runoff is discharged into a properly designed and
constructed bioretention facility/rain garden onsite, 100% of the
rooftop impervious area draining to the device may be modeled as
grass in good condition when calculating the post development curve
number.

If downspouts need to be piped away from building foundations to
prevent damage to the foundations, the pipes must outfall at least
ten (10) feet, preferable further, from any property line. If the
downspouts are piped and the runoff cannot disperse in accordance
with the above requirements, no stormwater credit is available.

Disconnection of non-rooftop impervious runoff

Rooftop runoff that is disconnected from another impervious surface
and directed over a pervious area will infiltrate into the soil or be
filtered by the surface material. The longer the flow path of the water
across vegetated areas, the greater the filtering and infiltration of the
runoff which in turn improves water quality and reduces downstream
runoff.

Discharging run-off from impervious surfaces onto pervious surfaces
through the use of pervious pavers, permeable paving surfaces, rain
gardens/bioretention facilities, grassed swales, use of open road
sections in lieu of curbed roads, and by grading the site so that run-
off travels from an impervious surface to a pervious surface before
being collected in a drainage system. All of these increase filtering
and infiltration of stormwater before the flows become concentrated
and this in turn improves water quality and reduces downstream run-
off which means pipes, swales, ditches, and stormwater facilities can
be smaller.

Avoid sending run-off from one impervious surface directly onto
another impervious surface. Place pervious surfaces between
impervious surfaces along the run-off path.



(d)

(e)
(e)

(9)

If the site is graded to disperse the impervious runoff as sheet flow
through at least 50’ of thick grass or other thick vegetation or through
at least 25 of existing woodlands, 50% of the impervious area
draining through the vegetation may be modeled as grass in good
condition when calculating the post development curve number. If
the impervious runoff is discharged into a properly designed and
constructed bioretention facility/rain garden onsite, 100% of the
impervious area draining to the device may be modeled as grass in
good condition when calculating the post development curve
number.

Sheet flow

Maintain sheet flow for as long as possible before the run-off has to
be collected in a stormwater conveyance system. Sheet flow
increases infiltration and lengthens the time of concentration which
in turn improves water quality and reduces run-off downstream.
Spread out concentrated flows created by the development before
they are discharged offsite using stilling basins, level spreaders,
directing run-off through woodlands, or other means so the run-off
returns to pre-development characteristics to meet the adequacy of
outfall provision of this ordinance and to improve water quality and
reduce run-off downstream.

Grass channels in lieu of piping or hard surface channels.
Environmentally sensitive development

Maintaining/not disturbing environmentally sensitive areas such as
streams, stream buffers, existing woodlands, existing steep slopes,
wetlands, etc., the reduction of cut and fill, excavating, etc. and the
appropriate balance of buildings and parking on the development
site.

Improvements to and the reduction in the impervious areas on the
development site. Design parking lots with the minimum amount of
hard surface required to meet the zoning regulations. If additional
parking area is desire, the Town strongly encourages the employee
and/or overflow parking areas to be constructed in a more pervious
material than asphalt or concrete. If the parking regulations require
excessive parking for your type of development, discuss the issue
with the Town Staff. If the Town Staff feels a reduction in the number
of required parking spaces is justified, a variance can be submitted
to the Board of Zoning Appeals to reduce the parking requirements
which in turn will reduce the amount of impervious surface installed.









11-216.

11-217.

11-218.

determines after construction begins that the plan andfor implementation
schedule approved by the Planning Commission does not adequately provide
the protection intended in the ordinance and in the approval issued by the
Commission. Additional protective measures required by the Public Works
Director and/or the Building Inspector that fall under the authority of the Planning
Commission are subject to appeal under the procedures outlined in Section 231
of this Chapter.

Certification of Design Professional: The registered design Professionali
responsible for developing the Stormwater Plan may be required to provide
written certification to the extent possible that the stormwater management
facility approved by the Planning Commission have been implemented
satisfactorily and are in compliance with the approved plan. The Building
Inspector or designee will ultimately have final approval authority through the
issuance of Certificate of Occupancy as designated in Section 11-229.

Stormwater management facilities and drainage structures maintained. All on-
site stormwater management and drainage structures shall be properly
maintained by the owner/developer during all phases of construction and
development so that they do not become a nuisance. Nuisance conditions shall
include: improper storage resulting in uncontrolied run-off and overflow; stagnant
water with concomitant algae growth, insect breeding, and odors; discarded
debris; and safety hazards created by the facilities operation. When problems
occur during any phase of construction and development, it is the responsibility
of the developer to make the necessary corrections. Corrective actions will be
monitored and inspected by the Enforcement Officer. The Board of Mayor and
Aldermen may accept ownership of stormwater management facilities in behalf
of the Town under the terms set forth in Section 219 of this Chapter, however,
uniess the Town accepts ownership the Developer, or a legal entity acceptable
to the Planning Commission, shall have on-going responsibility to see that the
stormwater management facility is properly maintained and operational. The
Developer shall provide the necessary permanent easements to provide Town
personnel access to the stormwater management facilities and drainage
structures for periodic inspection. A right-of-way to conduct such inspections
shall be expressiy reserved in the permit.

Improperly _maintained stormwater management facilities _and _drainage
structures a violation. The Building Inspector and/or the Public Works Director
shali periodically monitor and inspect the care, maintenance and operation of
stormwater management facilities and drainage structures during and after
construction and development. Facilities found to be a nuisance, as defined in
Section 11-217, are in violation of the ordinance and are subject to fines of up to
$5,000.00 per day for each day of violation (T.C.A.§68-221-1101) with each
additional day considered a separate violation.







11-222.

11-223.

outside the building site shall be properly covered within the same schedule as
directed in Section 11-208(14) of this Chapter.

Grading permit also required for any project on less than one acre involving
grading, filling, or excavating. A Grading Permit is also required for any
development or construction activity on property one (1) acre or less except for:
the normal functioning and operation of private agriculture and forest lands; any
State or Federal agency not under the regulatory authority of the Town of
Jonesborough for stormwater management, sediment and erosion control; and
minor land disturbing activities such as home gardens, individual home
landscaping, repairs and maintenance. However, said development and
construction activities do not require a formal Stormwater Plan unless specifically
requested by the Planning Commission. The Building Inspector shall require that
all grading, vegetation, drainage, stormwater, erosion and sediment control
measures necessary shall be implemented, shall conform to any and all Best
Management Practices, and shall meet the objectives established in this
ordinance. Developers must also present to the Building Inspector a description
of the measures that will be taken to address the requirements established in
Sections 11-207(14 & 15) of this Chapter - avoiding mud, sediment, rock and
debris on public ways and streets. These measures must be addressed prior to
the Building Inspector issuing a Grading Permit. Measures preventing excess
run-off and erosion must be in place prior to the commencement of grading
and/or excavation.

Existing_developed properties with drainage, erosion_and sediment concerns.
Properties of any size within the city limits of the Town of Jonesborough that have
been developed or in which land disturbing activities have previously been
undertaken, are subject to the following requirements:

(1.) Denuded areas still existing as of the second and final reading of this
ordinance must be vegetated or covered under the standards and
guidelines specified in the Best Management Practices adopted by the
Board of Mayor and Aldermen, and on a schedule acceptable to the
Enforcement Officers.

(2.) Cuts and slopes must be properly covered with appropriate vegetation
and/or retaining walls constructed.

(3.) Drainage ways shall be properly covered in vegetation or secured with
stones, etc. to prevent erosion.

{4.) Junk, rubbish, etc. shall be cleared of drainage ways to prevent possible
contaminate and polution.



11-224.

11-225.

11-226.

(5.) Stormwater run-off in commercial areas, office or medical facilities, shall be
controlled to the extent reasonable to prevent pollution of local waters.
Such control measures may include, but not be iimited to, the following:

(a.) Oil skimmer/grit collector structure or other water quality device.
These structures are designed to skim off floatables out of parking lots
and other impervious surfaces, and allow solids of debris and sediment
to settle before being discharged in a local waterway.

(b.) Stormwater management facilities.

(c.) Planting and/or sowing of vegetation and other nonstructural
measures.

(d.) Rip-rapping, mulching, and other similar erosion control measures
associated with local drainage ways.

Improvements needed at existing locations/developments determined by the
Building Inspector and/or Director of Public Works. Improvements needed to
provide drainage and sediment control in existing and completed developments
shall be determined by either of the Enforcement Officers. The Enforcement
Officers shall evaluate existing developments, parking areas, site work, and
drainage ways to determine if additional measures to protect heaith and safety
and water quality are needed. Recommendations shall be:

(1.) Provided in writing to the property/business owner.

(2.) Detailed as to specific actions required and why these actions are
necessary.

(3.) Made with a reasonable period of time for implementation.

Improvements required in existing developments normally at owner’'s expense.
Drainage and sediment control measures required in existing developed
properties shall normally be undertaken at the property or business owner's
expense. Unless, determined otherwise by the Board of Mayor and Aldermen,
drainage and sediment control measures implemented shall be properly
maintained by the property or business owner. The Board of Mayor and
Aldermen, however, at its discretion in circumstances in which Board members
feel the Town's participation is essential to protecting the health and safety of
residents and the water quality of Jonesborough’s drainage ways, may approve
cost-sharing or total financial responsibility for needed drainage and sediment
control measures.

Town may take responsibility for existing stormwater management facilities and
drainage structures. The Jonesborough Planning Commission may recommend
that the Board of Mayor and Aldermen take responsibility for existing stormwater













be treated in a sediment basin or aiternative control that provides
equivalent or better treatment prior to discharge;

2. Minimize the exposure of building materials, building products,
construction wastes, trash, landscape materials, fertilizers, pesticides,
herbicides, detergents, sanitary waste and other materials present on
the site to precipitation and to stormwater; and

3. Minimize the discharge of pollutants from spills and leaks and implement
chemical spill and leak prevention and response procedures.

The following discharges are prohibited from construction sites:

1. Wastewater from washout of concrete, unless managed by an
appropriate control.

2. Wastewater from washout and cleanout of stucco, paint, form release
oils, curing compounds and other construction materials

3. Fuels, oils, or other pollutants used in vehicle and equipment operation
and maintenance.

4. Soaps or solvents used in vehicle and equipment washing

11-234. Penalties; Enforcement. Any Developer or person who shall commit any act
declared unlawful under this Chapter, who violates any provision of this Chapter,
who violates the provisions of any permit issued pursuant to this Chapter, or who
fails or refuses to comply with any lawful communication or notice to abate or
take corrective action by any authorized Enforcement Officer or the
Jonesborough Planning Commission, shall be guilty of a violation of this
municipal ordinance, and each day of such violation or failure to comply shall be
deemed a separate offense and punishable accordingly. Upon conviction, the
Developer or person shall be subject to fines of up to $5,000.00 per day for each
day of violation (T.C.A. §68-221-1106). Unless otherwise specified within any
section of this Chapter, the Building Inspector and the Public Works Director are
the designated Enforcement Officers of this ordinance. Citations for violations
may be issued by any Enforcement Officer, the Public Safety Director or any
Jonesborough Police Officer.

11-235. Severability. If any provision of this Ordinance is held to be unconstitutional or
invalid, such unconstitutionality or invalidity shall not affect any remaining
provisions.

This ordinance shall become effective immediately after its passage on second and
final reading.



Motion was made by and seconded by that
the preceding ordinance be adopted on first reading. Those voting for the adoption
thereof, were:
Those voting against:

PASSED ON FIRST READING

CHUCK VEST, MAYOR
ATTEST:

JANET JENNINGS, RECORDER
APPROVED AS TO FORM

JAMES R. WHEELER, TOWN ATTORNEY

Motion was made by and seconded by
that the preceding ordinance be adopted on second and final reading. Those voting for

the adoption thereof, were:

Those voting against:

PASSED ON SECOND READING

CHUCK VEST, MAYOR
ATTEST:

JANET JENNINGS, RECORDER
APPROVED AS TO FORM

JAMES R. WHEELER, TOWN ATTORNEY






11-1812
11-1813
11-1814
11-1815

11-1801

11-1802

11-1803

Variances
Penalties
Severability
Effective Date

Short title. This Section shall be known as the “Permanent Water Quality
Stormwater Management Ordinance of the Town of Jonesborough,
Tennessee”.

Purpose. The purpose of this Ordinance is to conserve the land, water and
other natural resources of the Town of Jonesborough; promote the public
health and welfare of the people by establishing requirements for the control of
stormwater, by establishing procedures whereby these requirements shall be
administered and enforced; diminish threats to public safety from degrading
water quality caused by stormwater conveying excessive pollutants into our
public drainage systems; and reduce the economic loss to individuals and the
community at large.

Definitions. For the purpose of this Ordinance, the following definitions shall
apply:

Best Management Practices (BMP or BMPs) - Schedules of activities,
prohibitions of practices, maintenance procedures, Water Quality Management
Facilities, structural controls and other management practices designed to
prevent or reduce the pollution of waters of the United States. Water quality
BMPs may include structural or non-structural practices.

Channel - A natural or man-made watercourse with a defined bottom and banks
to confine and convey continuously or periodically fiowing stormwater.

Construction - Any placement, assembly, or installation of facilities or
equipment at the premises where such equipment will be used, including
preparation work at such premises.

Covenants for Maintenance of Stormwater Facilities and Best Management
Practices - A legal document executed by the property owner, or a
homeowners’ association as owner of record, and recorded with the Register
of Deeds in the Washington County, Tennessee Courthouse which guarantees
maintenance of Water Quality Management Facilities and Best Management
Practices.

Developer - Any person, owner, individual, partnership, co-partnership, firm,
company, corporation, association, joint stock company, trust, estate,
government entity or any other legal entity, or their legal representative, agents,
or assigns.















(11)

(12)

(13)

Other State and/or Federal permits that may be necessary for
construction in and around streams and/or wetlands shall be approved
prior to approval of a Water Quality Management Plan by the Town.

The approved Water Quality Management Plan shall be adhered to
during grading and construction activities. Under no circumstance is the
owner or operator of land development activities allowed to deviate from
the approved Water Quality Management Plan without prior approval of
a plan amendment by the Town Administrator.

The approved Water Quality Management Plan shall be amended if the
proposed site conditions change after plan approval is obtained, or if it
is determined by the Town Administrator during the course of grading or
construction that the approved plan is inadequate.

The Water Quality Management Plan shall include a listing of any known
legally protected state or federally listed threatened or endangered
species and/or critical habitat located in the area of land disturbing
activities and a description of the measures that will be used to protect
them during and after grading and construction.

Water quality management facilities, BMPs, and vegetated buffers
shown in Water Quality Management Plans shall be maintained through
Covenants for Maintenance of Stormwater Facilities and Best
Management Practices or other legal means as determined by the
Town Administrator. The other means must be legally enforceable to
ensure ownership, maintenance responsibility, and inspection
requirements are provided for in perpetuity. The Covenants, or other
legal means, must be approved by and shall be enforceable by the
Town. The Covenants shall be recorded with the Register of Deeds at
the Washington County Courthouse and shall run with the land and
continue in perpetuity.

Water quality management facilities, BMPs, and vegetated buffers
shown in Water Quality Management Plans shall be placed info a
permanent Stormwater Facilities and Best Management Practices
Easement held by the Town that is recorded with the Register of Deeds
at the Washington County Courthouse.

A maintenance right-of-way or easement, having a minimum width of
twenty (20) feet shall be provided to all water quality management
facilities, BMPs, and vegetated from a driveway, public road or private
road.

Owners of land development activities not exempted from submitiing a
Water Quality Management Plan may be subject to additional watershed
or site-specific requirements than those stated in this Ordinance in order
to satisfy other local, State, and Federal water quality requirements.
Areas subject to additional requirements may alsc include



(14)

(15)

developments, redevelopments, or land uses that are considered
pollutant hotspots or areas where the Town Administrator has
determined that additional restrictions are needed to limit adverse
impacts of the proposed development on water quality or channel
protection.

The Town Administrator may waive or modify any of the requirements
of Section 11-1805 of this Ordinance if adequate water quality treatment
are suitably provided by a downstream or shared off-site Water Quality
Management Facility, or if engineering studies determine that installing
the required Water Quality Management Facilities or BMPs would
actually cause adverse impact to water quality or cause increased
channel erosion or downstream flooding.

This Ordinance is not intended to repeal, abrogate, or impair any existing
easements, covenants, deed restrictions, or existing Ordinances and
regulations. If provisions of this Ordinance and another regulation
conflict, that provision which is more restrictive or imposes higher
standards or requirements shall control.

11-1805 Design Criteria

(1

All owners of developments or redevelopments who must submit a
Water Quality Management Plan shall meet the following requirements:

The water quality treatment design storm is a 1-year, 24-hour storm
event as defined by Precipitation-Frequency Atlas of the United States.
Atlas 14. Volume 2. Version 3.0. U.S. Department of Commerce.
National Oceanic and Atmospheric Administration (NOAA), National
Weather Service, Hydrometeorological Design Studies Center, Silver
Springs, Maryland or its digital product equivalent.

The water quality treatment volume (WQTV) is a portion of the runoff
generated from impervious surfaces at a new development or
redevelopment project by the design storm, as set forth below. SCMs
must be designed, at a minimum, to achieve an overall treatment
efficiency of at least 80% TSS removal from the WQTV.

The quantity of the WQTV depends on the type of treatment provided,
as established in the following table:

| SCM Treatment Type wQTV Notes




infiltration, evaporation,
transpiration, and/or reuse

runoff generated from the
first 1 inch of the design
storm

Examples include, but
are not limited to,
bioretention,
stormwater wetlands,
and infiltration systems.

biologically active filtration,
with an underdrain

runoff generated from the
first 1.25 inches of the
design storm

To achieve biologically
active filtration, SCMs
must provide minimum
of 12 inches of internal
water storage.

sand or gravel filtration,
settling ponds, extended
detention ponds, and wet
ponds

runoff generated from the
first 2.5 inches of the
design storm or the first
75% of the design storm,
whichever is less

Examples include, but
are not limited to, sand
filters, permeable
pavers, and
underground gravel
detention systems.
Ponds must provide
forebays comprising a
minimum of 10% of the
total design volume.
Existing regional
detention ponds are not
subject to the forebay
requirement.

hydrodynamic separation,
baffle box settling, other
flow-through manufactured
treatment devices (MTDs),
and treatment trains using
MTDs

maximum runoff generated
from the entire design
storm

Flow-through MTDs must
provide an overall
treatment efficiency of
at least 80% TSS
reduction.

The WQTYV for a redevelopment project may be reduced by 20% for a
redevelopment project. Redevelopment projects include sites with
existing impervious surfaces and/or buildings where the overall amount
of existing impervious area is maintained or reduced and for brownfield
redevelopment.

Permanent SCMs must be installed, implemented, and maintained to
meet the performance standards above and provide full treatment
capacity within 72 hours following the end of the preceding rain event.

All owners of developments or redevelopments who require a grading
permit, plan approval, or subdivision approval shall establish, protect,
and maintain a permanent Vegetated Buffer along all streams, ponds,



rivers, lakes, wetlands, or other Waters of the State in accordance with

table below:
Average buffer | Minimum Notes
width (feet) buffer width
(feet)
Waters with available The criteria for the width of the buffer
parameters for siltation 30 15 zone can be established on an
or habitat alteration or average width basis at a project, as
unassessed waters long as the minimum width of the
Exceptional Tennessee buffer zone is more than the required
Waters or waters with minimum width at any measured
unavailable parameters 60 30 location. If the new development or
for siltation or habitat redevelopment site encompasses
alteration both sides of a stream, buffer
averaging can be applied to both
sides, but must be applied
independently.

The predominant vegetation within the minimum buffer width area should
be trees. The remaining riparian buffers may be composed of

herbaceous cover or infiltration-based SCMs.

Water quality riparian buffer widths are measured from the top of bank
also referred to as the “ordinary high-water mark.”

Exemptions from this requirement are as follows:

(a) Vegetated Buffers are not required around the perimeter of ponds
that have no known connection to streams, other ponds, lakes,
rivers, or wetlands.

(b) Vegetated Buffers are not

required around Water Quality

Management Facilities, BMPs, or detention ponds that are designed,
constructed and maintained for the purposes of water quality and/or
quantity control, unless expressly required by the design standards
and criteria for the facility that are provided in the Water Quality BMP
Manual.

(c) The installation of utilities, development of roads crossing the

waterway, trails and walkways, or construction of outfalls for
stormwater facilities and related drainage improvements, and the
removal of invasive species to enhance the existing buffer are
allowed within the buffer. These utility, road, trail/walkway, and
stormwater outfall disturbances shall be designed to minimize
disturbance and impact on the Waters of the State and their buffers.
Any disturbance to streams, wetlands, or other Waters of the State
require an Aquatic Resource Alteration Permit through the State of
Tennessee.



(3)

In addition to the above requirements, all owners of developments or
redevelopments who must submit a Water Quality Management Plan
shall:

(a) Provide erosion prevention and sediment control in accordance with
the Ordinances and Regulations of the Town;

(d) Control stormwater drainage onsite and provide peak stormwater
management in accordance with the Ordinances and Regulations of
the Town; and

(e) Adhere to all local floodplain development requirements in
accordance with Ordinances and Regulations of the Town.

11-1806 Exemptions

(1)

(2)

( 3)

Owners of developments and redevelopments who conform to the
criteria in Subsection 11-1806(3) are exempt from the requirements of
this Ordinance, unless the Town Administrator has determined that
treatment of Stormwater Runoff for water quality is needed to order to
satisfy local or State NPDES, TMDL or other regulatory water quality
requirements, or the proposed development will be a pollutant Hotspot,
or to limit adverse water quality or channel protection impacts of the
proposed development.

The exemptions listed in Subsection 11-1806(3) shall not be construed
as exempting the owners of developments and redevelopments from
compliance with stormwater requirements stated in the minimum
Subdivision Regulations, Zoning Ordinance, or other Town Ordinances
and regulations including peak stormwater management and erosion
prevention and sediment control.

The following developments and redevelopments are exempt from the
requirements for a Water Quality Management Plan:

(a) Developments or redevelopments that disturb less than one (1) acre
of land. No exemption is granted if the development or
redevelopment is part of a larger common plan of development or
sale that would potentially disturb one (1) acre or more and the
Stormwater Runoff from the development or redevelopment is not
treated for water quality via a downstream or regional Water Quality
Management Facility or BMP that meets the requirements of this
Ordinance;

(b) Minor land disturbing activities such as residential or non-residential
repairs, landscaping, or maintenance work;



(c) Public utility service connections, unless such activity is carried-out
in conjunction with the clearing, grading, excavating, transporting, or
filling of a lot or lots for which a Water Quality Management Plan
would otherwise be required;

(d) Installation, maintenance, or repair of individual septic tank lines or
drainage fields, unless such activity is carried out in conjunction with
the clearing, grading, excavating, transporting, or filling of a lot or lots
for which a Water Quality Management Plan would otherwise be
required,

(e) Agricultural activities;

(f) Emergency work to protect life, limb or property, and emergency
repairs.







11-1809

11-1810

(4)

Prior to approval of a final subdivision plat, release of the performance
bond, and/or the issuance of an occupancy permit, the property
owner/developer shall provide the Town with an accurate record
drawing of the property for all the Best Management Practices, Water
Quality Management Facilities, and Vegetated Buffers.

Record Drawings and Design Cerification

(1N

Prior to approval of a final subdivision plat, release of the performance
bond, and/or the issuance of an occupancy permit, the property
owner/developer has to provide the Town with an accurate record
drawing of the property for all the Best Management Practices, Water
Quality Management Facilities, and Vegetated Buffers shown on the
approved Water Quality Management Plan(s).

The boundaries of Water Quality Management Facilities, BMPs, and
Vegetated Buffers shall be shown on the record drawings along with any
other information in accordance with guidance provided in the Water
Quality BMP Manual.

Record drawings shall include sufficient design information to show that
Water Quality Management Facilities required by this Ordinance will
operate as approved.

The easements associated with the Water Quality Management
Facilities, BMPs, and Vegetated Buffers shall be shown on the record
drawings along with any other information in accordance with guidance
provided in the Water Quality BMP Manual.

The record drawings shall be stamped by the appropriate design
professional required to stamp the Water Quality Management Plan
and/or a registered land surveyor licensed to practice in the State of
Tennessee.

Inspections and Maintenance

(N

Right of Entry

(a) During and after construction, the Town Administrator or designee
may enter upon any property which has a Water Quality
Management Facility, BMP, and Vegetated Buffer during all
reasonable hours to inspect for compliance with the provisions of this
Ordinance, or to request or perform corrective actions.

(a) Failure of a property owner to allow such entry onto a property for
the purposes set forth in Subsection 11-1810(1)(a) shall be cause






11-1811

(3)

(f) The Town Administrator may order corrective actions to Best

Management Practices, Existing Stormwater Facilities, Water
Quality Management Facilities, and/or Vegetated Buffer Areas as are
necessary to properly maintain the facilities/areas within the Town
for the purposes of water quality treatment, channel erosion
protection, adherence to local performance standards, and/or public
safety. When corrective action is required, the BMP owner must
initiate the correction action within 30 days of notice. If the property
owner(s) fails to perform corrective action(s), the Town Administrator
shall have the authority to order the corrective action(s) to be
performed by the Town or others. In such cases where a
performance bond exists, the Town shall utilize the bond to perform
the corrective actions. In such cases where a performance bond
does not exist, the cost of labor, equipment, and materials used wilt
be charged to the Developer/Owner in addition to a service charge
of $100.00 per hour. The Town will invoice the Developer/Owner
directly, and payment shall be received within fourteen (14) days.
Failure to pay for remedial actions taken by the Town under this
Section may result in the Town Attorney filing a lien against the
property involved in the action, and may negate any intention by the
Town to accept responsibility for any Best Management Practices,
Existing Stormwater Facilities, Water Quality Management Facilities,
and/or Vegetated Buffer Areas. The decision of the Town to take
remedial actions to protect the health and safety of the public in no
way supplants or negates the authority of the appropriate Town Staff
to issue citations for violations of this Ordinance.

Any alteration, improvement, or disturbance to Water Quality
Management Facilities, BMPs, or Vegetated Buffers shown in the Water
Quality Management Plan, certified record drawings, and/or easement
plats shall be prohibited without authorization from the Town
Administrator. This does not include alterations that must be made in
order to maintain the intended performance of the Water Quality
Management Facilities, BMPs, or Vegetated Buffers.

Appeal of Administrative Action.

Actions taken by the Town Administrator as authorized in this Ordinance are
subject to appeal by the Board of Zoning Appeals provided an appeal is timely
filed in writing at the office of the Town Administrator within thirty (30) days from
the date any written or verbal decision has been made which the Developer
feels adversely affects the Developer's rights, duties or privileges to engage in
the land disturbing activity and/or associated development proposed.

11-1812 Variances



11-1813.

11-1814

11-1815

( 1) Variances to the requirements of this Ordinance shall be handled by the
Board of Zoning Appeals.

( 2) The Board of Zoning Appeals shall not approve variances that cause the
Town to be in violation of any State or Federal NPDES permit, TMDL, or
other applicable water quality regulation.

Penalties; Enforcement.

Any Developer or person who shall commit any act declared uniawful under
this Chapter, who violates any provision of this Chapter, who violates the
provisions of any permit issued pursuant to this Chapter, or who fails or refuses
to comply with any lawful communication or notice to abate or take corrective
action by any authorized Enforcement Officer or the Jonesborough Pianning
Commission, shall be guilty of a violation of this municipal ordinance, and each
day of such violation or failure to comply shall be deemed a separate offense
and punishable accordingly. Upon conviction, the Developer or person shall
be subject to fines of up to $5,000.00 per day for each day of violation (T.C.A.
§68-221-1106). Unless otherwise specified within any section of this Chapter,
the Building Inspector and the Public Works Director are the designated
Enforcement Officers of this ordinance. Citations for violations may be issued
by any Enforcement Officer, the Public Safety Director or any Jonesborough
Police Officer.

Severability - If any provision of this Ordinance is held to be unconstitutional or
invalid, such unconstitutionality or invalidity shall not affect any other provision
of this Ordinance.

Effective Date - This Ordinance will go into effect immediately upon passage
on second and final reading; however, development projects that have already
received at least preliminary site plan approval from the Jonesborough
Regional Planning Commission shall be exempt from the requirement to
develop a Water Quality Management Plan under this Ordinance but may still
have to provide a Water Quality Management Plan from a prior Ordinance.

Motion was made by and seconded by that
the preceding ordinance be adopted on first reading. Those voting for the adoption

thereof, were: |
Those voting against:

PASSED ON FIRST READING

CHUCK VEST, MAYOR



ATTEST:

JANET JENNINGS, RECORDER
APPROVED AS TO FORM

JAMES R. WHEELER, TOWN ATTORNEY

Motion was made by and seconded by
that the preceding ordinance be adopted on second and final reading. Those voting for

the adoption thereof, were:

Those voting against:

PASSED ON SECOND READING

CHUCK VEST, MAYOR
ATTEST:

JANET JENNINGS, RECORDER

APPROVED AS TO FORM

JAMES R. WHEELER, TOWN ATTORNEY



TOWN OF JONESBOROUGH
BOARD OF MAYOR AND ALDERMEN
AGENDA PRESENTATION

DATE:_September 9, 2024 AGENDA ITEM #:__ 7-C

SUBJECT: Update of the Town’s Personnel Policy

BACKGROUND:

For the budget year 2024/2025, the Board of Mayor and Alderman approved the position
of Human Resource Director. In anticipation of hiring this position, a complete review of
the Town’s current personnel policy was completed. As a result, the Town'’s personnel
policy has been updated.

The below are some highlights of changes recommended:

The position of Human Resource Director has been added throughout the policy
manual as an addition, or replacement for the Town Recorder, Town Administrator,
or Operations Manager as it relates to personnel files and matters.

Compensatory Time for Department Heads was changed from the maximum of
100 hours accumulated to 200 hours accumulated.

It is also recommended on full retirement as defined by TCRS, an exempt
employee may be compensated for up to, but no more than, 80 hours of
accumulated comp. time.

. It is recommended that the retiring employee have a choice of being paid for 680

hours of their sick time upon retirement, as is the current policy, or to transfer all of
their accumulated sick time to TCRS for service credit.

The Pregnant Worker's Fairness Act has been added.
The Pump Act was added.
An Anti-retaliation Policy was added.

The Drug and Alcohol Testing Policy was updated to ensure compliance with
prevailing federal law and the Tennessee Drug-Free Workpiace Act. -

Re-establishes Town Accident Review Committee

RECOMMENDATION:

Approve the updated personnei policy for the Town as presented.



TOWN OF JONESBOROQUGH

PERSONNEL POLICY

SEPTEMBER 2024



GENERAL PROVISIONS

A. EMPLOYMENT-AT-WILL

No policy, benefit, or procedure contained herein creates an employment contract for any
period of time. All employees will be considered employees-at-will. Employees may be
terminated for failure to satisfactorily perform their duties or simply at the will of the
employer, but they shall not be terminated for a discriminatory or illegal purpose.

B. PURPOSE AND OBJECTIVES

The purpose of this Personnel Policy is to establish a high level of understanding,
cooperation, fairness, and consistency in the application and management of the Town's
personnel administration. All employees benefit from clearly written policies and
procedures that ensure that everyone is given systematic and uniform consideration without
regard to race, religion, sex, age, national origin, creed, political affiliation, or disability.

The fundamental objectives that are intended to be achieved through this Personnel Policy
are:

I. To promote and enhance efficiency and economy i the operation and
administration of Town employees.

2. To provide fair and equal opportunity for qualified citizens to obtain employment
with the Town.

3. To develop a program of recruitment, advancement, and tenure that will help the
Town attract and retain career employees and that will encourage all employees to
render the best service possible.

4. To establish and maintain a uniform plan of evaluation and compensation.
5. To create minimum expectations for employee behavior that are fair, coherent, and

that, when met, enhance employee relationships and the Town's overall relationship
with the general public.



6. To establish and promote a good working relationship and high morale among
employees.

7. To develop and promote a personnel program that provides serious consideration
of employee needs and desires.

C. APPLICABILITY

The rules and regulations set forth in this Personnel Policy shall be applicable to all
employees of the Town of Jonesborough unless specifically exempted from said policy by
action of the Board of Mayor and Aldermen or by the State of Tennessce. Rules and
regulations shall cover all employees without regard to race, religion, sex, age, national
origin, creed, political affiliation, or disability.

D. ADMINISTRATIVE

Rules and regulations set forth in the Personnel Policy shall be managed and interpreted by
the Human Resource Director under the direction of the Town Administrator and in
conformance with the formal actions taken by the Board of Mayor and Aldermen.

E. PERSONNEL RECORDS MANAGEMENT

‘The maintenance of all personnel records shall be the responsibility of the Human Resource
Director. All personnel records are the property of the ‘Town of Jonesborough and are
available for inspection by employees, department heads, Operations Manager and the
‘Town Administrator. The Human Resource Director has the discretion to direct the release
of personnel files to other individuals or agencies as may be required and formally
petitioned under the laws of the State of Tennessee. Medical records; however, shall be
kept in a separate file by the Human Resource Director and are not subject to public
inspection.

1. Employee Access to Records: Employees may inspect their own personnel file at
reasonable intervals. However, said review must be under the supervision of the
Human Resource Director or designee and no file or information contained in the
file may be removed. Employees or an employee's designee may, upon
authorization, make copies of files provided the Town is reimbursed for said copies
at the appropriate rate per copy.

2. Public Requests - for Access to Employee Personnel Records: All requests made
by the public for access to information contained in an employee's personnel] file




shall be submitted to the Town Recorder in writing and the specific information
identified. Upon receipt of a formal written request, the Town Recorder shall:

a. Arrange with the Human Resource Director to make available requested
public records to any party authorized to review said records as determined
by the laws of the State of Tennessee and in a manner that is consistent with
state law. Employee medical records will not be made available for public
inspection if requested.

b. Notify a Town employee of any general public request to view his/her
personnel file.

c. Insure that the party requesting public access to persennel records is

informed that he or she has no right through the open records (Sunshine)
law to interrogate Town employees.

F. DEFINITIONS

The following definitions are intended to be a helpful supplement to the various sections
making up the Personnel Policy. These definitions are not intended to be all-inclusive and
are not intended to impose any limitations or restrictions on wording used in other sections
of this document.

ADMINISTRATIVE LEAVE - A requested or enforced leave that can be with pay or without
pay that is determined to be in the best interest of an employee or the Town, but is not
issued for disciplinary reasons.

ANNUAL LEAVE - Paid leave that is granted to an eligible employee for vacations,
religious events, and other personal use.

CLASSIFIED SERVICE - A regular full-time or regular part-time position that is listed on
the Town's personnel classification plan.

COMPENSATORY LEAVE - Time off from work in lieu of a monetary payment, earned
by working more than the total hours allowed in a work week or work period, under
guidelines established in the Fair Labor Standards Act.

DISABILITY LEAVE - Paid leave or a combination of paid leave and payments from the
Town's workers' compensation program for an eligible employee that cannot perform
his or her essential functions because of a physical injury or mental impairment that
was sustained in the course of employment with the Town.

EMPLOYEE, EXEMPT - A regular full-time employee earning over $1,128.00 per week
that customarily and regularly directs two or more other full-time Town employees and




designated a Department Head or Administrative contractual employee by the Board
of Mayor and Aldermen.

EMPLOYEE, NON-EXEMPT - A regular full-time employee below the level of
Department Head in the Classification Plan eligible for overtime compensation and/or
compensatory time.

NEW EMPLOYEE - An employee recently hired by actions of the Town Administrator or
Board of Mayor and Aldermen that enters an orientation period and is not subject to
the notification and appeals procedures outlined in Sections VIII and IX of the Policy.
A new employee remains such until approved to regular status by the Town
Administrator and having successfully completed a minimum of six months of
orientation.

EMPLOYEE, REGULAR FULL-TIME - An individual that works 40 hours per week in
classified service that is eligible to receive all employee benefits made available by the
Town.

EMPLOYEE, LIMITED FULL-TIME - An individual that works more than 30 hours but
less than 40 hours per week in classified service that is eligible for retirement, sick
leave, vacation leave, and holidays on a pro-rated basis of three-fourths. In addition, a
Limited Full-Time Employee is eligible for employee health insurance coverage at the
regular employee rate, employee + one, or family coverage at an additional 60% of the
cost of the additional coverage for spousal or family coverage, and is not eligible for
any incentive payments for declining health coverage due to the spouses program.

EMPLOYEE, REGULAR PART-TIME - An individual that works a schedule of less than
30 hours per week m classified service that is not eligible to receive employee benefits
made available by the Town.

EMPLOYEE, TEMPORARY (Full-Time or Part-Time) - An individual that is working for
the Town either periodically or on a regular basis but whose position is not in the
classified service or will not be continued more than 12 months, Benefits available to
the employee are only those mandated by State and Federal Law.

OVERTIME - Compensation paid to an employee at one and one-half times his or her
regular rate of pay for hours worked over the limits for a work week or work period as
established by the Fair Labor Standards Act.

PAY PERIOD - Currently, the Town of Jonesborough is paying employees every other
Friday regardless of their work week or work period.

PROTECTED GROUP - Classifications of groups of people protected by State and Federal
Government through various acts, including Fair Labor Standards Act and the
Americans with Disability Act that receive special emphasis or protection in
employment practices.




STEP INCREASE - A move from one step on the Town's compensation plan to the next
step higher. The increase will result in a higher level of compensation. Each regular
full-time employee will receive an automatic step increase every 12 months from their
anniversary date unless they are on disciplinary probation.

STRAIGHT TIME - An employee's normal rate of pay, usually determined on an hourly
basis.

SUSPENSION - An enforced leave of absence for disciplinary purposes in which the
employee is not compensated.

WORK PERIOD - The period of time in which non-exempt employees are scheduled to
work for a maximum number of hours as determined by the Fair Labor Standards Act
and receive overtime or compensatory time for any hours worked in excess of that
maxim. The normal work period is a work week, seven days with a maximum of 40
hours per seven day period before overtime is paid. Public Safety Officers, however,
may work a period of up to 28 days before overtime or compensatory time is computed.

WORK WEEK - Most Town employees work a seven day work week with an expectation
to work 40 hours per week. The work week currently in effect for Jonesborough
employees is Monday through Sunday with a pay check schedule of every other Friday.

G. DEPARTMENTAL PROCEDURES

Department Heads may formulate work rules necessary for the efficient and effective
operation of their department. These procedures, however, are subject to the review of the
Human Resource Director and approval of the Town Administrator and shall not supersede
or be in contlict with the provisions of the Personnel Policy.

H. SCHEDULING

Scheduling of established shifts and work hours within the work week or work period
established by the Board in Section [V, will be the responsibility of the Town
Administrator. Shifts and work hours may vary among departments and each Department
Head is responsible for recommending to the Town Administrator any change m
established hours or shifts which may be deemed necessary.

A Department Head may temporarily adjust the hours of an individual employee or groups
of employees within a respective department. Such adjustments must be for reasons of
business necessity, operating efficiency, and/or economic priorities.

The Town reserves the right to establish on-call lists or to designate relief personnel who
will be expected to be available to work hours outside their normal shift. Employees who



are called in by their supervisor for emergencies, priority work, or for relief duty shall be
compensated in accordance with established pay procedures outlined in Section IV,

Scheduling of on-call and relief duty shall be viewed as a condition of employment.
Refusal of an employee to report for any work during an emergency call-in, priority work
extension, or for relief, may render the employee subject to disciplinary action up to and
including termination,

Except for on-call or emergency scheduling, priority work extension, or relief duty,

changes or adjustments in any employee's established work schedule should be
communicated with the employee at least one week prior to the change.

I. ATTENDANCE

Punctual and regular attendance is necessary for the efficient operation of the Town.
Employees unavoidably late or absent from work due to illness or other causes must notify
their immediate supervisor within one-half hour of the normal time to report to work,
explaining the reasons for the absence and, if possible, an anticipated return to work date.
Failure to notify one's supervisor of an absence will result in disciplinary action. Employeces
with an unexcused absence may not receive compensation for the unapproved time away
from the job in addition to being subject to disciplinary action.

J. PERSONAL APPEARANCE

Employees are judged by the general public not only for job performance but also
appearance. The personal appearance and hygiene of Town employees should conform to
publicly acceptable grooming habits. All employees should strive to exhibit a professional
demeanor and appearance.

Some departments may have standards of dress that are required, particularly those
departments in which employees are required to wear uniforms. Standards for uniformed
departments may vary from department to department, however, all employees must
conform with the acceptable grooming habits considered appropriate for our community.
Each uniformed employee shall be responsible for the cleaning and maintenance of his/her
Town-issued uniform. The cost for uniforms under certain circumstances may be
recaptured by the Town from employees who terminate employment.

Employees may not wear any attire during work hours considered offensive in nature and
contrary to good order and discipline. This may include hats or coats advertising alcoholic
beverages, etc.

Tattoes are permitted for Town employees; however, any visible tattoo of an offensive
nature is prohibited. Tattoos of an offensive nature shall be covered so as not to be visible



to other employees or the general public when the employee is on duty and/or in the Town
uniform.

Below are some examples of offensive tattoos. This is not an exhaustive list; however,
tattoos shall not be visible that promote illegal activities, hate speech, or violence.

Tattoos that bash a specific religion, race, or gender.

Tattoos with profanity, or controversial phrases.

Tattoos that bash or mock the Town’s values.

Tattoos of political figures.

Tattoos of weapons or threats of physical or emotional harm,
Tattoos of nudity or sexual innuendos.

Tattoos that promote drug or alcohol use.

Enforcement of departmental dress standards and the Town’s tattoo policy is the
responsibility of respective Department Heads.

K. OUTSIDE EMPLOYMENT

Outside employment by a regular full-time employee must be approved by the employee’s
Department Head and the Town Administrator. It is assumed that employment with the
Town is primary and will be the overriding consideration in all issues regarding priorities
concerning outside employment.

The purpose of this policy is to define the secondary employment allowed by the Town
Administrator, Outside Employment Shall Not:

L.

2.

Cause a conflict of interest,
Reflect unfavorably upon the Town operation,

Impair the employee’s ability to successfully perform his/her duties with the Town,
or

Cause the Town any expense.

The following criteria will be used in outside employment.

1.

The Department Head and the Town Administrator must approve, disapprove or
revoke outside employment.

Employees shall not have more than one source of outside income at the same time.
This does not include extra-duty employment offered by a governmental, or entity
for special events such as fairs, parades, etc.



3. Employees shall limit the hours of outside employment in order not to interfere
with their employment with the Town of Jonesborough. Employees shall limit
outside employment in order not to be fatigued or decrease their proficiency in their
job assignment.

Final determination of the aforementioned guidelines shall be the responsibility of
the Town Administrator. Outside employment shall not, in the opinion of the Town
Administrator, constitute or give the appearance of a conflict of interest with the
goals and mission of the Town of Jonesborough. Outside employment shall not
subject or bring discredit to the Town of Jonesborough as determined by the Town
Administrator,

4. Other issues the Town Administrator may consider for approval, disapproval, or
revocation of outside employment may include potential injury, current public
safety issues, current public health issues, comnplaints, or the potential for
complaints on employees of the Town of Jonesborough, and/or liability concerns.

5. Employees wishing to engage in outside employment shall submit a completed
Outside Employment Request Form. The request should contain the following
mformation;

a. Name of employer.
b. Location.

c. Telephone number of employer or other number where you may be
contacted.

d. A summary of proposed duties.

€. Approximate working hours including days of week, time of day and total
hours per week.

f. OQOutside employment hours shall in no way interfere with Town of
Jonesborough employee schedule.

g. No departmental uniform or equipment will be used in outside employment
except in the instance of extra-duty employment by a governmental, or
entity for special events such as fairs, parades, etc. If Town equipment or
departmental uniforms are damaged or broken in the process of extra duty
employment, the employee using the equipment or uniforms will be held
accountable for its replacement.

h. Prior to approval of a request for outside employment, the Town
Administrator may require a written agreement be established between the
agency and the employee requesting outside employment.



i. The Department Head shall notify the employee of the Town
Administrator’s decision. Each request shall become part of the employee’s
file.

j. Employees involved in outside employment shall adhere to the behavior,
policies and general orders required by the Town Administrator.

6. OQutside employment hours are subject to review by the Town Administrator
without notice and the Town Administrator may revoke the authorization when it
is determined that such employment is effecting or interfering with the specific
operation.

7. Police Officers engaging in similar normal duties of outside employment may
exercise full police authority when acting properly under the color of law and
adhering to departmental policies. Police Officers shall not exercise arrest authority
outside the service area of the Town of Jonesborough unless legal requirements for
arrest authority are granted by proper authority to the officer.

No outside employer may direct an officer engaged in outside employment, to fail
to enforce any violation of Federal or State Statutes, or County or Town of
Jonesborough ordinances.

When a Town of Jonesborough Police Officer engaged in outside employment is
involved in an incident which requires them to make a written report (incident,
arrest, use of force, etc.) the report is to be submitted to the ranking Town of
Jonesborough Police Officer on duty.

8. Town of Jonesborough employees who are members of the Police, Fire, Water
Distribution, Wastewater Treatment Departments and any other essential services
should advise their outside employer the situation could possibly occur, which
would require the employee’s presence in their primary place of employment.

9. Town of Jonesborough employees shall not engage in outside employment:

a. In establishments in which through the sale or consumption of alcohol or
the adult nature of the business will reflect unfavorably upon the Town
operation or will not be conducive to the employee maintaining a positive
and professional image, and is deemed to be detrimental to the positive
perception of Town employees by the community they serve.

b. That presents a clear potential risk of injury.

10. If it is determined that an outside employment is incompatible with Town of
Jonesborough employment or at anytime becomes detrimental to the Town of
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Jonesborough, the employee will be notified in writing as soon as possible of such
and that the employment is prohibited.

a. Continuance of outside employment that has been determined to be
incompatible or detrimental activity shall be considered misconduct and
will result in disciplinary action.

b. Anemployee must submit within seven (7) calendar days, in writing, his/her
intention to terminate their outside employment.

c. If an employee of the Town of Jonesborough feels that an outside
employment may have become incompatible during tenure of such
employment, it shall be the responsibility of the employee to request, in
writing, for the Town Administrator to review said employment for a
determination. This request should originate with the Department Head.

In certain emergency situations, where a crime or disaster has rendered a business
or property insecurable due to time of night or major repairs, the on-duty
Department Head may grant temporary approval for outside employment, if the
person responsible for the property has agreed to pay for the service.

1



OUTSIDE EMPLOYMENT REQUEST

DATE

EMPLOYEE NAME

CURRENT JOB TASK ASSIGNMENT

EMPLOYER INFORMATION: Name and Address of Employer

OUTSIDE EMPLOYER CONTACT PERSON

OUTSIDE EMPLOYER CONTACT PHONE

DATE EMPLOYMENT TO BEGIN

AND (IF KNOWN} APPROXIMATE HOURS DAILY

WEEKLY DAYS OF WEEK

DESCRIBE OUTSIDE EMPLOYMENT DUTIES

WILL OUTSIDE EMPLOYMENT UTILIZE POLICE POWERS?

*Note: Town of Joneshorough equipment will not be utilized.

REQUEST REVIEWED BY:

YES NO

APPROPRIATE DEPARTMENT HEAD

APPROVED DATE REJECTED DATE

12



REVIEWED BY TOWN ADMINISTRATOR DATE

POLITICAL ACTIVITY

Town employees are generally discouraged from actively participating in political
campaigns, however, nothing in this section is intended to prohibit any Town employee
from expressing his/her political views or from casting his/her vote in all elections,

No Town employee shall become a candidate for, or campaign for, an elective municipal
government office of the Town of Jonesborough.

No Town employee, whether on or off duty; whether in or out of uniform, and whether on
or off town or public property shall:

1.

Directly or indirectly solicit, receive, collect, handle, disburse or account for
assessments, contributions or other funds for a candidate for municipal government
office of the Town of Jonesborough.

Organize, sell tickets to, promote, or actively participate in a fund raising activity
of a candidate for municipal government office of the Town of Jonesborough.

Act as a recorder, watcher, challenger, or similar officer at the polls on behalf of a
candidate for municipal government office of the Town of Jonesborough.

Endorse or oppose a candidate for municipal government office of the Town of
Jonesborough in a political advertisement, broadcast, campaign literature, or
similar material or at a political rally or gathermg. This policy is not designed to
prevent an employee from attending such event.

Wear campaign buttons, pins, hats, or other similar attachment or distribute
campaign literature in support or opposition to a candidate for municipal

government office of the Town of Jonesborough.

Allow political campaign literature of any type to be placed on a Town vehicle
under their responsibility.

13



II. RECRUITMENT, SELECTION, EMPLOYMENT

. GENERAL POLICY

Employment with the Town of Jonesborough is based upon an applicant's qualifications
and the requirements of available positions. The Town shall provide employment
opportunity to all persons without regard to race, religion, sex, age, national origin, creed,
political affiliation or disability.

. ELIGIBILITY

Individuals shall be recruited from a geographic area as wide as is necessary to assure
obtaining well-qualified applicants for the various types of employment positions.
Recruitment shall normally be conducted both internally and externally in order to
maximize the opportunity to obtain the most qualified persons for a job vacancy.

. MINIMUM/MAXIMUM AGE

The Town of Jonesborough will only employ persons for regular full-time positions who
are at least 18 years of age or older. In compliance with federal guidelines there is no
established maximum age for applicants to be considered for employment.

. EQUAL OPPORTUNITY

The Town of Jonesborough encourages members of protected groups to apply for vacant
Town positions.

. NEPOTISM

No mdividual shall work under the direct supervision of another if they are related as
follows: spouse, child, parent, grandchild, grandparent, sister, brother, brother-in-law,
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sister-in-law, mother-in-law, father-in-law, son-in-law, or daughter-in-law. This also
applies to any person actually living in the same household as the employee.
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F. INTERNAL RECRUITMENT

In cases where an internal promotion or change in position is deemed to be in the best
interest of the Town's operation, the Town Administrator may fill the vacancy with an
existing Town employee without posting or advertising the vacancy. Such action should
only be made when the Town Administrator believes there is only one employee that has
the experience, knowledge, and capability to fill the vacant or new position.

Vacancy notices for positions will normally be posted on the Community Bulletin Board
at Town Hall so they can be viewed by the general public as well as by Town employees.

G. EXTERNAL RECRUITMENT

Vacant or new positions may be advertised in various ways including, but not liinited to,
newspapers, radio, television, trade journals, schools, colleges, community groups, the
Community Bulletin Board at Town Hall, social media, online recruitment pages, or any
other source of publicity that might be expected to bring notice of employment
opportunities to qualified persons.

Advertisements for employment may be general in nature for non-supervisory positions.
Applications received may be kept on file and utilized for future vacancies for a six-month
period. The Town may advertise in January and July for applications from persons
interested in general employment. Supervisors may review these application files to make
recommendations of applicants to be considered for employment. Applicants previously
interviewed may be considered for up to six months for future vacancies without additional
external notification if it is determined that the applicant's qualifications might be used
effectively by the Town.

Vacancy notices for specific non-supervisory positions may also be externally advertised

if it is determined that a qualified applicant is not already on file and that applications of
additional qualified persons are essential.

H. VACANCY NOTICES

Vacancy notices will normally be issued by the Human Resource Director at the direction
of the Town Administrator and should list job title, duties, entry level salary or wages,
minimum qualifications if applicable, and the location where applications and position
descriptions may be obtained.

If a closing date has been issued for receiving applications for a position, the Human
Resource Director may waive the final date for receiving applications,
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I. EMPLOYMENT APPLICATIONS

All applications for employment will be handled through the Human Resource Director’s
office. Applications for supervisory positions will only be taken for advertised or posted
notifications. Applications for nonsupervisory positions that may experience a high degree
of turnover can be taken at anytime and held for review for a period of up to six months.
To insure maximum consideration, applicants wishing to work in a certain department of
the Town should have a specific position designated on the application form. The Town
Administrator, Human Resource Director, Operations Manager, or Department Head;
however, may consider any general applications for employment for any class of position
in which the applicant's principal qualifications might profitably be used.

Applications for employment must be completely filled out, signed, and returned to the
Human Resource Director’s office for review prior to any offer of employment.

Resumes may be substituted in lieu of applications for the purposes of evaluating

qualifications, however, a Town of Jonesborough application must be completed and
signed before an applicant is formally offered a Town position.

J. TYPES OF EMPLOYMENT

The following represent the categories of employment within the Town of Jonesborough:

1. EMPLOYEE, REGULAR FULL-TIME - An individual that works 40 hours per
week in classified service that is eligible to receive all employee benefits made
available by the Town.

2. EMPLOYEE, LIMITED FULL-TIME - An individual that works more than 30
hours but less than 40 hours per week in classified service that is eligible for
retirement, sick leave, vacation leave, and holidays on a pro-rated basis of three-
fourths. Inaddition, a Limited Full-Time Employee is eligible for employee health
insurance coverage at the regular employee rate, employee + one, or family
coverage at an additional 60% of the cost of the additional coverage for spousal or
family coverage, and is not eligible for any incentive payments for declining health
coverage due to the spouses program.

3. EMPLOYEE, REGULAR PART-TIMFE - An individual that works a schedule of less
than 30 hours per week in classified service that is not eligible to receive employee
benefits made available by the Town.

4. EMPLOYEE, TEMPORARY (Full-Time or Part-Time} - An individual that is
working for the Town either periodically or on a regular basis but whose position
is not in the classified service or will not be continued more than 12 months.
Benefits available to the employee are only those mandated by State and Federal
Law.
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K. PRE-EMPLOYMENT PHYSICAL EXAMINATIONS

Every prospective employee may be given a fitness-for-duty examination and certained
applicants will be given a pre-employment drug screen, (in accordance with section X —
Drug and Alcohol Testing Policy), by a licensed physician designated by the Board of
Mayor and Aldermen prior to the time he/she is hired and actually begins work. Said
examination shall be to determine any pre-existing conditions that might impact a potential
employee's fitness for duty or might need to be accommodated, if possible, during
employment.

All persons applying for employment in the following positions will be required to
successfully complete a functional employment test as designated in Chapter XV. FIT FOR
DUTY of this Personnel Policy.

= Firefighter

= Public Safety Officer

=  Public Works Worker

»  Sanitation Worker

= Waste Water Construction Worker
=  Water Distribution Worker

» Park Maintenance Workers

» (Custodial Staff

Refusal - Any applicant refusing to undergo any required tests shall be eliminated for
further consideration and shall be deemed to have withdrawn the employment application.

L. EVALUATIONS OF APPLICANTS

Applicants shall be evaluated fairly and objectively on the basis of experience, training,
merit, and fitness for the position to be filled. The Human Resource Director will make
every reasonable accommodation in the application screening, testing, and interview
process to applicants with disabilities that make a request for such accommeodations. Only
applicants that appear to meet the requirements for a vacant position will be interviewed.

1. Screening - Unless otherwise directed by the Board of Mayor and Aldermen, initial
screening of non-exempt, non-supervisory positions will be undertaken by the
Human Resource Director.

Supervisory or Exempt employees will be screened through the process deemed
most effective by the Board of Mayor and Aldermen under the conditions existing
at the time applications for a position are being considered.

2. Interview Committees - Normally an interview committee consisting of the Town

Administrator, Human Resource Director, Operations Manager, Department Head
(if applicable), one member of the Board appointed by the Mayor, and any
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additional person(s) the Mayor may feel would benefit the interview process will
be utilized in the evaluation process. Unless otherwise directed by the Board of
Mayor and Aldermen, the interview committee will recommend one applicant for
any vacant Depariment Head position to the Board for approval. The Mayor may
authorize the Administrator and/or Department Heads to carry out interviews of
applicants for non-supervisory positions if the Board has not specifically directed
an interview process.

a. Interviews - Interviews will be undertaken after the initial screening process
is completed. Interviews will be conducted in a professional manner by the
committee responsible for making a recommendation to the Board of
Mayor and Aldermen. The Human Resource Director will make every
reasonable accommodation in the interview process to applicants with
disabilities that make a request for such accommodations.

b. Examinations - The Board of Mayor and Aldermen may determine to use
examinations as a tool to assist in the selection of personnel. Competitive
examinations, if used, shall be practical in their content and shall measure
fairly the relative capacity and fitness of the persons examined.

If examinations are utilized, the Human Resource Director shall be
responsible for their development, assisting Department Heads in the
planning, design, and organization of testing and the identification of skills
to be measured,

Each applicant who undertakes an examination will be given their test
results upon request. Applicants may inspect their individual examination
papers under the supervision of the Human Resource Director.

c. Background And Reference Checks - It will be the responsibility of the
Human Resource Director to see that background and reference checks are
carried out on each prospective employee.

d. Credit Checks - Credit Checks may be carried out on applicants or new
employees for positions of fiduciary responsibility.

Previous History with Town - If an applicant for employment has previously
worked for the Town of Jonesborough, the applicant’s employment history will be
evaluated as part of the screening and interview process. Applicants with an
unsatisifactory work experience with the Town, or who failed to provide proper
notice at resignation should not normally be recommended for employment.
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M. MISREPRESENTATION OF INFORMATION

Misrepresentation of information by an applicant or employee, either oral or written, that
is material to the hiring decision, may result in cancellation of an application or termination
from Town employment.

N. SELECTION/REJECTION OF APPLICANTS

The Town Administrator makes all final decisions on the selection of Town employees;
however, the Board of Mayor and Alderman has the final decision on the appointment of
all Department Heads,

The Town of Jonesborough reserves the right to reject any application for employment for
any reason except on the basis of race, religion, sex, age, national origin, creed, political
affiliation or disability.

Applicants shall normally be rejected when it has been determined that they:

1. Have an unsatisfactory employment or personal record of such a nature as to
demonstrate unsuitability for employment.

2. Have made false statements of any material fact in their application.

3. Excessively use drugs or intoxicants, or have been convicted of a misdemeanor
involving moral turpitude or a felony.

4. Fails a pre-employment drug screen.

5. Have been previously in the Town's employment and was removed for cause or
resigned while not in good standing.

6. Do not meet the requirements that are essential for any person to be able to carry
out the duties of a position as detailed in the position description.

O. DRIVERS LICENSE VERIFICATION

Upon selection by the Town Administrator, a new employee must provide evidence of a
valid Tennessee driver's license if he or she, at any time, may be involved in the operation
of a Town vehicle.

P. INFORMATION IN PERSONNEL FILE

All information collected on any employee during the application process will be kept in
the employee's personnel file including, but not limited to, the following:
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Employment Application W-4 Form

Medical Exam Insurance Application
Background Check Insurance Authorization Form
Copy of Driver's license Form Listing Family Members
Personnel Action Forms Copy of Social Security Card

Immigration Report (I-9)

Q. ORIENTATION PERIOD FOR NEW EMPLOYEES

All new, regular full-time and part-time employees of the Town of Jonesborough shall be
simultaneously placed in an orientation period at the time of their hire. The orientation and
working trial period is an integral part of the examination and evaluation process and shall
be utilized for the following:

— Closely observing a new employee’s work,

~— Providing the information necessary to carry out duties.

— Training and aiding the new employee to secure the most effective adjustment to his/her
position.

— Terminating any employee whose performance or attendance fails to meet acceptable
work standards.

1.

Duration of Orientation Period - The normal period of orientation for new
employees shall be six months. The Operations Manager may request the Town
Administrator to extend any employee’s orientation period to 12 months; however,
no orientation period will be extended beyond a 12 month period.

Evaluation and Completion of Orientation - During the orientation period, the
Department Head shall continuously evaluate the performance of the new employee
and relate those findings to the employee and the Human Resource Director. The
findings shall be reduced to writing in the form of an evaluation every 30 days for
the duration of the orientation period. The Department Head will observe the
employee’s work and judge the employee’s willingness and ability to perform
duties assigned.

Upon completion of the orientation period, the Department Head shall complete a
written evaluation, and if conditions warrant, recommend to the Town
Administrator that an appointment to regular status be confirmed. The Town
Administrator, if he/she concurs, after the minimum six-month orientation period
has been completed, will authorize the employee’s move to regular full-time or
regular part-time status.
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3. Termination of New Employee - Although all Town employees are “employees at
will”, new employees m their orientation period do not have access to the
disciplinary procedures, notifications and appeals outlined in the Town’s Personnel
Policy. Department Heads can recommend to the Operations Manager the
termination of any new employee for any reason they feel prevents the employee
from being a productive and responsible employee or one that appropriately
represents the Town. The Operations Manager can act on any termination
recommendation at any time, and can initiate adverse action if there is indication
that an employee is not going to operate in a manner that is in the best interest of
the Town. An employee terminated during the orientation period does not have the
right to appeal the termination to the Town Administrator.

4. New Employee Vacation and Sick Time - New employees can accrue vacation and
sick leave during their orientation period; however, if a new employee is terminated
during the orientation period they will not be paid for any vacation or sick leave.

5. Orientation Period Does Not Convey Rights - The orientation period does not, nor
is it intended to, convey property rights or constitute a contractual agreement with
new employees as a result of its successful completion.

R. POSITION PROBATION

Employees that have previously passed through their orientation period and been placed in
regular status may apply for vacant Town positions that become available from time to
time. An employee approved by the Town Administrator to transfer to a position in a
higher grade will be placed on Position Probation and will be evaluated on performance
for a period of six months. The findings shall be reduced to writing in the form of an
evaluation every 30 days for the duration of the orientation period. Upon completion of
the position probationary period, the Department Head will submit a written evaluation to
the Town Administrator. If the Town Administrator concurs with a positive evaluation
from the Department Head, the Administrator will place the employee in regular status.

Employees who have been transferred to a new position under Position Probation who are
terminated for disciplinary reasons prior to, or at the completion of the position
probationary period, will be allowed to appeal as set forth in the Appeal and Grievance
Procedures of the Personnel Policy, Section IX.

Employees in Position Probation whose work performance is not satisfactory to
successfully meet the expectations for their new position, may be allowed, to the extent
possible, to return to their previous position.

It is the general policy of the Town to try to keep good employees. If an employee takes
on a new position, but despite substantial effort, is not capable of fulfilling the duties as
required, the Town Administrator, may consider moving the employee to the position held
before the transfer. The new employee filling the position vacated by the existing
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employee under Position Probation may be displaced if deemed to be in the best interest of
the Town by the Town Administrator, provided the new employee to be displaced is still
in their orientation period. The Town Administrator may consider a transfer to any other
position vacant at the time a move is being considered.

Nothing in this section is intended to establish or convey an obligation or the right of an
employee on position probation to return to their previous position if either the Town
Administrator or the employee feel they are not satisfactorily meeting the requirements and
expectations for the new position.

Position Probation does not, nor is it intended to, convey property rights or constitute a
contractual agreement with an employee that has been moved to a different position, either
while the employee is in the Position Probationary Period, or upon successful completion
of probation.
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ITI. CLASSIFICATION PLAN

A, GENERAL PURPOSE OF PLAN

The Classification Plan is intended to provide a complete inventory of all permanent
positions in the service of the Town of Jonesborough; to reflect realistic responsibilities,
duties, and requirements for each position; and to group positions with comparable duties
and responsibilities into common classifications or grades.

B. USE OF THE CLASSIFICATION PLAN

The Classification Plan will be generally used:

1.

2.

As a guide in recruiting and examining candidates for employment;

In determining lines of promotion and in developing employee {raining programs;
In determining fair compensation levels for various types of work;

To guide personnel items in departmental budgeting;

To utilize uniform job terminology that is understandable by all Town employees
and the general public; and

7. As a guide in employee evaluation.

C. POSITION DESCRIPTIONS FOR ALL POSITIONS

Position descriptions specifying general work tasks will be developed by the Human
Resource Director and approved by the Board of Mayor and Aldermen for all positions in
the classification plan.

D. POSITION CONTROL

A position must be described, classified, and approved by the Board of Mayor and
Aldermen before it is filled.
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E. POSITION DESCRIPTIONS

Position or job descriptions shall include the following:

1. Position Title;

2. General authority and line of accountability;

3. Essential functions of the job,

4. Required knowledge skills and abilities;

5. Acceptable experience and training;

6. Other requisites;

7. ADA requirements;

8. Compensation classification grade;

9. Date of Board of Mayor and Alderman approval; and
10. The exempt or non-exempt status of the position.

F. INTERPRETATION OF POSITION DESCRIPTIONS/CLASSIFICATION

Position descriptions are intended as a general statement of work and are not intended to
impose limitations or restrictions on the duties that any employee may be required to
perform.

Classification of positions into grades is intended to be descriptive and not restrictive and

does not preclude the Board of Mayor and Aldermen from placing a position of more or
less duties and qualifications in any given grade.

G. MAINTENANCE OF CLASSIFICATION PLAN

Classification grades and position descriptions will be evaluated periodically by the Town
Administrator, Human Resource Director, and Operations Manager with the assistance of
Department Heads. Department Heads shall review descriptions annually and recommend
any modifications or improvements to the Human Resource Director. Upon approval of
the Town Administrator, and changes will be presented to the Board of Mayor and
Aldermen for approval.

H. ALLOCATION OF NEW OR RE-SPECIFIED POSITIONS

Whenever a new position is established or the duties of an existing position are
restructured, a new position description will be completed and presented to the Board of
Mayor and Aldermen for approval.
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I. REQUEST FOR RE-CLASSIFICATION OR FOR A POSITION DESCRIPTION
REVIEW

Any employee who considers his/her position to be improperly classified or whose active
duties consistently vary from his/her designated position description may submit in writing
to the immediate supervisor a request that the perceived discrepancies be reviewed and
evaluated. If the supervisor believes the request is unjustified, the employee will be
informed of the decision and advised of his/her right to appeal the decision under the
Grievance Procedure outlined in Section IX.

J. SUNSET PROVISION FOR ALL NON-CHARTER CREATED EMPLOYMENT
POSITIONS

Unless such employment position is set forth in the Jonesborough Municipal Charter, all
employment positions within the Town of Jonesborough will automatically terminate upon
the vacancy of that position. Before a new employee is hired to perform the duties
associated with the position that has expired, a new job description must be created and
approved by the Board of Mayor and Aldermen. Thereafter, the new position will be filled
in accordance with the ordiinances and personnel policies as passed by the Board of Mayor
and Aldermen.
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IV. COMPENSATION PLAN

A. GENERAL PURPOSE OF PLAN

The compensation plan is intended to:

1.

Establish and maintain a salary structure which will attract and retain qualified
employees;

Assure internal equity and fairness in the assignment of compensation for all classes
in the Classification Plan;

. Maintain a salary structure in proper relation to competitive pay practices in the

local labor market in which Jonesborough competes; and

Provide an effective control of salary payments on a uniform basis.

B. COMPOSITION

The Compensation Plan shall consist of the official or approved assignment of minimum
and maximum rates of pay with intermediate steps for positions in the Classification Plan
administered under the guidelines established in this section.

C. ANNUAL PLAN APPROVED BY BOARD OF MAYOR AND ALDERMEN

The assignment of compensation to positions and the intermediate steps in the
Compensation Plan will be established by ordinance and reviewed and amended as part of
the Board of Mayor and Aldermen's annual budget process.

D. MAINTENANCE OF THE COMPENSATION PLAN

The Town Admimistrator with the assistance of the Human Resource Director, Operations
Manager, and Finance Director will periodically review all factors affecting the level of
salary ranges and after consulting Department Heads, will recommend to the Board of
Mayor and Aldermen such changes and adjustments as may appear to be in order. In
addition, the Administrator and the Human Resource Director will see that the
Compensation Plan policies and guidelines established by the Board of Mayor and
Aldermen are administered fairly, equitably, and in conformity with the purposes of the

plan.
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E. CONTRACTUAL EMPLOYEES

The Board of Mayor and Aldermen reserves the right to establish contractual positions
such as, but not limited to, the Town Administrator and Town Recorder that are not on the
compensation plan

F. STARTING SALARY

Starting salaries will be determined by the Board of Mayor and Aldermen based on various
factors, including the employee's previous salary. However, it is the intent of the
Compensation Plan to provide a fair and equal basis for compensating new and promoted
employees.

L.

New Employee - Generally, a new employee shall be compensated at the entry level
- minimum rate of pay in the classification grade for the position; however, new
employees exceeding the minimum qualification for the position may be granted
an exception to a higher compensation step by the Town Administrator.

Promotion - An employee promoted to a higher grade may be placed at the entry-
level salary; however, it is the intent that an employee receive mcreased
compensation for duties performed on a higher grade. The Town Administrator;
therefore, may place a promoted employee on any step in the higher grade that
provides an increase above the employee's previous compensation,

Police Officers Or Other Employees With State Mandated Certification - Police
officers that do not have Police Academy certification must obtain said certification
within six months. New officers with certification will enter their pay grade at a
minimum of Step 2. Uncertified officers start at a lower step, but will receive a
step increase for obtaining certification.

G. PLAN ANNIVERSARY DATE

An employee's anniversary date on the Compensation Plan is established as the date of hire
provided there has been no break in service, or in the case of a promotion, the date the
promotion goes into effect.

H. ANNUAL CONSIDERATION FOR SALARY INCREASES

In accordance with General Provisions of the Town’s personnel policy Section F-
Definitions, sub-titled STEP INCREASE - A move from one step on the Town's
compensation plan to the next step higher. The increase will result in a higher level of
compensation, Each regular full-time employee will receive an automatic step increase
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every 12 months from their anniversary date unless they are on disciplinary probation, or
when the Town’s budget 1s effective on July 01, of each new fiscal year.

1. STANDARD WORK WEEK/WORK PERIOD

The standard work week for all full-time non-public safety employees shall be 40 hours
per week. The standard work day shall consist of eight hours; however, long term variances
in the work day schedule may be approved by the Town Administrator and short-time
variances may be approved by the Operations Manager or Department Heads.

Public Safety employees will operate in work periods that meet the Fair Labor Standards
Act guidelines. The Work Period for the Police Department will be 84 hours in a 14 day
period for patrol officers and 80 hours for administrative officers. Non-exempt police
officers who work more than 84 hours up to 86 hours will receive overtime compensation
at their regular hourly rate of pay. Non-exempt officers who work more than 86 hours in
a 14-day period will be compensated at one-and-a-half times their regular hourly rate.

The Work Period for non-exempt firefighters 1s 216 hours in a 28 day period, however,
non-exempt firefighters will receive overtime compensation for more than 204 hours of
actual work time. Overtime will be paid at straight time for hours worked between 204
hours and 216 hours in a 28-day pay period. Overtime will be paid at one-and-a-half times
the regular hourly rate for hours worked above 216 in a 28-day pay period.

J. EXEMPT EMPLOYEES

Employees in positions with the Town that meet the professional, administrative, or
executive guidelines exempting them from overtime requirements as specified in the Fair
Labor Standards Act will be classified as Exempt Employees. Employees with negotiated
salaries including the Town Administrator, Town Recorder, and Operations Manager, are
exempt as well as the Department Heads and supervisors earning over $1,128.00 per week
that are customarily and regularly directing two or more other full-time employees in their
department. Exempt employees will be eligible for compensatory time under the
guidelines established in this policy.

K. NON-EXEMPT EMPLOYEES

Employees in full-time positions not meeting the guidelines for exempt employees as
specified in the Fair Labor Standards Act are classified as Non-Exempt employees and are
eligible to receive overtime compensation or compensatory time at one-and-a-half times
their hourly compensation rate.
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L. OVERTIME COMPENSATION

Overtime is authorized time worked in excess of 40 hours per weekly work period for all
non-exempt employees except for public safety personnel.

1. Compensation For Overtimme Work - Monetary overtime compensation shall be one
and one-half times the employee's hourly rate of pay for each hour of overtime
worked.

2. QOvertime Compensation For Public Safety Employees - Overtime for non-exempt
police and fire department employees shall be compensated at one and one-half
times the employee's rate of pay for each authorized hour in excess of the maximum
hours allowed by the Fair Labor Standards Act in the work period.

a. . Police Personnel - Non-exempt police officers will receive overtime pay at
straight time for authorized hours in excess of 84 hours up to 86 hoursin a
fourteen-day work period. Hours worked above 86 hours in a fourteen-day
work period will be compensated at one-and-a-half times their regular rate
of pay.

b. Fire Personnel - Non-exempt firefighters will receive overtime pay at
straight time for authorized hours in excess of 204 hours up to 216 hours in
a twenty-eight day pay period. Hours worked above 216 hours in a twenty-
eight day pay period will be compensated at one-and-a-half times their
regular rate of pay.

3. Minimum Increment Of Overtime - Overtime shall be earned in increments no
smaller than 30 minutes.

M. AUTHORIZATION OF OVERTIME OR COMPENSATORY LEAVE

The authorization and control of all overtime work, or the accumulation of compensatory
leave is the responsibility of the Town Administrator, Operations Manager, and
Department Heads. Overtime assignments or excess hours eligible for compensatory leave
shall be permitted only when required by operational necessity. Department Heads shall
assure that adequate funds are available for payment of overtime work before authorization
is granted.

Excess hours worked that are eligible for overtime pay or compensatory leave shall be
approved by the Department Head, the Town Administrator, or Operations Manager in
advance of their being worked and earned. '

Overtime or Compensatory Leave will only be computed after an employee has actually

worked the number of hours allowable during a work week or work period. Paid or unpaid
time off during which the employee is absent from the service of the Town shall not be
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included as hours worked in determining if the maximum allowable number of hours in a
work week/period has been exceeded. Such absences include, but are not limited to: sick,
annual, compensatory, civil, personal, funeral, and military leave; holidays; and other leave
of absences. All paid leaves of absences shall be compensated at the employee's normal
hourly rate.

N. AUTHORIZATION OF DEPARTMENT HEADS TO ADJUST SCHEDULE
TO REDUCE OVERTIME

Department Heads are authorized to adjust an individual's hourly work schedule within a
work week or a work period in order to reduce the necessity to make overtime payments
or provide compensatory leave.

O. COMPENSATORY LEAVE

Non-exempt employees who are authorized to work in excess of their regular scheduled
work hours during their work week, or work period, may in lieu of overtime pay be granted
compensatory leave provided that compensatory time is agreed to by the employee. Upon
employment with the Town, non-exempt employees will be notified of their right to choose
either overtime compensation or compensatory leave for work over their normal work
week or work period. This compensatory leave is made available to all employees via a
Compensatory Time Memorandumn of Understanding available in the Human Resource
Director’s Office.

1. Computation of Compensatory Leave - Compensatory leave for non-exempt
employees will be computed in the amount of one and one-half hours of leave for
each hour worked in excess of the maximum hours allowable in the work week or
work period.

a. Police Personnel - Non-exempt police patrol officers working in excess of
86 hours in a 14-day work period may in lieu of overtime be granted
compensatory leave in the amount of one and one-half hours of leave for
each excess hour worked. Non-exempt officers working more than their
normal number of hours but 86 hours or less m their work period, may be
granted compensatory leave in the amount of one hour of leave for each
excess hour worked.

b. Fire Personnel - Non-exempt firefighters working in excess of 204, but less
than 216 hours in a 28-day work period may in lieu of overtime be granted
compensatory leave in the amount of one hour of leave for each excess hour
worked. Non-exempt firefighters working more than 216 hours in a 28-day
work period may in lieu of overtime be granted compensatory in the amount
of one-and-one-half hours of leave for each excess hour.
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Accrual of Compensatory Leave - Non-Exempt Employees - Non-exempt
employees granted compensatory leave may accrue up to a maximum of 100 hours.
Non-exempt employees shall be paid for all hours in excess of the maximum
allowed.

Compensation at Termination - Non-Exempt - At the time of termination, any
unused compensatory time accrued by a non-exempt employee must be paid with
the time figured at:

a. The average regular rate received by such employee during the last year of
employment; or

b. The final regular rate received by such employee, whichever is higher.

c. Exempt employees will not be compensated for any unused compensatory
leave at the time of termination.

. Compensatory Leave For Exempt Employees - The Town Administrator,

Operations Manager, and Finance Director are authorized to grant compensatory
leave for hours worked over 40, or what might be allowed with Public Safety
personnel, during the work week at a rate of one hour of compensatory leave for
cach excess hour worked. Compensatory leave accrued may not accumulate more
than 100 hours, except as allowed in Section IV., O. 6. Excess hours must be
approved, and advanced approval may be required by the Operations Manager or
the Town Administrator. Exempt employees must sign a memorandum of
understanding that they understand the compensatory leave policy, its provisions
for use and limitations, and that exempt employees will not be compensated for any
unused compensatory leave at the termination regardless of the reason for the
change in employment status.

Compensatory Leave - Time Used - Compensatory leave earned by an employee
may be taken at any time it is approved by the Department Head, Town
Administrator, Operations Manager, or Finance Director. The time will be
permitted within a “reasonable period” after making the request if it does not
“unduly disrupt” the operations of the employee’s department. The Town of
Jonesborough will not force employees to schedule and use compensatory time that
has been accrued; however, only the hours of compensatory time limited in this
chapter will be carried from one calendar year to the next.

. Limitations on Accrued Compensatory Leave - An employee may accrue no more

than 100 hours of compensatory time for overtime hours. All hours accrued above
100 hours are to be paid to the non-exempt employee at one and one-half time the
employee’s effective regular hourly rate. Contractual employees and exempt
employees may accumulate no more than 200 hours of compensatory time.
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I3k

Ifthe employee is engaged in “public safety”, “emergency response”, or “seasonal”
activity he/she may accumulate no more than 200 hours of compensatory for
overtime hours. All hours accrued above the 200 hours are to be paid to the
employee at one and one-half time the employee’s effective regular hourly rate, if
the employee is an a non-exempt status.

7. The Town Reserves the Right to Substitute Cash for Compensation Time Accrued

- The Town of Jonesborough reserves the right to substitue cash, in whole or in
part, for compensatory time. Such substitution will not affect subsequent granting
of compensatory time off in future work-weeks or work periods. Payments for
accrued compensatory time earned may be made at any time and will be paid at
the regular rate earned by the employee at the time the employee received
compensation.

Non-Exempt to Exempt Status — An employee who moves from a non-exempt
status to an exempt status, such as a promotion, will be paid for any accurmnulated
compensatory time earned in the non-exempt status.

An exempt employee may be paid up to, but no more than 80 hours of their
accumulated compensatory time balance upon retirement.

P. WITHHOLDING PAY

Pay may be withheld from an employee's compensation for any of the following reasons:

1.

2,

Federal Income Tax, if authorized by the employee,

FICA Contribution (Social Security).

. Health and Life Insurance.

Retirement.

Supplemental insurance programs as requested by the employee and approved by
the Recorder.

The value of town property or equipment which was not returned to the Town on
separation of employment.

Failure to submit required documents relating to leave or failure to submit work
reports,

A period of suspension.
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9. Jury Duty.

10. Certain training, educational, or certification programs undertaken by an employee
with a written agreement that involves reimbursement for failure to meet certain
conditions.

11. Garnishment - As a general rule, garnishments are a time-consuming, costly, and
unnecessary expenditure of tax payers money. While an employee will not be
terminated for an imtial garnishment, the Town reserves the right to initiate
disciplinary action including termination against an employee with multiple
garnishments.

Q. AUTHORITY FOR PAYMENT OF WAGE OR SALARY

Compensation shall not be issued to an employee until he or she is officially employed,
pre-employment requirements are satisfied, and until officially documented work and leave
reports, and required supporting documents are submitted for the period to which the pay
applies.

R. NEW EMPLOYEES PAID BY DIRECT DEPOSIT

All new employees of the Town of Jonesborough will be paid bi-weekly through direct
deposit into the employees’ bank accounts. All employees will be required to establish an
account at a financial institution into which their compensation can be electronically
deposited.
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V. EMPLOYEE BENEFITS

A. RETIREMENT

It is the policy of the Town of Jonesborough to provide a mechanism to obtain financial
security for Town employees that have provided a number of years of service to the Town.
The Town of Jonesborough provides a retirement program through the Tennessee
Consolidated Retirement System (TCRS). The program is mandatory for regular full-time
employees and begins on the first day the employee reports to work. A percent of the
employee's salary is deducted for retirement purposes, with the Town paymg an amount
specified by TCRS. The deducted amount and Town supplement are determined by the
terms of the retirement agreement or contract. Employees will receive both Town and
employee contributions and interest under the terms of the Retirement Plan at termination
or retirement.

B. FICA INSURANCE (Social Security)

All employees are required to contribute to Social Security coverage as mandated under
the Social Security Act.

C. HEALTH AND LIFE INSURANCE

The Town of Jonesborough currently provides a group health and life insurance program
for Town employees that are regular full-time appointments who have worked a minimum
of 30 days. Health insurance coverage begins the first day of the first eligible month. To
the extent possible, the Town will pay 75% of the health insurance coverage and the
employee is responsible for 25% of the premium. The employee’s portion of the premium
is withheld each pay-period from the employee’s salary. Coverage policies and benefits
are determined by the individual plan being utilized to provide medical coverage.

As an example, an employee who reports to work on the 15% day of July will be eligible
for insurance coverage on September 1st.

D. WORKERS' COMPENSATION

Workers' Compensation benefits are determined by State Law. The Town of Jonesborough
attempts to use a combination of sick leave and workers' compensation benefits to provide
an income equal to the regular salary for an employee on leave due to a work-related injury.

The total amount of monies paid to an employee on disability leave each pay period shall

not exceed the full pay normally received for the period at the employee's regular straight-
time pay rate as of the date of the injury.

35



Employees on disability leave shall continue to accrue sick leave and vacation leave at the
employee's regular rate during the period of convalescence.

Employees shall immediately report any injury incurred in the course of their employment,
however minor, to their supervisor or Department Head and take such first aid or medical
freatment as may be necessary. Any employee determined to have been able, but who
failed to make such a report shall not be eligible for workers' compensation or disability
leave.

Employees on disability leave through occupational injury must be approved to return to
work by a physician based on the emnployee's duties and responsibilities. If an employee
cannot retum to employment from disability leave and perform his or her normal duties
and responsibilities, the Town reserves the right to determine whether reasonable
accommodation can be made or if the employee can be transferred to a position that has
duties and responsibilities he or she can perform.

If the employee returns to work from any injury or condition with any work restrictions
that prevent the full performance of the employee's duties, the employee is required to
notify his Department Head and the Human Resource Director of any accommodation(s)
the employee believes will allow him/her to perform the essential duties of his/her job.

In addition to a release to work by a physician, any employee of the Town who has a non-
work or work related injury or illness that reasonably may effect the ability to perform the
essential functions of their job will be required to undergo WORKSTEPS “Fit For Duty”
employment testing under the guidelines established in Chapter XV — “FIT FOR DUTY”
of this Personnel Policy.

E. UNEMPLOYMENT COMPENSATION

The Town of Jonesborough participates in the State of Tennessee Unemployment insurance
program. The conditions for eligibility for unemployment compensation and the amount
of such compensation are determined by the State of Tennessee for employees who become
unemployed through no fault of their own.

F. EMPLOYEE LEAVE

1. Policy - The Town of Jonesborough's provisions for leave benefits are designed
primarily with the health and well being of its employees as the primary focus. The
Town acknowledges that it is important to the employees and to their families to
take time away from their duties and responsibilities with the Town. As a result,
the Town provides the following classes of leave: annual, sick, maternity/paternity,
holiday, civil, military, bereavement, disability and administrative. '
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a. Only employees who are serving under regular full-time status are eligible
to earn leave.

b. Temporary, part-time, or other employees with intermittent work schedules
do not earn leave.

c. Annual and sick leave are only earned through an employee's time in a pay
status. Overtime hours will not be used to determine or calculate an
employee's leave benefits.

Employees are expected to consider the needs of the Town in requesting
leave and utilizing leave benefits. In return, the Town shall strive to allow
employees to utilize leave when it is needed and at times it is desired by the
employee. The Town; however, reserves the right to temporarily suspend
leave benefits if an emergency arises and the Town Administrator deems it
is required and in the best interest of the Town.

2. Annual Leave - Only regular full-time employees serving may earn annual leave.

All covered employees shall be credited with earned annual leave based on the total
days per year outlined in the following schedule:

YEARS OF SERVICE DAYS PER YEAR
1- 4 10
5- 9 12
10-14 14
15-19 17
20 & Above 20

Credits toward annual leave listed above are based on uminterrupted service
computed from the most recent date of continuous employment.

Annual leave will be computed on a calendar basis and annual leave that is not used
by an employee can be carried over to the next calendar year. The amount of annual
leave used during a calendar year and that may be carried over to the next calendar
year is determined at December 31% each year. However, employees may only
carry over annual leave in an amount not to exceed 5 days beyond the amount of
the total number of days they are allowed to earn annually. If an employee has
more days of annual leave to his or her credit than is permitted to be carried over at
the end of the calendar year, such leave is forfeited. The Town Administrator is
given the authority to extend the period in which annual leave can be taken by up
to ninety (90) days. This may occur only in those circumstances in which an
employee has an approved schedule to take annual leave and their supervisor, for
reasons that are in the best interest of the smooth operation of their department,
modifies the leave schedule in such a manner that the employee will lose the annual
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leave that was scheduled to be taken. Also, days per year listed on the schedule
above are based on the normal eight hour day and 40-hour week. Public Safety
employees that are operating on a different work day and work period from most
other employees will have their annual leave hours determined by a pro-rated
formula that provides a leave period equivalent to the days per year for 40 hours
per week employees (based on the number of years of service). All references to
annual leave days in this Personnel Policy are made with the realization and
understanding that public safety employees will have a pro-rated day based on their
departmental schedules.

No employee may take more than 30 days of vacation in a calendar year regardless
of the number of days accrued.

Annual leave will begin to be accrued from the date of employment; however, an
employee shall not be entitled to take annual leave until he/she has completed six
months of service.

a. After their initial six month months of employment, employees may take
annual leave as earned subject to the approval of the Department Head who
shall schedule vacations so as to meet the operational requirements of the
Department. Department Heads shall, to the extent possible, schedule
anmual leave for each of their employees at the time desired by the employee
and coordinated through vacation planning at the beginning of the calendar
year.

b. Newly hired employees who terminate voluntarily or involuntarily during
their first six months of employment shall not be eligible for, and shall not
receive pay for accrued annual leave.

Full-time employees terminating voluntarily or involuntarily their
employment with the Town may receive pay for any unused portion of
accumulated annual leave which has been camed up to the date of
termination. This includes employees who have worked for the Town
longer than six months but who may be in a new position due to a change
in classification.

Employees who retire will be paid for any accumulated annual leave that
has been earned and unused up to the date of retirement, up to a maximum
of 30 days.

Annual leave can be taken in multiples of one hour.
The Town Admmistrator, Operations Manager, or Department Head may
reschedule an employee's annual leave if the schedule is deemed to be

detrimental to the minimum requirements for the smooth operation of the
Town.
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3. Sick Leave - It is the policy of the Town of Jonesborough to pay, under the
provisions of this sick leave policy, an employee's salary or wages when the
employee is unable to work due to illness or injury. Leave is available for personal
illness or for illness of an immediate family member which is limited to spouse,
children (biological and/or adopted), step children, legal ward, child under the age
of 18 years of an employee standing in loco parentis, child over the age of 18 years
mcapable of self-care because of disability, mother or father, legal foster parent and
children, or other family members that live at home with the employee. The
following conditions apply to the accrual of sick leave:

a. No credit toward such leave may be earned by overtime hours.

b. Each full-time employee will accrue sick leave at the rate of one day per
month. Public safety employees that work a different work period from 40
hour per week employees; however, will accrue sick leave on a pro-rated
basis that provides an equivalent to the 12 sick days per year for a regular
employee.

c. Sick leave will be accumulated each month an employee continues to be
employed and sick leave is not used, with no cap on the number of hours
accumulated. Upon retirement, an employee may choose to be paid for
unused sick leave up to 85 days, or 680 hours. The remaining balance of
the unpaid sick leave may be transferred to state retirement for service credit
in accordance with TCRS rules. An employee may choose not to be paid
for any sick leave upon retirement and transfer the entire unused sick leave
balance to state retirement for service credit. Retirement is defined as the
length of service by an employee in which he/she is eligible for retirement
through the Tennessee Consolidated Retirement System (TCRS). Payment
of accrued sick leave of up to 85 days to an employee at retirement shall not
be initiated by the Town until an application for retirement has been
submitted to the Tennessee Consolidated Retirement System and the Town
has received confirmation from TCRS of the employee’s eligibilty for
retirement.

d. While an employee is on leave without pay, no sick, annual, or other similar
leave will be earned and accrued.

Sick leave must be requested by an employee as soon as possible. Non-exempt
employees must report their intended absence to their Department Head or their
immediate supervisor within one half hour of the normal time to report to work.

Sick leave may be requested for the following reasons:

a. Incapacitation for duty due to illness, injury, impairment, physical or mental
condition, or pregnancy.
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b. Exposure to a contagious disease which the employee might transmit to
fellow workers which has been certified by a qualified physician's
certificate.

c. A medical, dental, or optical appointment, treatment, or examination for the
employee or a member of the immediate family.

d. Illness of any immediate family member, not to exceed three consecutive
working days. Sick leave requested for an illness of a family member of
three consecutive days or more must be approved by the Department Head
and the Operations Manager and must be substantiated in writing by a
physician.

Sick leave must be approved by Department Heads before it will be paid.

To prevent abuse of the sick leave privilege, Department Heads are required to
satisfy themselves that the employee or an immediate family member is genuinely
ill before approving sick leave. The Department Head, Town Administrator, or
the Operations Manager reserves the right to require a doctor’s certificate stating
that the leave was necessary. Sick leave requests for illnesses of three or more
consecutive working days must be supported by a physician's certificate of illness.
If the Town has reason to question the medical certificate provided by the
employee, a second opinion may be required at the Town's expense. If necessary,
a third opinion will be final and binding. Medical certification must contain the
date on which the serious health conditions began, its probable duration, and
appropriate medical facts within the knowledge of the physician or health care
provider. Medical certificates are confidential and not available for public
inspection.

An employee that is out for an extended illness will be required to report
periodically to the Town the status of medical condition and the intention of the
employee to return to work.

Department Heads, the Town Administrator, or the Operations Manager reserve the
right to require a physician's certificate of the employee's fitness to return to work.

Employees may not claim sick leave while on annual leave.
Sick leave which extends beyond the earned credits of an employee shall be charged
to any available annual leave he/she may have accrued or to leave without pay.

Compensatory time previously accrued and available may be used for such leave if
all other available sick leave time has been exhausted.
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It shall be the responsibility of the employee to see that annual or compensatory
leave is designated on their work report (time sheet) in lieu of sick leave when the
employee has no sick leave available.

Town employees are guaranteed a combination of sick leave, annual leave when
available, and leave without pay for medical or health related reasons due to illness
or injury as defined by the Family Leave Act of 1993, Public Law 103-3 for a
minimum period of 12 weeks, as set forth in guidelines established in Chapter XIIT
of this Policy. Sick leave making up the minimum time allowed under the Family
Leave Act can be an uninterrupted 12 week period, or can be taken at different
times, intermittently, throughout the 12 month period..

An employee that is on sick leave for 17 consecutive weeks may be placed on
special leave without pay or may be terminated by the Town Administrator or
Operations Manager.

The Town will maintam health insurance benefits paid by the Town for the
employee during periods of sick leave without pay. Any payment for family
coverage/premiums or other payroll deductible insurance policies must be paid by
the employee or the benefits may not be continued.

The Town reserves the right to recover from the employee all health insurance
premiums paid during the unpaid leave period if the employee is cleared to retumn
to work but fails to return after leave.

Leave taken under this policy can be taken intermittently or on a reduced leave
schedule when medically necessary as certified by a physician or qualified health
care provider. Intermittent or reduced leave schedules for verified medical reasons
must be agreed upon by the employee and the Department Head, or Operations
Manager subject to the approval of the Town Administrator. Upon request of the
Department Head, employees on intermittent or reduced leave schedules may be
temporarily transferred by the Town Administrator to an equivalent alternate
position that may better accommodate the intermittent or reduced leave schedule
and/or the needs or limitations of the employee.

Employees may not transfer earned sick leave to another employee.

Employees terminated from employment with the Town either voluntarily or
involuntarily other than retirement will forfeit all unused sick leave.

On retirement, a Town employee shall be paid a retirement bonus, subject to the
terms outlined in Section F, Subsection 3(c) of Employee Benefits.
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4. Holiday Leave — The Board of Mayor and Alderman shall set a holiday schedule
for the upcoming year at their regular December meeting. From time to time, the
Board of Mayor and Aldermen may modify the holiday schedule at a Board
meeting.

Part-time and temporary employees will be in a leave without pay status on a
holiday, If required to work on a holiday, they receive only their regular rate of
pay for the hours worked.

When regular duty shifts require a non-exempt employee to work a holiday, the
employee will be paid at one-and-one-half times their regular rate of pay, in
addition to the holiday pay.

Exempt employees required to work on a holiday will receive 8 additional hours
pay for the actual holiday. In the event this occurs, prior approval must be obtained
from the Operations Manager or the Town Administrator for the exempt employee
to work on the holiday. The exempt employee must articulate the work to be
performed and the reason it must be completed on the holiday.

Holiday Leave for Public Safety employees will be determined on the same
prorated formula used for annual and sick leave.

5. Maternity/Paternity Leave - Male and female employees, under certain conditions,
may be granted leave related to child birth, the placement of a child for adoption,
or placement in foster care.

Maternity/Paternity leave for the purposes of care 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.

An expectant mother may take maternity leave prior to the birth of her child for
necessary medical care and if her condition renders her unable to work. Similarly
for adoption or foster care, male and female employees may be given
maternity/paternity leave prior to the placement if absence from work is required
for the placement to proceed.

If spouses are both employed by the Town, their total aggregate maternity/paternity
leave is limited to four months with the female taking a minimum of one month.

Employees eligible for maternity/paternity leave for birth, adoption, or foster
placement are not required to meet advance notice requirements in cases of medical
emergency, in situations with less than 30 day notice of the availability of adoption
or foster placement, or in other unforeseen circumstances or events.

a. A female employee, who has been a regular full-time employee of the Town
of Jonesborough for at least one year, who has provided at least 1,250 hours
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of service during the 12-month period, and who gives at least 30 days and
preferably three months advance notice of her anticipated date of departure,
length of maternity leave, and intentions to return to full employment may
be granted maternity leave for a period not to exceed four months for the
purpose of pregnancy, child birth, the placement of a child for adoption,
placement in foster care, and the care of an infant. Upon return to full time
employment, she shall be restored to her previous position or similar
position within the same pay status, length of service credit, and seniority
as of the date of her leave, with the following exceptions and conditions:

e [fthe Town finds that the employee has worked full-time for another
employer during the maternity leave period then the Town shall not
be liable under these provisions for failure to reinstate the employee
at the end of her maternity leave.

o A release to return to work statement from the employee's attending
physician must be provided by the employee upon her return to
work.

Should leave need to be extended due to complications of the pregnancy, a
request for the extension along with a physician's statement indicating the
problem and anticipated length of absence should be submitted to the
Human Resource Director for approval by the Town Administrator.

Sick leave accruals will be used for maternity/paternity leave and when
necessary, annual leave accruals may be used. Teave without pay may be
also granted if the leave period requested cannot be covered by an
employee's available sick and annual leave. During periods of unpaid leave,
an employee will not accrue additional sick, annual, or similar leave.

A female employee who is prevented from giving three months advanced
notice of maternity leave because of a medical emergency shall not forfeit
her rights and benefits under these provisions because of her failure to give
the required 30-day and preferably three months notice.

b. Pregnant Workers Fairness Act: The Town will provide reasonable
accommodations to employees and applicants with limitations related to
pregnancy, childbirth or related medical conditions, unless the accommodation
will cause undue hardship to the Town’s operations.

An employee or applicant may request an accommodation due to pregnancy,
childbirth or a related medical condition by submitting the request m writing
to the town recorder. The accommodation request should include an
explanation of the pregnancy-related limitations, the accommodation needed
and any alternative accommodation(s) that might be reasonable. Depending on
the nature of the accommodation, the individual may be requested to submit a
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statement from a health care provider substantiating the need for the
accommodation.

Upon receipt of a request for accommodation, the (designate authority) will
contact the employee or applicant to discuss the request and determine if an
accommodation is reasonable and can be provided without significant difficulty
or expense, i.e., undue hardship.

While the reasonableness of each accommodation request will be individually
assessed, possible accommodations include allowing the individual to:

o Sit while working.

s Drink water during the workday.

s Receive closer-in parking.

e Have flexible hours.

Receive appropriately sized uniforms and safety apparel.

Receive additional break time to use the bathroom, eat and rest.

Take time off to recover from childbirth.

Be excused from strenuous activities and/or activities that involve
exposure to compounds deemed unsafe during pregnancy.

An employee may request paid or unpaid leave as a reasonable accommodation
under this policy; however, the Town will not require an employee to take time
off if another reasonable accommodation can be provided that will allow the
employee to continue to work.

‘The Town prohibits any retaliation, harassment or adverse action due to an
individual’s request for an accommodation under this policy or for reporting or
participating in an investigation of unlawful discrimination under this policy.

c. PUMP ACT: Covered employees have the right to take reasonable break
time to express breast milk for their nursing child. For one year after the child’s
birth, Town employees may take reasonable break time “each time such
employee has need to express the milk.” The Town will not deny a covered
employee a needed break to pump.

The frequency and duration of breaks needed to express milk may vary
depending on factors related to the nursing employee and the child. Factors
such as the location of the space and the steps reasonably necessary to express
breast milk, such as pump setup, may also affect the duration of time an
employee will need to express milk and will be considered by the Town.
Employees who telework are eligible to take pump breaks under the FLSA on
the same basis as other employees.

The Town will provide covered employees with “a place, other than a

bathroom, that is shielded from view and free from intrusion from coworkers
and the public, which may be used by an employee to express breast milk,”
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Under the FLSA, a bathroom, even if private, is not a permissible location for
the employer to provide for pumping breast milk.

The location provided will be functional as a space for expressing breast milk.
If the space is not dedicated to the nursing employee’s use, it will be made
available when needed by the employee. A space temporarily created or
converted into a space for expressing breast milk or made available when
needed by the nursing employee is sufficient provided that the space is shielded
from view and free from any intrusion from co-workers and the public

d. Paternity Leave - Upon approval of the Town Administrator, a male
employee may be granted Paternity I.eave for a period not to exceed three
months for the birth of a child, the placement of a child for adoption, or
placement in foster care. Employees eligible for paternity leave must
provide the Town with at least 30 days and preferably three months advance
notice of the need for leave for birth, adoption or foster placement when the
need for leave is foresecable. Male employees on Paternity Leave will be
subject to the same expectations, guidelines, and restrictions regarding
return to employment from Maternity Leave as outlined in (5a) of this
section.

Sick leave accruals will be used for paternity leave and when necessary
annual leave accruals may be used. Leave without pay may also be granted
if the leave period requested cannot be covered by an employee's available
sick and annual leave.

Maternity/Paternity Leave for Public Safety employees will be determined
on the same pro-rated formula used for annual and sick leave.

6. Bereavement Leave - Upon the approval of the Town Administrator, or Operations
Manager, leave with pay may be granted for up to three consecutive work days
immediately following the death of a family member whose relationship is one of
the following:

Spouse Brother Brother-in-law
Parent k Sister Sister-in-law
Child Aunt Step Child
Grandparent Uncle Step Parent
Grandchild Guardian Mother-in-law
Daughter-in-law Son-in-law Father-in-law

Employees requesting Bereavement Leave must discuss funeral plans and
arrangements with their supervisor before being approved for the entire three-day
bereavement period.
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Any additional approved time taken will be charged to annual leave, or to leave
without pay.

Bereavement Leave is granted only to regular full-time employees. Absences from
temporary or part-time employees will be taken through leave without pay.

Special consideration may be given by the Town Administrator to approve an
employee attending the funeral in the death of another relative not listed above.

Bereavement Leave for Public Safety employees will be determined on the same
prorated formula used for annual and sick leave.

. Civil Leave - When an employee is required to serve on a jury, leave will be granted
with pay, but the employee's pay for the period of jury duty will be reduced in the
amount equal to the amount he or she receives for jury duty.

An employee who is required to attend court as a witness under subpoena will
receive his or her regular pay for the time he or she is required to be in court, with
the exception that if the employee is subpoenaed as a witness in a private matter,
the employee must use his or her annual leave or take time off without pay. On
each day the employee is released from jury or court duty, he or she shall return to
work unless the remainder of his or her work schedule for the day is less than two
hours.

The employee must show documentation of the order requiring such duty when
civil leave is requested.

. Military Leave - The job status of an employee entering active military duty on an
involuntary basis will be protected in full compliance with current State and Federal
laws. The employee will be reinstated in the current classification plan at least
equivalent to his or her former position provided that he/she applies for
reinstatement within 90 days of separation from active military service.

An employee in a reserve unit of the Armed Forces who is required to spend time
on active duty, or field traming will be granted military leave not to exceed 20
working days pursuant to TENN. CODE ANN. § 8-33-109.

Employees requesting military leave shall notify the Town Administrator two
weeks in advance of the leave when possible. Such requests will be in writing and
shall include a copy of the employee's military orders.

Military leave is not charged to annual or to sick leave.
. Education Leave - An employee may be granted educational leave with pay or

without pay to attend special educational programs, conferences, or seminars which
are job-related but last longer than 10 days. The Department Head, Operations

46



10.

11.

12.

Manager, and Town Administrator will evaluate the benefits to be gained by both
the Town and the employee from such leave with the Town Administrator making
the final approval.

Administrative L.eave - Administration Leave with pay or without pay may be
issued by the Mayor or Town Administrator for a period of up to 10 days, or by the
Board of Mayor and Aldermen for any period of time deemed necessary by the
Board if in their judgment, administrative leave should be granted for the well-
being of the employee and/or the Town of Jonesborough.

a. The request shall state the reason for leave without pay, the preferred date
for the start of the leave, and the probable date of return.

b. Such leave shall not be approved unless the employee has exhausted all
annual leave, and in cases of extended illness, all sick leave and all
compensatory time accruals.

Employees on leave without pay will not accrue annual or sick time and must make
any necessary arrangements with the Recorder's office to maintain health and life
insurance and other benefits.

Disability Leave - Employee's injured while performing required duties for the
Town will be granted disability leave under the terms of the Town's Workers'
Compensation program outlined in Section V. D.

Emergency Leave — From time to time work schedules may be interrupted due to
incliment weather, natural or man-made disasters, or utility outages. This
emergency leave policy addresses the various work interruptions and how
employees schedules, leave, or wages may be effected.

For the purpose of this policy, emergency may be defined as any incident occuring
that requires a response beyond the normal governmental operations. As stated
earlier, this could be incliment weather or a natural or man-made disaster, or any
other incident that may disrupt the normal daily activities that is beyond the control
of the administration of the Town.

The Town recognizes that every employee is important and they each perform an
invaluable service to the citizens we serve everyday. For the purposes of this policy
however, we must define what is essential service employee.

The Department of Homeland Security defines an essential employee as an
employee whose service or function is absolutely necessary for the health, welfare,
and public safety. The essential services for the backbone of everyday life,
representing a tangible impact of local governance on it’s citizens well-being and
quality of life. These public services are diverse and expansive. They range from
ensuring clean water reaches every home, to ensuring the streets are lit at night.
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By its very definition, essential means “something necessary, indispensible, or
unavoidable.” The following positions within the Town have been identified by
DHS as being essntial, and are in no particular order:

1. Public Safety Officers

2. Firefighters

3. Dispatchers

4. Public Works/Street Department
5. Water/Utility workers

6. Wastewater/Utility Workers

7. Solid Waste/Sanitation Workers

Nothing in this definition prohibits the Operations Manager, or Town Administrator from
activiating other employees as essential, should the situation dictate additional response.
As an example, clerical support may be needed in a time of disaster, or I'T personnel may
be needed to communicate with citizens through social media. Generally speaking, the
employees listed above will be labeled as essential employees during all incliment weather
situations.

Should the need arise to close Town operations, non-essential employees will be paid for
the time missed due to the closure in the form of Administrative leave with pay. Essential
employees required to work, will receive an additional 8 hours of pay during that period of
time, if they are required to work.

If a partial closure is necessary, such as one particular department, the effected employees
would be required to use leave time to receive their regular rate of pay, or may be allowed
to make up the lost time; so long as that occurs within the same work period.

During incliment weather, there may be times in which the Town Administrator will open
Town offices for business with instructions to employees to report to work if the employee
can arrive safely. Should the employee fail to report due to safety hazards, the absence
will not be held against the employee; however, they will be required to use leave time to
be paid for the missed time.

Essential employees required to work during emergency leave will be compensated at one-
and-a-half times their regular rate of pay during the emergency leave period. Exempt
employees required to work during emergency leave will be compensated for 8 hours at
their regular rate of pay.

The Town Administrator shall have the authority to declare incliment weather scheduling.

Every effort will be made to notify employees of schedule cahnges, as well as, the general
public.

When regular duty shifts require a non-exempt employee to work a holiday, the employee
will be paid at one and a half times their regular rate of pay, in addition to the holiday pay.
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Exempt employees required to work on a holiday will receive 8 additional hours pay for
the actual holiday. In the event this occurs, prior approval must be obtained from the
Operations Manager or the Town Administrator for the exempt employee to work on the
holiday. The exempt employee must articulate the work to be performed and the reason
it must be completed on the holiday.
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V. PERFORMANCE APPRAISALS

A. GENERAL

The Human Resource Director shall administer a program to evaluate the work
performance of Town employees and to guide employees in their personal and professional
development. Each Department Head is responsible for insuring that employee evaluations
are conducted at the time and in the manner prescribed by the Town Administrator.

B. PERFORMANCE APPRAISALS

Performance Appraisals are intended to:
1. Provide a review of accomplishments and deficiencies of individual employees,

2. Provide a mechanism to communicate ways to enhance the future performance and
development of individual employees,

3. Create a tool to evaluate the effectiveness and clarity of job expectations and
position descriptions, and

4. Develop a way to monitor and evaluate departmental trends that might impact the
behavior and performance of individual employees.

Performance evaluations of Department Heads shall be conducted by the Operations

Manager. Other Administrative employees answerable directly to the Town Administrator
shall be conducted by the Town Administrator.

C. FREQUENCY OF ASSESSMENT

A performance evaluation shall be conducted for each full-time employee at least once
each calendar year. The Department Head, Operations Manager, Town Recorder, or Town
Administrator has discretionary authority to conduct other evaluations during the year for
promotional considerations, lay-offs, or other circumstances which may warrant a special
evaluation.

D. EMPLOYEE PARTICIPATION AND COMMENTS

The Town Administrator, Operations Manager, Town Recorder, Director of Human
Resources, or Department Heads must review the evaluation with the employee.
Employees are required to sign the evaluation form; however, the employee's signature
will not be an indication of whether the employee agrees or disagrees with the evaluation;
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it will only indicate that the evaluation has been discussed with the employee. Employees
are encouraged to make comments regarding their respective evaluations. An employee
may attach a separate page of comments to the evaluation form which will become a part
of the evaluation.

E. EMPLOYEE APPEAL OF PERFORMANCE EVALUATION

Full-time regular employees who take exception to the substance, manner, or conduct of
their performance evaluations may appeal the process by submitting a written complaint to
the Department Head, or Operations Manager, with a copy to the Town Administrator. If
the complaint cannot be resolved through this process, the employee may file an informal
or formal Grievance as provided in the Grievance Procedures outlined in this Personnel
Policy.

F. CHANGE OF PERFORMANCE RATING

A Department Head may change the overall rating of an employee received in a completed
annual evaluation; however, the employee must be notified in writing of the change and
the reason for the change. The Town Administrator must also be notified of any changes
initiated in a completed employee evaluation.

G. OVERALL UNSATISFACTORY EVALUATION

Employees receiving an overall unsatisfactory evaluation shall not be considered for
promotion until performance has improved to a satisfactory level. Employees with
unsatisfactory evaluations are subject to disciplinary action.
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VII. SEPARATIONS FROM EMPLOYMENT

A. TYPES OF SEPARATIONS

All separations of employees from positions with the Town government shall be designated
as one of the following types: resignations, lay-offs, disability, death, retirement, or
dismissal. Atthe time of separation and prior to final payment, all records, keys, uniforms,
assets, and other items of Town property in the employee's custody must be transferred to
the Department Head, operations Manager, or the Town Administrator. Any amount due
because of unreturned items, includmg the replacement cost of unreturned items or the cost
of lock changes when keys are not returned, shall be withheld from the employee's final
compensation. Refunds due the Town as specified in the employee uniform and shoe
policies, and/or unpaid contracts, will also be withheld from the employee's final check.

B. RESIGNATION

It is the policy of the Town of Jonesborough to make a reasonable effort to retain good
employees. However, it is recognized that from time to time employees will resign their
employment with the Town. The Town requires notice of resignations to effectively
replace employees who are leaving Town employment.

I. Notice - All employees are required to give the Department Head, Operations
Manager, or Town Administrator at least 10 work days notice of an impending
resignation,

2. Reinstatement - A former employee may be reinstated to employment with the
Town without loss of benefits under the following conditions:

a. A position is available and the affected Department Head, Operations
Manager, Town Administrator, and/or the Board of Mayor and Aldermen
desire the former employee to fill the vacant position.

b. The request for reinstatement is made within a 90 day period from the date
the previous employment was terminated.

c. Ifthe position is the same position the employee held at the time of his/her
recent resignation, the employee will be reinstated to the same grade and
step on the Compensation Plan. Compensation for another position in the
same grade or lower grade will be based partially on the previous number
of years of employment with the Town; however, in any event,
compensation will not be higher than the employee was making at the time
of resignation. An employee reinstated at a higher grade will be placed at
the entry level for the grade or at such step as is necessary to provide an
increase in compensation from the level obtained at the time of resignation.
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d. Former employees returning to Town employment after the 90 day period
has passed from the date they were previously terminated, will enter at the
same status as any new employee beginning work for the first time.

2. Unauthorized Absence As Resignation - An unauthorized absence from work for a

period of three consecutive working days may be considered as an automatic
resignation by the Department Head, Operations Manager, or Town Administrator
who may initiate termination. Termination through automatic resignation does not
require employee notification; however, an employee terminated for this reason
may file an appeal as provided in the Appeal Procedures as outlined in this
Personnel Policy.

C. LAY-OFF/REDUCTIONS IN FORCE

The Town Administrator may layoff an employee in the classified service when deemed
necessary by reason of shortage of funds, the abolition of a position, or other material
changes in the duties or organization of the employee's position, or for related reasons that
are outside the employers control and which do not reflect discredit upon the service of the
employee. The duties performed by an employee laid-off, may be assigned to other
employees already working who hold positions in the appropriate class.

1.

Policy - A reduction in force, or lay-off, is the elimination of a permanent position.
When a reduction of force occurs, every effort shall be made to place the incumbent
employee in another position for which he/she qualifies. The Town of
Jonesborough does not practice a strict system of seniority; however, in the event
lay-offs become necessary, seniority and also job performance, may be used to
determine which employees shall be laid off if there is more than one employee in
the position classification that is being eliminated.

Notification - Employees will be given a 10 day advance notification of an
impending lay-off.

Displacement - Employees losing a position due to a reduction in force may, at the
discretion of the Town Administrator, be allowed to displace an employee of less
seniority in another position in the same department or other departments provided
that:

a. The position 1s at an equal grade or lower grade to the position being
eliminated,

b. The employee is deecmed by the Town Administrator to be capable of
successfully performing the duties of the position, and
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¢. The Town Administrator deems the displacement to be in the best interest
of the effective provision of services to the citizens of Jonesborough.

4. Separation Due To Lay-Off/Displacement - Full-time employees being laid-off or
separated due to displacement will be eligible to receive compensation for any
unused annual leave.

5. Temporaries - No reduction of the Town's regular full-time or part-time force will
be initiated until all temporary positions with the Town have been terminated.

5. Recall - The Town of Jonesborough reserves the right to recall positions in any
order that is deemed to be in the best interest of the Town. The Town does not
guarantee that every employee who is laid off will be recalled.

D. DISABILITY

An employee may be separated from employment for a disability when he or she cannot
perform essential functions of the job with or without reasonable accommodations. Action
may be initiated by the employee or the Town, but in all cases it must be supported by
medical evidence acceptable to the Administrator, The Town may require an examination
at its expense and performed by a licensed physician of its choice. Separations due to
disability must receive final approval from the Town Administrator. Again, itis incumbent
upon the employee to notify his supervisor, the Department Head, the Operations Manager,
or the Town Administrator of any modification in his employment which would
accommeodate his disability.

E. DEATH

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 employee's beneficiary. The beneficiary
of record of an employee eligible for full retirement as classified by TCRS shall be entitled
to the compensation the employee is eligible to receive upon retirement as outlined in
section IV — Compensation Plan, subsection O-9; Section V - Employee Benefits,
subsection F2b; and section V — Employee Benefits, subsection F3c of this policy.

F. RETIREMENT

Whenever an employee meets the conditions set forth in the retirement system regulations,
he or she may elect to retire and receive all benefits earned under the retirement system
detailed 1n Section V. Employee Benefits.
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G. DISMISSAL

An employee may be separated from employment from the Town for any reason or for
cause through procedures governing dismissal as detailed in Section VIII -_Standards of
Conduct - Discipline.
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VIII. STANDARDS OF CONDUCT - DISCIPLINE

A. OBJECTIVE

Regulations to govern the conduct of employees are necessary for the orderly operation of
the Town of Jonesborough. Such regulations are to the benefit of the employee and to
protect the rights and safety of all employees.

The Town recognizes its continued responsibility to develop and administer the necessary
employment regulations and disciplinary measures in a fair and consistent manner.
Discriminatory disciplinary actions based on race, religion, sex, age, national origin, creed,
political affiliation, or disability are expressly prohibited in this Personnel Policy. The
Town of Jonesborough requires all employees to conform with these employment
regulations and to otherwise conduct themselves in a responsible and professional manner.

While it is the intent of the Town to administer disciplinary and appeals procedures in a
fair and consistant manner, no regulation nor measure adopted is intended to replace,
reduce, or diminish the Town of Jonesborough’s status as an at-will employer. While
procedures are intended to be followed, mistakes in procedural details and errors or
omissions in disciplinary measures do not abate the Town’s at-will status.

B. ADMINISTRATIVE RESPONSIBILITY

The Town Administrator and Operations Manager, with the assistance of the Human
Resource Director, and Department Heads, are responsible for administering timely and
consistent disciplinary measures for inappropriate conduct pursuant to the procedures and
limitations established by the Board of Mayor and Aldermen and set forth in this Section.

The Town Administrator maintains final authority for all grievances and adverse actions

and appeals, and the Administrator's decisions are binding on all parties involved unless
appealed to the appropriate court by the employee.

C. EMPLOYEES-AT-WILL

All town employees not under an employment contract for a specified time period are
employees-at-will of the Town. The Town reserves the right to discharge at-will
employees for cause or for no reason, except that no employee will be discharged for
reasons that are prohibited by state and federal law.
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D. THE OPERATIONS MANAGER HAS DISCIPLINARY AUTHORITY

The Operations Manager is authorized to review an employee's conduct and take
appropriate disciplinary action. The Opeartions Manager may also direct a supervisor or
department head to review and document an employee's conduct and take whatever
disciplinary action is necessary or in appropriate circumstances recommend dismissal to
the Operations Manager. After receiving the supervisor or department head's report, if the
Operations Manager believes the disciplinary action may be msufficient, the Operations
Manager may take any and all disciplinary actions as provided for by Section VIII,
subsection E (Disciplinary Actions and Procedures).

In addition, the Operations Manager shall review all disciplinary actions taken by
supervisors and department heads to ensure the standards of conduct policies are strictly
adhered to, prior to the action be placed in the employee’s personnel file. The Operations
Manager in consultation with the Human Resource Director has the authority to reverse
disciplinary actions in the event the standards of conduct and disciplinary policies were not
strictly adhered to by the disciplining authority.

E. DISCIPLINARY ACTIONS AND PROCEDURES

Disciplinary actions may be in the form of an oral reprimand, a written reprimand,
suspension, demotion, or dismissal. The following defines the basis in which these forms
of discipline may be initiated and implemented. They are disciplinary choices available to
supervisors, department heads, Operations Manager, and the Town Adiministrator and do
not represent an employee entitlement to progressive discipline.

1. Oral Reprimand - A verbal communication directed to an employee for the purpose
of making a formal and possible final statement regarding inappropriate conduct or
performance. Oral reprimands may be given by the Operations Manager,
appropriate supervisor, or department head when an employee's behavior
necessitates the initiation of disciplinary action. An oral reprimand by the
supervisor is a clear description of an employee's deficiency and a specific verbal
warning that the employee must correct the deficiency.

The supervisor, or department head will draft a memo to the Operations Manager
for review and placement of the memo in the employee's file stating the date of the
oral reprimand, what was said to the employee, and the employee's response. Such
written evidence of the oral reprimand in the employee's personnel records shall be
removed in one year, provided no additional disciplinary actions involving the
employee have been initiated during that 12 month period.

3. Wrtten Reprimand - A written communication directed to an employee for the
purpose of making a statement regarding inappropriate conduct or performance. In
situations where an oral warning has not resulted in the expected improved behavior
or performance, or when more severe initial disciplinary action is warranted, a
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written reprimand may be issued to an employee. The reprimand is initiated by the
Operations Manager or by the appropriate department head or supervisor and
directed to an employee for the purpose of making a statement regarding
inappropriate conduct.

The reprimand should specify the problem conduct and the corrective behavior
necessary to meet adequate performance expectations. The written reprimand shall
contain a clear and unequivocal warning to the employee of what future disciplinary
actions may be expected if the conduct is not corrected. Supervisors who issue
written reprimands are expected to discuss the reprimand with the employee, and
to advise the employee that the document will be retained as part of the employee's
personnel file. The employee shall be informed of his or her right to file an appeal
through adverse action appeal procedure established in Section IX of this policy.
A copy of the reprimand shall be delivered to the employee, and a copy forwarded
to the Operations manager for review. Upon review, the written reprimand will be
placed in the employee’s personnel file for a period of one year. After a period of
one year, if the employee has received no further disciplinary action, the employee
may file a request with the Human Resource Director to have the reprimand
removed from his/her file.

. Suspension - The Operations Manager and Department Heads are given the
authority by the Board of Mayor and Aldermen to suspend an employee without
pay for the purpose of reprimanding the employee for inappropriate conduct.
Department Heads may suspend an employee for disciplinary reasons for up to five
(5) consecutive working days. Supervisors under a Department Head with the
responsibility for the direct supervision of seven (7) or more employees may
suspend employees for up to three (3) days, provided that any suspension by a
supervisor is reviewed by the appropriate Department Head and/or the Operations
Manager within twenty-four (24) hours of the time suspension has been initiated.
Any supervisor with direct responsibility for one or more employees may
immediately suspend an employee for one (1) day for behavior detrimental to the
smooth operation of the department. Any suspension initiated must be reviewed
and confirmed by the appropriate Department Head and/or the Operations Manager
within 24 hours of the beginning of the suspension. If the Operations Manager is
not available to review any suspension undertaken by Department Heads or
Supervisors, the Town Administrator, Town Recorder or the Mayor may undertake
the appropriate review. Suspensions over three days must by approved by the
Operations Manager. The following procedures apply to disciplinary action
involving suspension;

a. NORMAL PROCEDURE - It shall be the responsibility of the Operations
Manager or the Department Head to document any inappropriate conduct
thought to justify a suspension of an employee. A written summary giving
the circumstances and facts leading to the suspension and the reason for and
length of the suspension shall be prepared and submitted to the employee.
Suspensions under the normal procedures must be reviewed by the
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Operations Manager within forty-eight (48) hours beginning the next
ofticial work day.

Along with a written summary giving the circumstances and facts leading
to the suspension, the employee must be informed of his or her right to
appeal the suspension through the designated appeal process. The written
summary giving the circumstances and facts leading to the suspension shall
be filed in the employee's personnel file after review of the Operations
Manager.

. IMMEDIATE SUSPENSION BY A DEPARTMENT HEAD,

OPERATIONS MANAGER OR THE TOWN ADMINISTRATOR - The
Operations Manager may immediately suspend any employee for any
length of time deemed appropriate. A Department Head and the Operations
Manager has discretionary authority to immediately suspend an employee
without pay for a period not to exceed five (5) work days. The Operations
Manager, or in his/her absence the Town Administrator or Human Resource
Director, shall review the information detailing the suspension within forty-
eight (48) hours beginning the next official work day.

If the Department Head determines that the employee's inappropriate
behavior poses an immediate threat to the safety or discipline of other
employees, or the employee's continued presence is detrimental to the
smooth operation of the Town, the Department Head should immediately
take the suspension action.

Department Heads must document the reasons and circumstances for the
suspension and the employee's right to, and the procedures for, an adverse
action appeal pursuant to Section IX. The notification must be in writing
and contain a summary of the circumstances and facts leading to the
suspensions and should send it to the suspended employee within 48 hours
of the suspension and file the notification in the employee's personnel file
after review by the Operations Manager. Department Heads must notify the
Operations Manager of their disciplinary actions by the next official work
day.

Supervsiors under Department Heads with responsibility for direct
supervision of seven (7) or more employees may immediately suspend
employees under their repsonsibility for up to three (3) days. Supervisors
must notify the Department Head of the disciplinary action by the next
official work day, and, if approved, submit documentation to the Operations
Manager for confirmation within forty-eight (48) hours. If the Department
Head does not feel the suspension was justified, he or she will instruct the
employee to return to work and adjust back pay. All Supervisors may
immediately suspend employees under their repsonsibility for one day.
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Department Heads shall review facts related to the suspension and
communicate with the Operations Manager as outlined above.

After reviewing the documentation provided by the Department Head, the
Operations Manager may determine that the suspension is not warranted
and notify the employee in writing to immediately return to work. The
Operations Manager may also extend the suspension, dismiss the employee
or take other disciplinary action he deems appropriate, If the employee is
notified to return to work because the suspension is not warranted, the
employee will be compensated with back pay for the unwarranted
suspension time. The employee must be informed of his or her right to
appeal the suspension through the designated appeals process.

Suspensions of any type shall remain in the employee’s personnel file for a
period of two years. Once the two years have passed, and no further
disciplinary actions have been taken against the employee, the employee
may request in writing to the Human Resource Director to have the
suspension removed from their personnel file.

SUSPENSIONS ARE WITHOUT PAY - All suspensions are without pay.
Employees whose suspensions are determined unwarranted through the
appeal process will automatically be compensated for work days involved
in the suspension period and the suspension notification shall be removed
from their personnel file.

. CAUSES FOR SUSPENSION - An employee may be suspended for
reasons included but not limited to the following:

1) Careless workmanship, which evidences unsatisfactory job
performance.

2) Careless or negligent maintenance, handling, or use of Town
property or equipment.

3) Gross Insubordination:
a) Refusing to obey instructions or to perform work as
reasonably directed by a supervisor or other proper

authority.

b) Malicious and intentional abuse or misuse of Town
equipment or propetty.

4) Reporting to work under the influence of intoxicating beverages,
drugs, or substance.
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5} Intolerable conduct:

a) Using threatening abusive or obscene language to citizens,
management, or other employees

b) Physical assault on anyone.
¢) Gambling on work premises.

d) Carrying or discharging or firearms, except as authorized by
[aw.

6) Excessive occurrences of tardiness or unexcused absences.

7) Unjustified absence from the work station or department without a
Supervisor's permission.

8) Any conduct which constitutes a danger to the employee or to other
employees.

9) Any conduct which compromises the public's trust and confidence
in Town employees or Town operations.

10) Stopping work before the specified end of a working day or starting
work after the specified beginning of the work day.

11} Conviction of a traffic moving violation while operating a Town
vehicle.

12) During criminal prosecutions - An employee mnay be suspended
without pay under the normal suspension procedures at the
discretion of the Operations Manager if the eimnployee has been
charged with a felony or other criminal offense of such nature that
the employee's continued performance of Town duties:

a) Poses an immediate threat to the discipline or effective
performance of other employees,

b) Has an immediate adverse effect on the reputation of the
Town, or

c) Imposes a threat to the effective performance of any Town
function.

13) Any behavior on and off duty that is not conductive to the employee
maintaining a positive and professional image, and is deemed to be
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detrimental to the positive perception of Town employees by the
community they serve.

14} Violation of the Tennessee “Hands Free” law while operating a
Town vehicle.

15) Failure to wear seatbelt while operating Town vehicle.
16) Disabiling a GPS unit on a Town vehicle.

17) Violation of the Town’s computer policy and/or sharing keycards,
pin numbers, employee identification numbers, passwords, etc.

18) Any reason listed under the Causes for Dismissal.

e. FINDING OF NOT GUILTY - Should an employee be found not guilty at
trial, said employee may be reinstated with no loss of benefits to which he
or she may be entitled. The Town Administrator may authorize the payment
of back pay compensation for the period the employee was suspended due
to criminal prosecution.

Results from court or criminal charges do not preclude the Town of
Jonesborough's right to suspend or dismiss an employee due to any violation
of the Town's personnel policies and procedures.

e. DISCIPLINARY PROBATION - Unless formally waived by the Town
Administrator, employees receiving a written reprimand, suspension or
disciplinary demotion are automatically placed on probation for a period of
90 days. During this period no salary increases will take place or
promotions considered for the employee receiving disciplinary action.

After successful completion of the probationary period and at the approval
of the Department Head or the Operations Manager the employee will
receive his or her scheduled salary increase, if applicable. If an increase is
scheduled, 1t will take effect after release of probation and will not be
retroactive.

g. SUSPENSION TIME RESTRICTED - Vacation, compensatory time, sick
or any other leave shall not be used during periods of suspension.

4. Demotion - The Operations Manager is issued the discretionary authority by the
Board of Mayor and Aldermen to demote an employee for disciplinary reasons.
Supervisors or department heads may initiate a demotion by making a written
recommendation to the department head. A demotion may be given under the
following conditions:
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a. The demotion is a disciplinary action tesulting in the assignment of an
employee to a lower classification grade for the purpose of reprimanding
the employee for inappropriate conduct.

b. A demotion will not be used if the employee cannot qualify for the lower
position.

c. The demotion would not require the displacement of another employee.
d. The demotion is accompanied by a reduction in grade and salary.

e. The affected employee is notified a minimum of one calendar week before
the demotion goes into effect.

f. The advance notice includes a written summary giving the circumstances
and facts leading to the proposed action, the reasons thereof, and shall notify
the employee of his or her right to appeal the charges or decision pursuant
to the Adverse Action Appeal Process established in the Personnel Policy
in Section IX. One copy of the notification shall be delivered to the
employee and one copy shall be filed in the employee’s personnel folder.

2. Demotions shall remain in the employee’s personnel file for a period of five
years. Once the five years have passed, and no further disciplinary actions
have been taken against the employee, the employee may request in writing
to the Human Resource Director to have the demotion removed from their
personnel file.

5. Dismissal - As a last resort, when other disciplinary efforts have failed to result in
appropriate behavioral change or when the cause of action for dismissal is needed
to protect the well-being and the quality of service to the citizens of Jonesborough,
a supervisor or department head may recommend dismissal to the Operations
Manager or the Operations Manager may initiate the dismissal of an employee
subject to the following conditions:

Advance notice of the proposed action shall be given to the employee that includes
the written notification of the intent to dismiss, the specific reasons for taking the
action, and notification to the employee of his or her right to appeal the decision
through the adverse action appeal procedures as outlined in Section IX. The appeal
procedures do not apply to employees who are in their orientation period, and all
disciplinary actions are final.

6. Causes For Demotion or Dismissal - A supervisor or department head may
recommend demotion or dismissal of an employee to the Operations Manager and

63



the Operations Manager may take such action for any reason listed under
suspension and any other reason including, but not limited to the following:

a.

b.

Incompetence or inefficiency in the performance of duties;

Absence without leave or failure to give proper notice of absence, or
continuing abuse of leave privileges;

Continued or gross negligence of duty;

Public intoxication or drinking any intoxicating beverage while on duty, or
being under the influence of a drug or narcotic substances while on duty;

Theft, destruction, carelessness, or negligence in the use of the property of
the Town;

Fighting or other disgraceful personal conduct or language toward the
public or toward fellow employees;

Insubordination or serious breach of discipline;

Loss of an employee's driver's license and driving privileges by due process
of law when the employee's position makes the operation of a vehicle
necessary in the performance of his or her duties;

Falsification of records or use of official position for personal advantage;

Use of bribery or political pressure to secure an appointment, promotion, or
advantage;

Acceptance of any valuable consideration which was given with the
expectation of influencing the employee in the performance of his or her

duties;

Misappropriation of Town monies, falsification of expense accounts, or
general misuse of funds;

Distribution or sale of drugs or controlled substances;
Violation of any lawful and reasonable regulation, order, or direction made
or given by a superior, or insubordmation that constitutes a serious breach

of discipline;

Conviction of a criminal offense or of a malfeasance involving moral
turpitude,
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p. Unauthorized use of Town documents, records, or confidential information;
or

q. Job-related lying, stealing, or cheating.

7. Conviction Overturned On Appeal - Should an employee have a conviction
overturned on appeal, such employee may be reinstated, as soon as an appropriate
opening is available, without loss of benefits to which he/she may be entitled. The
Town Administrator at his/her discretion may authorize the payment of back-pay
compensation for the period the employee was dismissed due to criminal
conviction. Results from court or criminal charges do not preclude the employee's
dismissal due to violations of the Town's personnel policies and procedures.
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IX. GRIEVANCE AND ADVERSE ACTION APPEAL PROCEDURES

A. POLICY AND DEFINITIONS

It is the policy of the Town of Jonesborough to foster employee satisfaction and to give
careful consideration and attention to any employee complaint,

A grievance is a claim or complaint based upon an event or condition which affects the
circumstances under which an employee works, allegedly caused by misrepresentation,
unfair application, or lack of established policy pertaining to employment conditions, A
grievance might involve alleged safety or health hazards, unsatisfactory physical facilities,
surroundings, materials or equipment, unfair discriminatory supervisory or disciplinary
practices, unjust treatment by fellow workers, unreasonable work quotas, or any other
grievance relating to conditions of employment.

An Adverse action is a demotion, reprimand, dismissal, reduction in pay, layoff, or an
undesirable transfer or suspension.

B. INFORMAL GRIEVANCE PROCEDURES

An employee who has a problem or complaint should first try to get it settled through
discussion with his/her immediate supervisor without undue delay. If, after this discussion,
he/she does not believe the problem has been satisfactorily resolved, he/she shall have the
right to discuss it with his supervisor's immediate superior, if any. Every effort should be
made to find an acceptable solution by informal means at the lowest possible level of
supervision. If the employee is not in agreement with the decision reached by discussion,
he/she shall then have the right to file a formal grievance in writing within five work days
after receiving the informal decision or decisions. An informal grievance shall not be taken
above the Department Head.

C. FORMAL GRIEVANCE PROCEDURE

1% Level of Review

A grievance shall be presented in writing to the employee's immediate supervisor, who
shall tender his/her decision and comments in writing and return them to the employee
within five works days after receiving the grievance. If the employee does not agree with
his/her supervisor's decision, or if the immediate supervisor fails to provide resolution of
the grievance as outlined above, the employee may present the appeal in writing to his/her
supervisor's immediate superior. Failure of the employee to take further action within five
working days after receipt of the written decision of his/her superior, or within ten (10)
days if no decision is tendered, will constitute a withdrawal or the grievance.
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Further Level or Levels of Review as Appropriate

The supervisor receiving the grievance shall review it, render his/her decision and
comments in writing and return them to the employee within five (5) work days after
receiving the appeal. If the employee does not agree with the decision, or if no answer has
been received within five (5) work days after the supervisor receives the grievance, the
employee may present the appeal in writing, to the department head. Failure of the
employee to take further action within (5) work days after receipt of the written decision
of the supervisor, or within ten (10) days if no decision is rendered, will constitute a
withdrawal of the grievance.

Department Review

The Department Head receiving the grievance, or his/her designated representative, shall
discuss the grievance with the employee, his representative, if any, and with other
appropriate persons. The Department Head shall render his/her decision and comments in
writing and return them to the employee within five (5) work days after receiving the
appeal. If the employee does not agree with the decision reached or if the Department
Head fails to provide resolution of the grievance as it is outlined above he/she may present
his/her appeal in writing to the Operations Manager. Failure of the employee to take further
action within five (5) work days after receipt of the written decision of the department head,
or within ten (10) work days if no decision is tendered, constitutes a withdrawal of the
grievance.

If the employee does not agree with the decision reached or if the Operations Manager fails
to provide resolution of the grievance as it is outlined above he/she may present the appeal
in writing to the Town Administrator. Failure of the employee to take further action within
five (5) work days after receipt of the written decision of the department head, or within
ten (10) work days if no decision is tendered, constitutes a withdrawal of the grievance.

Town Administrator

The Town Administrator, upon receiving the grievance shall discuss the grievance with the
employee, his/her representative, if any, and with other appropriate persons(s). The Town
Administrator shall render his/her decision in comments in writing and return them to the
employee within five (5) work days after receiving the appeal. Decisions of the Town
Administrator shall be final.

D. ADVERSE ACTION APPEAL PROCEDURE

For appeals regarding disciplinary actions including reprimands and suspensions, not
initiated by the operations Manager, the employee may file an appeal with the Operations
Manager within five (5) working days from the date of the action taken. The Operations
Manager shall hold a hearing and the employee has the right to present any evidence he/she
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wishes relevant to the adverse action. The Operations Manager shall render his decision
in comments in writing and return them to the employee within five (5) work days after
hearing the grievance. Should the employee disagree with the Operations Manager’s
findings, he/she may appeal to the Town Administrator. Decisions of the Town
Administrator shall be final.

For appeals regarding adverse actions such as demotion, dismissal, reduction in pay, layof¥,
or an undesired fransfer or suspension initiated by the Operations Manager, the employee
may file an appeal with the Town Administrator within five (5) working days from the date
of the action taken. The Town Administrator shall hold a hearing and the employee has
the right to present any evidence he wishes relevant to the adverse action. The Town
Administrator shall render his decision in comments in writing and return them to the

employee within five (5) work days after hearing the grievance. Decisions of the Town
Administrator shall be final.
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ANTI-RETALIATION POLICY

The Town of Jonesborough is committed to preventing retaliation and to maintaining a productive,
safe, and healthy work environment for all employees, who are to be treated with courtesy and
respect at all times.

Retaliation occurs when the Town either acts indirectly through a manager, supervisor,
administrator or directly fires an employee or takes any other type of adverse action against an
employee for engaging in protected activity. An adverse action is an action which would dissuade
a reasonable employee from raising a concern about a possible violation or engaging in other
related protected activity. Protected activities can include, but are not limited to:

e Whistleblowing on unlawful activities,

* Reporting violations to administrative agencies,
e Exercising free speech, and
e Speaking to elected officials.

Employees are expected to maintain a productive work environment free from retaliation for an
employee engaging in any form of protected activity.

Making complaints
An employee who feels he/she is subjected to retaliation should immediately contact a person,
(listed below), with whom the employee feels the most comfortable.

1. The employee’s immediate supervisor;
2. The department head,;

3. The operations manager;

4, The Human Resource Director; or

5. The Town Administrator

Employees have the right to circumvent the employee chain-of-command when selecting the
person to complain to about retaliation. The employee should be prepared to provide the following
information:

1. his/her name, department, and position title;

2. the name of the person or people allegedly comimitting the retaliation, including their
title(s), if known;

3. the specific nature of the retaliation, how long it has gone on, any employment action, such

as demotion, failure to promote, dismissal, refusal to hire, transfer, etc., taken against the
employee as a result of the engaging in protected activity;

4, witnesses to the retaliation; and

whether the employee has previously reported the retaliation and, if so, when and to whom.

LN

Employee Obligation

Employees are obligated to report instances of retaliation. Employees are also obligated to
cooperate in every investigation of retaliation. The obligation includes, but is not limited to,
coming forward with evidence, both favorable and unfavorable, for a person accused of such
conduct; fully and truthfully making written reports or verbally answering questions when required
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to do so by an investigator. Employees are to refrain from making bad faith accusations of
retaliation.

Disciplinary action may be taken against an employee who fails to report instances of retaliation,
or who fails or refuses to cooperate in the investigation of a complaint, or who files a complaint in
bad faith. Employees are prohibited from interfering or attempting to interfere with any
departmental investigation. False allegations will be dealt with on a case-by-case basis, and
depending on the outcome, may include disciplinary action up te and including termination of
employment.

Reporting and investigating retaliation complaints

The Human Resource Director is the office the Town Administrator designates as the investigator
of retaliation complaints against employees. In the event the retaliation complaint is against the
Human Resource Director, the investigator may be independent outside counsel appointed by the
Town Administrator or provided through the Town’s employment practices liability insurer.
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X. DRUG AND ALCOHOL TESTING POLICY

The Town has no intention of interfering with the private lives of its employees unless involvement
with alcohol or other drugs off the job affects job performance or public safety. This policy does
not preclude the appropriate use of legally prescribed medication that does not adversely affect the
mental, physical, or emotional ability of the employee to safely and efficiently perform his/her
duties. It is the employee’s responsibility to inform the proper supervisory personnel of his/her
use of any legally prescribed medication that may impair his/her ability to safely perform the
essential functions of their job before the employee goes on duty or performs any work. Any
information obtained from the employee’s disclosure will be maintained and treated in accordance
with the ADA and other applicable laws.

To provide a safe, healthy, productive, and drug-free working environment for its employees to
properly conduct the public business, the Town of Jonesborough has adopted a drug and alcohol
testing policy. The policy complies 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 Highway Administration (FHWA) rules, which
require drug and alcohol testing for persons required to have a commercial driver’s license (CDL);
Department 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. The types of tests that may be
required under this policy are pre-employment, transfer, reasonable suspicion, post-accident (post-
incident), random (for safety-sensitive positions only), return-to-duty, and follow-up.

It is the policy of the Town that the use of drugs by its employees and impairment in the workplace
due to drugs and/or alcohol is prohibited and will not be tolerated. Engaging in prohibited and/or
illegal conduct may lead to disciplinary action up to and including termination,

Prohibited and/or illegal conduct includes but is not limited to:

1. being on duty or performing work for the Town while under the influence of drugs and/or

alcohol;

2, engaging in the manufacture, sale, distribution, use or unauthorized possession of drugs
at any time and of alcohol while on duty or while in or on Town property, or Town
vehicles;

refusing or failing a drug and/or alcohol test administered under the policy;

providing an adulterated, altered, or substituted specimen for testing;

use of alcohol within four hours prior to reporting for duty on schedule or use of alcohol

while on-call for duty; and

6. use of alcohol or drugs within eight hours following an accident (incident) if the

employee’s mvolvement has not been discounted as a contributing factor in the accident
(mcident) or until the employee has successfully completed drug and/or alcohol testing
procedures

kW

Employees who are required to take prescribed or over-the-counter medication shall notify their
immediate supervisor of his/her use of any legally prescribed medication that may impair his/her
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ability to safely perform the essential functions of their job before the employee goes on duty or
performs any work.

Per Public Chapter 373 — 2019 a valid prescription is defined only as a prescription issued within
six (6) months prior to a positive drug test.

In the event an employee notifies their immdeiate supervisor that they are taking a prescribed
medication that may produce, or be at risk of producing any effects which might limit the
employees’ ability to perform the essential functions of his/her job, the supervisor shall instruct
the employee to perform one of two options prior to reporting to work.

1. The employee shall take a copy of his/her position description to the prescribing
physician and the physician shall provide written documentation that the employee can
safely perform the essential functions of their job while taking the prescribed
medication.

2. The employee may be directed to an approved physician who conducts pre-
employment physicals for the Town. The employee shall take a copy of his/her position
description and the physician shall provide written documentation that the employee
can safely perform the essential functions of their job while taking the prescribed
medication.

In all cases, the employee shall not be allowed to continue working in safety sensitive, or DOT
position until physician approval is obtained. The employee may be assigned a different position
that is not of a safety sensitive nature until the proper documentation is obtain. Any documentation
obtained by the Physician shall be placed in the employee’s file and under medical records.

The Town performs post-offer, pre-employment drug screens for safety-sensitive positions,
including positions requiring a CDL for performance of the job; (random) post-accident/incident;
and reasonable suspicion. No disciplinary action may be taken pursuant to this drug policy against
employees who voluntarily identify themselves as drug users prior to selection for drug testing,
obtain counseling and rehabilitation through the Town’s Employee Assistance Program or other
program sanctioned by the Town or through the employee's own provision, and thereafier refrains
from violating the Town’s policy on drug and alcohol abuse. However, voluntary identification
will not prevent disciplinary action for the violation of the Town’s drug and alcohol testing policies
and regulations, nor will it relieve the employee of any requirements for return to duty testing.

A job applicant will be denied employment with the Town if his/her post-offer, pre-employment
test result has been confirmed positive. Current employees will be subject to disciplinary action
up to and including termination of employment if their test result has been confirmed positive, if
they refuse to test, or for any other violations outlined in the Drug Free Workplace policy.
Compliance with this substance abuse policy is a condition of employment; the Town will pay for
all required drug tests.

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
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under this policy in a timely manner will be grounds for refusal to hire or disciplinary actions up
to and including termination of employment. The submission by an applicant or employee of a
urine sample that is not the employee's own or is adulterated shall be grounds for refusal to hire or
disciplinary action up to and including termination of employment.

All property belonging to the Town is subject to inspection at any time without notice, as there is
no expectation of privacy.

a. Property includes, but is not limited to, vehicles, desks, containers, files, and storage
lockers.

b. Employees assigned lockers, (that are locked by the employee), are also subject to
mspection.

Employees who have reason to believe another employee is using alcohol or illegal drugs while
on duty must report the facts and circumstances immediately to their supervisor, Department Head,
or Operations Manager. Failure to do so may result in disciplinary action. Supervisors are required
to detail in writing the specific facts, symptoms, or observations that formed the basis for their
determination that reasonable suspicion existed to warrant the testing of an employee. This
documentation shall be forwarded to the Operations Manager and Human Resource Director.

To the extent allowed under the Tennessee Open Records Law, all information from an employee's
or applicant's drug and alcohol test is confidential and only those individuals with a need to know
are to be informed of test results.

PURPOSE

In order to educate the employees about the dangers of drug and/or alcohol abuse, the Town shall
sponsor an annual information and education program for all employees and supervisors.
Information will be provided on the signs and symptoms of drugs and/or alcohol abuse; the effects
of drug and/or alcohol abuse on an individual’s health, work and personal life; the Town’s policy
regarding drugs and/or alcohol; and the availability of counseling. The Human Resource Director
has been designated as the Town official responsible for answering questions regarding this policy
and its implementation.

All Town owned or furnished property is for official use only and may be subject to inspection at
any time without notice. There is no expectation of privacy in such property. Property includes,
but is not limited to: vehicles, desks, containers, files, cell phones, computers, and lockers.
Employee-assigned lockers that are locked by the employee are also subject to inspection by the
employee’s supervisor in the presence of the employee after reasonable advance notice to the
employee, unless such notice is waived by the Town Administrator, Operations Manager, or
Department Head due to reasonable cause to suspect criminal activity.

Scope
Provisions of this policy apply to all employees of the Town, with the exception of Pre-

employment, transfer, and random selection testing, which applies only to safety sensitive and
DOT positions. The policy also applies to all applicants who have been given a conditional offer
of employment.
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Consent Form

Before a drug and/or alcohol test is administered, employees and applicants will be asked to sign
a consent form authorizing the test and permitting release of test results to the laboratory, medical
review officer (MRO), Human Resource Director, or his/her designee. The consent form also
provides authorization for certified or licensed attending medical personnel to take and have
analyzed appropriate specimens to determine if drugs or alcohol were present in the employee’s
system. In the event that the applicant or employee is a minor, parental consent for drug testing
will be required.

Compliance with Substance Abuse Policy

Compliance with the 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 or for disciplinary action up to and
including immediate termination of employment. The submission by an applicant or employee of
a urine sample that is not his/her own or is adulterated will be grounds for refusal to hire or for
disciplinary action up to and including immediate termination of employment.

Duty to Report Convictions

Any employee convicted of violatig a criminal drug statute must inform the Director of his/her
department of such conviction, (including pleas of guilty and nolo contendere), in writing within
five calendar days of the conviction occurring. The Town will take appropriate action within 30
days of notification. Failure to so inform the Town subjects the employee to disciplinary action
up to and including termination of employment for the first offense. If appropriate, the Town will
notify the federal contracting officer pursuant to applicable provisions of the Drug-Free Workplace
Act and the Omnibus Transportation Employee Testing Act.

Drug Testing Identification Requirement
When required to appear for drug testing, an applicant or employee must present a valid

government issued photo [D to the appropriate collection personnel. Failure to present a valid,
government issued photo ID is equivalent to refusing to take the test, resulting in denial of
employment or disciplinary action up to and including immediate termination of employment.

DRUG TESTING
Under the drug-free workplace policy, there are various reasons for the implementation of drug
tests and meclude but are not limited to the following:

1. Deter employees from abusing drugs and alcohol.

2. Prevent the hiring of individuals who use illegal drugs.

3. Provide early identification and referral of employees who have drug and/or alcohol
problems.

4. Provide a safe workplace for other employees.

5. Ensure general public safety and instill citizen confidence that employees are
working safely.
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The Town’s drug testing program will follow the Substance Abuse and Mental Health Services
Administrations’ (SAMHSA) mandatory guidelines for workplace drug testing which include
having an MRO review the test. Testing will be done for those drugs identified in the SAMHSA
and DOT guidelines (marijuana, cocaine, opiates, amphetamines and phencyclidine) for which
drug laboratories are certified, and DOT panel.

TYPES OF TESTS

Pre-employment

All applicants for employment in safety-sensitive positions who have received a conditional offer
of employment with the Town must submit to a drug test before receiving a final offer of
employment.

Transfer/Promotion

Employees transferring/being promoted to a safety sensitive position shall undergo drug testing.
“Safety sensitive positions” include, but are not limited to, police officers, firefighters, positions
requiring a commercial driver’s license, public works positions involving the operation of heavy
construction equipment, water/wastewater plant operators, all positions involving the construction
and maintenance of electrical lines, teachers and other positions having responsibility for the safety
and care of children. If the employee tests positive, the offer of the transfer or promotion will be
withdrawn and the employee may be disciplined, up to and including termination, and/or required
to participate in rehabilitation as described in this policy.

Post-Accident/Post Incident

Following any workplace accident (incident) any employee in a safety sensitive position who was
directly involved in the accident (incident) will be required to take a post-accident (post-incident)
drug test.

In addition, following any workplace accident (incident) determined by supervisory personnel of
the Town to have resulted in property or environmental damage, or personal injury, including but
not limited to a fatality or human injury requiring medical treatment, or any employee whose
performance either contributed to the accident (incident}, or cannot be discounted as a contributing
factor to the accident (incident), and who is reasonably suspected of possible drug use as
determined during a routine post-accident (post-incident) investigation, or who receives a citation
for a moving violation arising from the accident (incident) will be required to take a post-accident
(post-incident) drug test.

Post-accident (post-incident) testing shall be carried out within eight hours following the accident
(incident). Urine collection for post-accident (post-incident) testing may be monitored or observed
at the established collection site(s).

Following all workplace accidents (incidents) where drug testing is to be performed, unless
otherwise specified by the department head, any affected employees who are ambulatory will be
taken by a supervisor or designated persomnnel of the Town to the designated urine specimen
collection site. In the event of an accident (incident) occurring after regular work hours, the
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employee(s) will be taken to the testing site as soon as is practical within the time limits indicated
above. No employee shall consume drugs prior to completing the post-accident (post-incident)
testing procedures.

Any affected employee who is seriously injured, non-ambulatory, and/or under professional
medical care following an accident (incident) shall consent to the obtaining of specimens for drug
testing by qualified, licensed attending medical personnel and consent fo the testing of the
specimens. Consent shall also be given for the attending medical personnel and/or medical facility
(including hospitals) to release to the MRO of the Town, appropriate and necessary information
or records that would indicate only whether or not specified prohibited drugs (and what amounts)
were found in the employee’s system. Each employee shall grant consent at the implementation
date of the substance abuse policy of the Town or upon hiring following the implementation date.

Post-accident (post-incident) urinary testing may be impossible for unconscious, seriously injured,
or hospitalized employees. If this is the case, certified or licensed attending medical personnel
shall take and have analyzed appropriate specimens to determine if drugs were present in the
employee’s system. Only an accepted method for collecting specimens will be used. Any failure
to do post-accident (post-incident) testing within eight (8) hours must be fully documented by the
attending medical personnel.

In instances where post-accident (post-incident) testing is to be performed, the Town reserves the
right to direct the MRO to instruct the designated laboratory to perform additional testing on
submitted urine specimens for possible illegal/illegitimate substances. Any testing for additional
substances listed under the Tennessee Drug Control Act of 1989 as amended shall be performed
at the urinary cutoff level that is normally used for those specific substances by the laboratory
selected.

Testing Based on Reasonable Suspicion

All employees are subject to reasonable suspicion testing.

Reasonable suspicion testing is also referred to as probable cause testing and is required for any
employee where there is reasonable suspicion to believe the employee is using or is under the
influence of drugs.

The decision to test for reasonable suspicion must be based on a reasonable and articulate belief
that the employee is using or has used drugs. This belief should be based on recent, physical,
behavioral or performance indicators of possible drug use. Possible causes requiring a testing of
reasonable suspicion include specific, objective, and articulable facts concerning appearance,
behavior, speech, body odors or performance.

One supervisor who has received drug detection training that complies with DOT regulations must
make the decision to test and must observe the employee’s suspicious behavior. Among other
things, such facts and inferences may be based upon, but not limited to, the following, as provided
by Tennessee Code Annotated § 50-9-103 and Tenn. Comp. R. and Reg. 0800-02-12-.03(21):

(A) Observable phenomena while at work, such as direct observation of substance abuse or of the
physical symptoms or manifestations of being impaired due to substance abuse;
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(B) Abnormal conduct or erratic behavior while at work or a significant deterioration in work
performance;

(C) A report of substance abuse provided by a reliable and credible source;

(D) Evidence that an individual has tampered with any substance abuse test during his or her
employment with the town,;

(E) Information that an employee has caused or contributed to an accident while at work;

(F) Evidence that an employee has used, possessed, sold, solicited, or transferred drugs while
working, or while on the employer’s premises, or while operating the employer’s vehicle,
machinery, or equipment; or

(G) Involvement in an accident which results in an injury to another individual or in property
damage exceeding five thousand dollars ($5,000.00), or such minimum amount as set by U.S.DOT
Guidelines, if less.

Supervisory personnel of the Town making a determination to subject any employee to drug testing
based on reasonable suspicion shall document their specific reasons and observations in writing to
the Human Resource Director within two (2) hours of the decision to test and before the results of
the urine drug tests are received by the department. Urine collection for reasonable suspicion
testing may be monitored or observed.

Random Testing — Safety Sensitive Positions

Random testing shall be unannounced. Every employee in the random testing pool has an equal
chance of being chosen for testing every time a random selection is drawn. Only employees of the
Town holding safety sensitive positions are subject to random drug testing. “Safety sensitive
positions” include, but are not limited to, police officers, firefighters, positions requiring a
commercial driver’s license, public works positions involving the operation of heavy construction
equipment, water/wastewater plant operators, all positions involving the construction and
maintenance of electrical lines, teachers and other positions having responsibility for the safety
and care of children. While positions requiring a commercial driver’s license are also considered
safety sensitive positions, CDL holders will be tested in a separate pool pursuant to federal
requirements at set forth in a separate section of this policy.

A minimum of fifteen (15) minufes and a maximum of two (2) hours will be allowed between
notification of an employee’s selection for random urine drug testing and the actual presentation
for specimen collection.

Random donor selection dates will be unannounced and occur with regular frequency. Some
employees may be tested more than once each year while others may not be tested at all, depending
on the random selection.

If an employee is unavailable to produce a specimen (i.e., vacation, sick day, out of town, work-
related causes, etc.) on the date random testing occurs, the Town may omit that employee from
random testing or await the employee’s return to work.

Random Testing — Comnmercial Driver’s License Holders
Positions requiring a commercial driver’s license (“CDL”) are considered safety sensitive
positions and will be tested in a separate pool pursuant to federal requirements. Random testing
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shall be unannounced. Every employee in the CDL random testing pool has an equal chance of
being chosen for testing every time a random selection is drawn. It is the policy of the Town to
annually perform random tests for drugs on at least fifty percent (50%) of the total number of
drivers required to possess or obtain a commercial driver’s license (CDL).

A minimum of fifteen (15) minutes and a maximum of two (2) hours will be allowed between
notification of an employee’s selection for random urine drug testing and the actual presentation
for specimen collection.

Random donor selection dates will be unannounced and occur with regular frequency. Some
employees may be tested more than once each year while others may not be tested at all, depending
on the random selection.

If an employee is unavailable to produce a specimen (i.e., vacation, sick day, out of town, work-
related causes, etc.) on the date random testing occurs, the Town may omit that employee from
random testing or await the employee’s return to work.

Return-to-Duty and Follow-Up

Any employee of the Town who has violated the prohibited drug conduct standards must subinit
to a return-to-duty test, as provided in the return-to-work agreement. Follow-up tests, also referred
to as post rehabilitation testing, will be unannounced, and provided in the return-to-work
agreement. Follow-up testing may be extended for up to six (6) months following return to duty
for safety-sensitive positions.

The employee will be required to pay for his or her return-to-duty and follow-up tests accordingly.
Testing will also be performed on employees in safety-sensitive positions returning from leave or
special assignment in excess of four (4) months. In this situation, the employee will not be required
to pay for the testing,.

1. PROHIBITED DRUGS

The substances for which testing is commonly performed are those that the National Institute for
Drug Abuse (NIDA) designated as “illegal” drugs for purposes of the Federal Drug Testing
programs. All drug results will be reported to the MRO. If verified by the MRO, they will be
reported to the ITuman Resource Director, who will report the findings to the Operations Manager
and the Town Administrator. The following is a list of drugs for which tests will be routinely
conducted:

1. Amphetamines

2. Marijuana (cannabinoids)
3. Cocaine (benzoylecgonine)
4. Opiates {codeine, morphine, heroin)

PCP (phencyclidine)

Lh

6. 6-Acetylmorphine (heroin)
7. MDMA (ecstasy)
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The Town may test for additional substances listed under the Tennessee Drug Control Act of 1989
(as amended).

2. COLLECTION PROCEDURES

Testing will be accomplished as non-intrusively as possible. Affected employees, except in cases
of random testing, will be taken by a supervisor or designated personnel of the Town to a drug test
collection facility selected by the Town where a urine sample will be taken from the employee in
private.

The urine sample will be immediately sealed by personnel overseeing the specimen collection after
first being examined by these personnel for signs of alteration, adulteration, or substitution. The
sample will be placed in a secure mailing container. The employee will be asked to complete the
chain-of-custody form to accompany the sample to a laboratory selected by the Town to perform
the analysis on collected urine samples. The chain-of-custody form is required in order to prove
that a sample that tested positive for drugs or alcohol is actually the sammple from the employee
who is being tested.

3. DRUG TESTING LABORATORY STANDARDS AND PROCEDURES
The Department of Health and Human Services (DHHS)/Substance Abuse and Mental Health
Services Administration (SAMHSA) has established standardized procedures and cutoff levels
that are followed by several federal agencies, DOT and various private and governmental
regulations. All collected urine samples will be sent to an authorized laboratory that is certified
and monitored by the federal Department of Health and Human Services (DHHS).

The Omnibus Act requires that drug testing procedures include split specimen procedures. Each
urine specimen is subdivided into two bottles labeled as a “primary” and a “split” specimen. Both
bottles are sent to a laboratory. Only the primary specimen is opened and used for the urinalysis.
The split specimen bottle remains sealed and is stored at the laboratory. If the analysis of the
primary specimen confirms the presence of drugs, the employee has 72 hours to request sending
the split specimen to another federal Department of Health and Human Services (DHHS) certified
laboratory for analysis. The employee will be required to pay for his or her split specimen test(s).
For the employee’s protection, the results of the analysis will be confidential except for the testing
laboratory. After the MRO has determined a positive test result, the employee will be notified and
the MRO will notify the Human Resource Director.

4. REPORTING AND REVIEWING
The Town will designate an MRO to receive, report, and file testing information transmitted by
the laboratory. This person shall be a licensed physician with knowledge of substance abuse
disorders.

1. The laboratory shall report test results only to the designated MRO, who will review

them in accordance with accepted guidelines and the procedures adopted by the
Town.
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2. Reports from the laboratory to the MRO shall be in writing or by fax. The MRO
may talk with the employee by telephone upon exchange of acceptable
identification.

3. The testing laboratory, collection site personnel, and MRO shall maintain security
over the testing data and limit access to such mformation to the following: the
Human Resource Director, Operations Manager, or the Town Administrator, and
the employee.

4. Neither the Town, the laboratory, nor the MRO shall disclose any drug test results
to any other person except under written authorization from the affected employee,
unless such results are necessary in the process of resolution of accident (incident)
investigations, requested by court order, or required to be released to parties (i.e.,
DOT, the Tennessee Department of Labor, etc.,) having legitimate right-to-know
as determined by the Town attorney.

ALCOHOL TESTING
An applicant or employee must carry and present a valid government issued photo ID to the
appropriate personnel during testing. Failure to present photo identification is equivalent to
refusing to take the test.

TYPES OF TESTS

Post —Accident/Post Incident Testing
All employees are subject to post-accident alcohol testing.

Following any workplace accident/incident determined by supervisory personnel of the Town to
have resulted in property or environmental damage or in personal injury, including but not limited
to a fatality or human injury requiring medical treatment, each employee whose performance either
contributed to the accident (incident) or cannot be discounted as a contributing factor to the
accident (incident) and who is reasonably suspected of possible alcohol use as determined during
a routine post-accident (post-incident) investigation or who receives a citation for a moving
violating arising from the accident will be required to take a post-accident (post-incident) alcohol
test.

Post-accident/post-incident testing shall be carried out within two hours following the accident
(incident) under the following circumstances.

Following all workplace accidents/incidents where alcohol testing is to be performed, unless
otherwise specified by the Department Head or Human Resource Director, affected employees
who are ambulatory will be taken by a supervisor or designated personnel of the Town to the
designated breath alcohol test site for a breath alcohol test within two hours following the accident.
In the event of an accident/incident occurring after regular work hours, the employee(s) will be
taken to the Town’s approved testing site within (2) two hours, No employee shall consume
alcohol prior to completing the post-accident (post-incident) testing procedures.
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No employee shall delay his/her appearance at the designated collection site(s) for post-accident
(post-incident) testing. Any unreasonable delay in appearing for alcohol testing shall be
considered a refusal to cooperate with the substance abuse program of the Town and shall result
in disciplinary action.

An affected employee who is seriously injured, non-ambulatory, and/or under professional medical
care following a significant accident/incident shall consent to the obtaining of specimens for
alcohol testing by qualified, licensed attending medical personnel and consent to specimen testing.
Consent shall also be given for the attending medical personnel and/or medical facility, (including
hospitals), to release to the MRO of the Town appropriate and necessary information or records
that would indicate only whether or not specified prohibited alcohol, (and what amount), was
found in the employee’s system. Consent shall be granted by each employee at the implementation
date of the substance abuse policy of the Town, or upon hiring following the implementation date.

Post-accident/post-incident breath alcohol testing may be impossible for unconscious, seriously
injured, or hospitalized employees. If this is the case, certified or licensed attending medical
personnel shall take and have analyzed appropriate specimens to determine if alcohol was present
in the employee’s system. Only an accepted method for collecting specimens will be used. Any
failure to do post-accident/post-incident testing within two hours must be fully documented by the
attending medical personnel.

Testing Based on Reasonable Suspicion
An alcohol test is required for each employee where there is reasonable suspicion to believe the
employee is using or is under the influence of alcohol.

The decision to test for reasonable suspicion must be based on a reasonable and articulate belief
that the employee is using or has used alcohol. This belief should be based on recent physical,
behavioral, or performance indicators of possible alcohol use. One supervisor who has received
alcohol detection training that complies with DOT regulations must make the decision to test and
must observe the employee’s suspicious behavior.

Supervisory personnel of the Town making a determination to subject any employee to alcohol
testing based on reasonable suspicion shall document their specific reasons and observations in
writing to the Human Resource Director immediately before the decision to test.

Random Testing — Safety Sensitive Positions

Only employees of the Town holding safety sensitive positions are subject to random alcohol
testing. “Safety sensitive positions” include police officers, firefighters, positions requiring a
commercial driver’s license, public works positions involving the operation of heavy construction
equipment, water/wastewater plant operators, all positions involving the construction and
maintenance of electrical lines, teachers and other positions having responsibility for the safety
and care of children. While positions requiring a commercial driver’s license are considered
safety sensitive positions, CDL holders will be tested in a separate pool pursuant to federal
requirements at set forth in a separate section of this policy.
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A minimum of fifteen (15) minutes and a maximum of two (2) hours will be allowed between
notification of an employee’s selection for random alcohol testing and the actual presentation for
testing.

Random test dates will be unannounced with regular frequency. Some employees may be tested
more than once each year while others may not be tested at all, depending on the random selection.
If an employee is unavailable to produce a specimen (i.e., vacation, sick day, out of town, work-
related causes, etc.) on the date random testing occurs, the Town may omit that employee from
random testing or await the employee’s return to work.

Random Testing — Commercial Driver’s License Holders

Positions requiring a commercial driver’s license are considered safety sensitive positions and will
be tested in a separate pool pursuant to federal requirements. It is the policy of the Town to
annually random test for alcohol at least ten percent (10%) of the total number of drivers required
to possess or obtain a commercial driver’s license (CDL).

A minimum of fifteen (15) minutes and a maximum of two (2) hours will be allowed between
notification of an employee’s selection for random alcohol testing and the actual presentation for
testing.

Random test dates will be unannounced with regular frequency. Some employees may be tested
more than once each year while others may not be tested at all, depending on the random selection.
If an employee is unavailable to produce a specimen (i.e., vacation, sick day, out of town, work-
related causes, etc.) on the date random testing occurs, the Town may omit that employee from
random testing or await the employee’s return to work.

Return-to-Duty and Follow-Up

Any employee of the Town who has violated the prohibited alcohol conduct standards must submit
to a return-to-duty test, as provided in the return-to-work agreement. Follow-up tests, also referred
to as post rehabilitation testing, will be unannounced, and provided in the return-to-work
agreement. Follow-up testmg may be extended for up to six (6) months following return to duty
for safety-sensitive positions.

The employee may be required to pay for his or her return-to-duty and follow-up tests accordingly.
Testing will also be performed on any employee returning from leave or special assignment in
excess of six (6) months. In this situation, the employee will not be required to pay for the testing.

2. ALCOHOI, TESTING PROCEDURES
All breath alcohol testing conducted for the Town will be performed using evidential breath testing
(EBT) equipment and personnel approved by the National Highway Traffic Safety Administration
(NHTSA). The Department of Public Safety cannot perform the breath alcohol testing, unless it
is a part of their accident investigation in which criminal charges may be forthcoming.
Alcohol testing is to be performed by a qualified technician as follows:

1. Step One: An initial breath alcohol test will be performed using a breath alcohol

analysis device approved by the National Highway Traffic Safety Administration
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(NHTSA). If the measured result is less than 0.02 percent breath alcohol level
(BAL), the test will be considered negative. If the result is greater or equal to 0.04
BAL, the result will be recorded and witnessed, and the test shall proceed to Step
Two.

2. Step Two: Fifteen minutes will be allowed to pass following the completion of
Step One above. Before the confirmation test or Step Two is administered for each
employee, the breath alcohol technician shall insure that the evidential breath
testing device registers 0.00 on an air blank. If the reading is greater than 0.00, the
breath alcohol technician will conduct one more air blank. If the reading is greater
than 0.00, testing shall not proceed using that instrument. However, testing may
proceed on another instrument. Then Step One will be repeated using a new
mouthpiece and either the same or equivalent but different breath analysis device.

The breath alcohol level detected in Step T'wo shall be recorded and witnessed.
If the lower of the breath alcohol measurements in Step One and Step Two is 0.04 percent or
greater, the employee shall be considered to have failed the breath alcohol test.

Any breath alcohol level found between 0.02 percent BAL and 0.04 percent BAL shall result in
the employee’s removal from duty without pay for a minimum of 24 hours. In this situation, the
employee must be retested by breath analysis and found to have a BAL of up to 0.02 percent before
returning to duty with the Town.

All breath alcohol test results shall be recorded by the technician and shall be witnessed by the
tested employee and by a supervisory employee of the Town when possible.
The completed breath alcohol test form shall be submitted to the Director of Human Resources.

OPPORTUNITY TO CONTEST OR EXPLAIN TEST RESULTS

Employees and job applicants who have a positive confirmed drug or alcohol test result may
explain or, after requesting the testing of the split specimen, contest the result to the medical review
officer withm five (5) working days after receiving written notification of the test result from the
medical review officer.

As provided in Tennessee Code Annotated § 50-9-116, the medical review officer shall only
consider prescriptions issued within six (6) months prior to a positive confirmed drug result for
purposes of determining a valid prescription and immunity from actions required by this policy
following a positive confirmed drug result.

If an employee’s or job applicant’s explanation or challenge is unsatisfactory to the medical review
officer, the medical review officer shall report a positive test result back to the city. An employee
may contest the drug test result pursuant to rules adopted by the Drug Free Workplace Program of
the Tennessee Bureau of Workers” Compensation.
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EDUCATION AND TRAINING

All Newly Hired Employees

The Town will sponsor a drug-free awareness program for all newly hired employees consisting
of 60 minutes of training. Existing employees who have undergone such training at least once
previously must, at minimum, acknowledge annually in writing the existence of the Town’s drug-
free workplace policy.

Supervisory Personnel Who Will Determine Reasonable Suspicion Testing

In addition to the training for all employees, supervisory personnel who will determine whether an
employee must be tested based on reasonable suspicion and all persons who supervise CDL drivers
subject to these regulations will be trained to include at the minimum two 60-minute periods of
training on the specific, contemporaneous, physical, behavioral, and performance indicators of
both probable drug use and alcohol use. One 60-minute period will be for drugs, and one 60-minute
period will be for alcohol.

Distribution of Information
~ The minimal distribution of information for all employees will include the display and distribution
of:

1. informational material on the effects of drug and alcohol abuse;

2. an existing community services hotline number, available drug counseling,
rehabilitation, and employee assistance programs for employee assistance;

3. the Town’s policy regarding the use of prohibited drugs and/or alcohol; and

4. the penalties that may be imposed upon employees for drug abuse violations
occurring in the workplace

CONSEQUENCES OF A CONFIRMED POSITIVE DRUG AND OR ALCOHOL TEST
RESULT AND/OR VERIFIED POSTIVE DRUG AND/OR ALCOHOL TEST RESULT
One of the goals of the Town’s drug-free workplace program is to encourage employees to
voluntarily seek help with alcohol and/or drug problems. If, however, an employee violates the
policy, the consequences may result in disciplinary action up to and including termination of
employment. Job applicants will be denied employment with the Town if their initial positive pre-
employment drug test results have been confirmed and/or verified.

If a current employee’s positive drug and alcohol test result has been confirmed, the employee is
subject to immediate removal from any safety-sensitive function and shall be subject to
disciplinary action, up to and including termination. The Town reserves the right to allow
employees to participate in an education and/or treatment program approved by the Town’s
Employee Assistance Program as an alternative to or in addition to disciplinary action. If such a
program is offered and accepted by the employee, then the employee must satisfactorily participate
in and complete the program.

No disciplinary action may be taken pursuant to this drug policy against employees who
voluntarily identify themselves as drug users, obtain counseling and rehabilitation through the
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Town’s Employee Assistance Program or other program sanctioned by the Town, agree to and
successfully complete the terms of a return-to-work agreement, and thereafter refrains from
violating the Town’s policy on drug and alcohol abuse. However, voluntary identification will not
prevent removal from safety-sensitive functions or disciplinary action for the violation of the
Town’s drug and alcohol testing policies and regulations, nor will it relieve the employee of any
requirements for return to duty testing.

Refusing to submit to an alcohol or drug test means that an employee: (1) fails to provide adequate
breath for testing without a valid medical explanation after he/she has received notice of the
requirement for breath testing in accordance with the provisions of this part; (2) fails to provide
adequate urine for drug testing without a valid medical explanation after he or she has received
notice of the requirement for urine testing in accordance with the provisions of this part; (3)
engages in conduct that clearly obstructs the testing process; or (4) any other action specified in
this policy as a refusal to submit. In either case the physician or breath alcohol technician shall
provide a written statement to the Town indicating a refusal to test.

RETURN-TO-WORK AGREEMENT

Following a violation of the drug-free workplace policy, an employee may be offered an
opportunity to participate in rehabilitation. In such cases, the employee must sign and abide by
the terms set forth in a return-to-work agreement as a condition of continued employment,

A return-to-work agreement (RTWA) is a written document that sets forth the expectations that
the Town has for completing rehabilitation, return-to-work testing, and follow-up post-
rehabilitation testing. RTWA may also include completion of return-to-duty recommendations
from the substance abuse professional. RTWA also sets forth the consequences if the expectations
are not met.

This agreement will be used if an employee has violated the drug-free workplace policy and has
been provided the opportunity to participate in rehabilitation as a condition of continued or re-
employment, or voluntarily identifies as a drug user, obtains counseling and rehabilitation through
the Town’s Employee Assistance Program or other program sanctioned by the Town.

If an employee has the capacity to consent to such agreement prior to entering rehabilitation, an
agreement shall be executed prior to the employee entering rehabilitation.  If the employee does
not have the capacity to consent to such agreement prior to entering rehabilitation, an agreeinent
shall be executed prior to the employee returning to work.

YOLUNTARY DISCLOSURE OF DRUG AND/OR ALCOHOL USE

In the event that an employee of the Town is dependent upon or an abuser of drugs and/or alcohol
and sincerely wishes to seek professional medical care, that employee should voluntarily discuss
his/her problem with the respective Department Head in private, who shall refer the employee to
the Human Resource Director,

Such voluntary desire for help with a substance abuse problem may be honored by the Town. If
substance abuse treatment is required, the employee will be removed from service pending
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completion of the treatment. Voluntary disclosure must occur before an employee is notified of
or otherwise becomes subject to a pending drug and/or alcohol test.

Affected employees of the Town are entitled to up to thirty (30} consecutive calendar days for
initial substance abuse treatment as follows:

1. The employee must use all sick time, comp. time, and/or vacation time available.
Any leave for substance abuse treatment shall run concurrently with any applicable
Family Medical Leave.

2. In the event accumulated vacation, sick, and compensatory time is insufficient to
provide the medically prescribed and needed treatment up to a maximum of thirty
(30) consecutive calendar days, the employee will be provided unpaid leave for the
difference between the amount of accumulated leave and the number of days
prescribed and needed for treatment up to the maximum 30-day treatment period.

Prior to any return-to-duty consideration of an employee following voluntary substance abuse
treatment, the employee shall obtain a return-to-duty recommendation from the substance abuse
professional (SAP) monitoring the employee’s treatment. The SAP may suggest conditions of
reinstatement of the employee that may include after-care and return-to-duty and/or follow-up drug
and alcohol testing requirements. The Operations Manager and the Human Resource Director of
the Town will consider each case individually and set forth final conditions of reinstatement to

duty.

These conditions of reinstatement must be met by the employee. Failure of the employee to
complete treatment or follow after-care conditions, or subsequent failure of any drug or alcohol
test under this policy will result in disciplinary action up to, and including, dismissal.
These provisions apply to voluntary disclosure of a substance abuse problem by an employee of
the Town. Voluntary disclosure provisions do not apply to applicants. Employees testing positive
during drug and/or alcohol testing under this policy are subject to disciplinary action.

EXCEPTIONS

This policy does not apply to lawful possession, use or provision of alcohol and/or drugs by
employees in the context of authorized work assignments (i.e., undercover police enforcement,
intoxilyzer demonstrations). In all cases, it is the individual employee’s responsibility to ensure
that job performance is not adversely affected by the lawful possession, use, or provision of alcohol
and/or drugs.

EMPLOYEE CONFIDENTIALITY/PROTECTION
The information received by the Town through the drug-free workplace program will be
maintained as confidential to the extent authorized by law.
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EMPLOYEE ACKNOWLEDGEMENT FORM

As an applicant or an employee, | have carefully read the Town’s drug and alcohol testing policy.
I have received a copy of the Town’s drug and alcoho! testing policies. 1 understand its
requirements and agree without reservation to follow this policy. As an applicant, [ am aware that
my offer of employment is conditional upon the results of a drug and/or alcohol test.

As an employee, I am aware that I may be required to undergo drug and/or alcohol tests, and that

I will be informed prior to the drug and/or alcohol test. I may be subject to immediate dismissal
if I refuse to take the test.

Name of applicant or employee

Signature of applicant/employee

Social Security Number

Name of Witness

Signature of Witness

Date
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X1. MISCELLANEOUS POLICIES

A. ARREST OF TOWN EMPLOYEE

Whenever a Town Employee is arrested, indicted or otherwise charged with a crime, the
employee shall immediately notify his/her immediate supervisor by telephone, in person
or cause such notification to be made by a responsible person. The supervisor shall notify
the Operations Manager of the arrest. Upon being arrested, indicted or otherwise charged
with a crime, the employee shall fumnish the following information to the Town
Administrator:

a. Time and date of arrest or charge.

b. Place of occurrence.

c. Present location of employee or place where he will be available for interview.

d. Specific charges against the employee

e. Date and location of court appearance(s)

f. Temporary or final disposition
While the employee's case is pending, the employee shall keep the Town Administrator
informed of the status of the case, all court dates, final disposition of the case, whether an
appeal has been taken and the final disposition of any appeal. In any case, pending final

disposition of the matter, the employee shall report at least once every 30 days to the Town
Administrator.

B. DISCLOSURE OF DRUG CONVICTIONS

The Town of Jonesborough will comply with all Federal and State requirements as they relate
to requiring a drug-free workplace. Accordingly, the Town of Jonesborough will notify
appropriate State and Federal agencies of an employee's drug conviction(s) as required by law
or contract.
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XII. MISCELEANEOUS POLICIES - SEXUAL HARASSMENT

A. Sexual Harassment — General Policy

It is the policy of the Town of Jonesborough to comply with Title VIT of the Civil Rights
Act, and to uphold a system of personnel management that ensures high standards of
honesty, integrity, impartiality, and conduct. Sexual harassment is misconduct that
compromises these standards. It weakens the employment relationship, reduces morale,
and jeopardizes productivity. It may also undermine the principals of merit by rewarding
or penalizing an employee on the basis of conduct that is not related to job performance.

1.

General - Jonesborough will not tolerate the sexual harassment of any employee
and will take immediate positive steps to eliminate harassment when it occurs. Any
Town employee that feels he or she is being sexually harassed by a Town official,
an employee, or by the actions of a non-employee is encouraged and expected to
immediately contact a supervisor, Department Head, Operations Manager, Human
Resource Director, the Town Administrator, or a member of the Board of Mayor
and Aldermen to communicate a complaint.

Definition - Sexual harassment is an unlawful employment practice and absolutely
prohibited by the Town of Jonesborough. Sexual harassment is unwelcome sexual
advances, requests for sexual favors and other verbal or physical conduct of a
sexual nature in the form of pinching, unwelcomed touching, grabbing, patting,
propositioning; making either explicit or implied job threats or promises in return
for submission to sexual favors; making inappropriate sex-oriented comments on
appearance; telling embarrassing sex-oriented stories; displaying sexually explicit
or pornographic material no matter how it is displayed; or sexual assault; when,
promulgated on the job by elected officials, supervisors, fellow employees, or non-
employees; when any of the foregoing unwelcome conduct affects employment
decisions or makes the job environment hostile, distracting and unreasonable, or
interferes with work performance. In addition, any employee who uses implicit or
explicit coercive sexual behavior to control, influence, or otherwise affect the
career, salary, or job of another individual is engaging in sexual harassment.

Sexual harassment is a form of unlawful sex discrimination when one or more of
the following conditions exists:

a. Submission to unwelcome conduct, typically a conduct of a sexual nature,
is an implicit or explicit term or condition of employment,

b. Submission to or rejection of the unwelcomed conduct is the basis for an
employment decision or treatment,

¢. The conduct has the purpose or effect of unreasonably interfering with the
work performance of an employee, or
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d. The conduct creates an intimidating, hostile, or offensive work
enviromment.

3. Filing a Complaint — Employees who believe that they are victims of sexual harassment
may file a complaint.

Employees also have the right to circumvent the employee chain-of-command in
selecting which person to whom they want to communicate a complaint of sexual
harassment. Complaints may be made orally or in writing to one or more of the followmg
persons with whom the employee feels most comfortable:

The employee’s immediate supervisor
The employee’s Department Head
The Operations Manager

The Human Resource Director

Town Administrator

The Mayor or an Alderman

e Ao TR

The Town employee or Town official initially receiving the complaint of sexual
harassment shall immediately notify the Town Administrator and the Operations
Manager, and the Town Administrator shall provide all information available to the
Town Attorney.

Regardless of which person the employee communicates with initially regarding a
complaint of sexual harassment, if after any initial verbal communication has taken place
the employee desires fo pursue the complaint, the employee will be expected to provide
the following information in writing before the investigation of the alleged sexual
harassment is initiated, and the employee may ask for assistance in preparing the written
complaint:

a. The name of the person or persons allegedly committing the sexual
harassment including their title or position if working for the Town, or home
or business location of a non-employee.

b. The specific nature of the sexual harassment, date(s) in which the alleged
harassment occurred, how long it has gone on, and any employment action
that may have been involved including but not limited to demotion, failure
to promote, dismissal, refusal to hire, transfer, or any threats made against
the employee as a result of the harassment.

c. Listing of any witnesses to the harassment, (if any).

d. Whether the employee has previously reported the harassment, and, if so,
when and to whom.
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e. Any names or circumstances in which another Town employee has
experienced similar sexual harassment.

f. Signature of the employee, and date of the complaint filing.

4. Investigating Sexual Harassment Complaints - The Chief of Police is the person normally
designated by the Board of Mayor and Aldermen to be the investigator of complaints of
sexual harassment against employees. However, the Town Administrator may choose
an alternate investigator, including some qualified person outside the employment of the
town 1if the Administrator determines it is in the Town’s best interest to obtain outside
assistance. In the event the sexual harassment complaint is filed against the Police Chief
or a member of the Police Department, the investigation may be carried out by the
Operations Manager, the Town Administrator, or a designee appointed by the Town
Administrator. The Town Administrator or the Operations Manager will appoint a
female designee to act as an investigator for complaints filed by employees that
specifically request a female investigator.

The written complaint filed by the employee alleging sexual harassment shall be
immediately provided to the Chief of Police or the person designated to investigate the
complaint. The written complaint must be made available immediately to the Operations
Manager, Town Administrator and Town Attorney. The Police Chief or designated
investigator shall keep a written record of the investigation including any notes on verbal
responses made to the investigator by the person complaining of harassment, witnesses
interviewed, conversations with the person against whom the complaint has been made,
and any other information or notes taken by the investigator from other persons in
connection with the investigation,

5. Action on Investigation Report - Unless the complaint of sexual harassment is against
the Operations Manager or the Town Administrator, upon receipt of a report of the
investigation of a complaint of sexual harassment, the Operations Manager shall
immediately review the report with the Town Administrator. If the Operations Manager
determines that the report is not complete in some respect, he or she may undertake an
additional investigation or may direct the Chief of Police or designated investigator to
collect additional information.

Based on the findings collected, the Operations Manager, within a reasonable period of
time will make a determination whether the conduct of the person(s) against whom the
complaint has been made constitutes sexual harassment. In making the determination,
the Operations Manager shall look at the record as a whole and in the totality of the
circumstances including the nature of the conduct in question, the context in which the
alleged conduct occurred, and the conduct of the person filing the complaint. The
determination of whether sexual harassment occurred will be made on a case-by-case
basis.

If the Operations Manager determines that the complaint of harassment is founded, he or
she shall take immediate and appropriate disciplinary action(s) consistent with the

91



authority delegated to the Operations Manager by the Board of Mayor and Aldermen.
Disciplinary action inay include any possible alternatives up to and including termination
subject to the procedures outlined in Section VIII Standard of Conduct. Any disciplinary
action taken by the Operations Manager will be subject to appeal through the procedures
outlined in Section IX.ID of the Town’s Personnel Policy. A written record of any final
disciplinary action will be kept in the employee’s personnel file.

All reasonable steps possible will be taken by the Operations Manager and Town
Administrator to prevent an employee found guilty of sexual harassment from retaliating
against the person filing the complaint, or any witnesses connected with the investigation.
Any retaliation by an employee involvement 1n a sexual harassment complaint 1s subject
to adverse disciplinary action.

In cases in which a complaint of sexual harassment is inade against the Operations
Manager, the Town Admimstrator shall be responsible for the investigation review and
any subsequent disciplinary action. In such circumstances, the Town Administrator’s
determinations and actions will be final. If the complaint of sexual harassment is against
the Town Administrator, the investigation report review and subsequent determinations
will be undertaken by the mayor.

In the cases in which the sexual harassment of the Town employee 1s allegedly committed
in the work place by a non-employee, the Town Administrator shall direct whatever
lawful action against the non-employee is possible and necessary to bring the sexual
harassment to an immediate end.
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XIMI. MISCELLANEOUS POLICIES - FAMILY LEAVE POLICY

A. PURPOSE

To define the policy and procedure of the Town of Jonesborough with regard to family
leave required by the Family and Medical Leave Act of 1993 (FMLA).

B. POLICY

Employees who have worked for the Town of Jonesborough for at least twelve (12) months
and at least 1,250 hours during the prior twelve (12) months may take up to twelve (12)
weeks of unpaid leave (FMLA leave) for the following reasons:

1. Birth and/or care of a child of the employee;

2. Placement of a child into the employee's family by adoption or by a foster care
arrangement;

3. Care of the employee's spouse, child or parent who has a serious health condition;
or

4. Inability of the employee to perform the function'’s of the employee’s position due
to a serious health condition.

Any FMLA leave taken by an employee during the preceding twelve (12) month period
will be used to determine the amount of available leave pursuant to the Family and Medical
Leave Act. For example, if an employee used four weeks of leave beginning February 1,
1994, four weeks of leave beginning June 1, 1994 and four weeks of leave beginning
December 1, 1994, the employee would not be entitled to any additional leave until
February 1, 1995. On February 1, 1995, the employee would be entitled to four weeks of
leave and on June 1, the employee would be entitled to an additional four weeks, etc.

The right to family leave for the birth and/or placement of a child into an employee's family
may only be taken within the twelve (12) months after the date of the birth or placement of
the child, In the case of unpaid leave for the birth or placement of a child, intermittent
leave or working a reduced number of hours is not permitted, unless both the employee
and the Town agree. If both spouses are employed by the Town, the combined leave shall
not exceed twelve (12) weeks, This policy is not intended to supersede the State of
Tennessee Maternity Leave Act.
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For purposes of this policy, a serious health condition means an illness, injury, impairment
or physical or mental condition that involves:

1. Any period of incapacity or treatment in connection with or consequent to inpatient
care in a hospital, hospice or residential medical care facility,

2. Any period or incapacity requiring absence from work or other regular daily
activities for more than three (3) calendar days that also involves continuous
treatment by or under the supervision of a health care provider, or

3. Continuous treatment by or under the supervision of a health care provider for a
chronic long-term health condition that is incurable or so serious that if not related
would result in a period of incapacity of more than three (3) calendar days; or

4. Prenatal care.

In the case of unpaid leave for serious health conditions, the leave may be taken
intermittently or on a reduced hours basis only if such leave is medically necessary . Where
an employee requests intermittent leave or leave on a reduced hours basis due to a family
member's or the employee's own serious health condition, the Town has the option, in its
sole discretion, to require the employee to transfer to a temporary alternative job for which
the employee is qualified and which better accommodates the intermittent leave or reduced
hours leave than the employee's regular job. The temporary position will have equivalent
pay and benefits as the employee's regular job.

Employees are required to use their available vacation time during the twelve (12) week
family leave period and available sick days will be used when family leave is taken because
of serious health conditions. NOTE: That portion of the family leave of absence which is
vacation time and/or sick days will be with pay according to the town policies regarding
vacation time and sick days. The employee will be notified immediately in writing that the
vacation time and sick days will be counted towards the twelve (12) weeks of family leave.
If written notice 1s not given to the employee by the date of expiration of the leave, the
leave will not be counted towards the employee's available twelve (12) weeks of family
leave.

When the necessity of leave is foreseeable due to the expected birth or placement of a child
the employee must provide the Town at lease thirty (30) days notice of the employee's
intention to take leave. If the date of birth or placement of a child requires the employee's
leave to begin in less than thirty (30) days from the date of notice to the Town the employee
must provide such notice as soon as practical. Where the necessity for leave is due to a
family member's or an employee's own serious health condition and is foreseeable based
on planned medical treatment, the employee must:

1. Give at least thirty (30) days notice, or as soon as practical if treatment starts in less
than thirty (30) days; and
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2. Make a reasonable effort to schedule the treatment so as not to unduly disrupt the
operation of the Town, subject to the approval of the health care provider.

Where the need for leave is unforeseeable, the employee must give notice as soon as
practical. Any leave request based on a family member's or employee's own serious health
condition must be supported by certification from a health care provider. The employee
must provide a copy of the certification to the Town in a timely manner. (Fifteen calendar
days will be allowed to provide the certification.) Certification from the health care
provider must contain:

1. The date the serious health condition began,
2. The possible duration of the condition;
3. The appropriate medical facts regarding the condition;

4. Ifthe leave is based on the care of a spouse, child or parent, a statement that the
employee is needed to provide the care and an estimate of the amount of time that
need will continue;

5. Tfthe leave is based on the employee's own serious health condition, a statement
that the employee is unable to perform the functions of his/her job; and

6. In the case of intermittent leave or leave on a reduced hours basis for planned
medical treatment, the date the treatment is expected to be given and the duration
of the freatment.

During family leaves of absence, the Town will continue to pay its portion of the health
insurance premiums and the employee must continue to pay his fair share of the premium.
Failure of the employee to pay his/her share of the health insurance premium may result in
loss of coverage. If the employee does not return to work after the duration of the leave,
the employee will be required to reimburse the Town for payment of health insurance
premiums during the family leave, unless the employee does not return because of the
presence of a serious health condition which prevents the employee from performing
his/her job or circumstances beyond the control of the employee.

During leave, the employee shall not accrue employment benefits, such as vacation pay,
sick pay, pension, etc. Employment benefits accrued by the employee up to the day on
which the family leave of absence begins will not be lost.

The Town may require an employee on FMLA leave to report periodically on his/her status
and the intention of the employee to return to work and also periodic rectification of the
medical condition. An employee taking leave due to the employee's serious health
condition is required to obtain certification that the employee is able to resume work Prior
to the return from any FMLA leave.
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Employees who return to work from family leave of absence within or on the business day
following the expiration of the twelve (12) weeks are entitled to return to their job or an
equivalent position without loss of benefits or pay.

C. PROCEDURE

Applications for family leave of absence must be submitted in writing and signed by the
employee's immediate supervisor and department head. Applications should be submitted
at least thirty (30) days before the leave is to commence or as soon as possible if thirty (30)
days notice is not possible, Appropriate forms must be submitted to the Human Resource
Director’s office to initiate a family leave and to return the employee to active status.

Each employee taking leave which meets the requirements for FMLA leave will be
provided the ""Response to Your Request for Leave" form.
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XIV. MISCELLANEOUS POLICES - EMPLOYEE SAFETY

A. GENERAL

The Town of Jonesborough recognizes its responsibility in providing job safety and health
protection through the promotion of safe and healthful working conditions. Jonesborough
strives to provide employment conditions that are free from recognized hazards that are
causmg or are likely to cause death, serious injury or harm. In addition, Town employees
are expected to pay serious attention to the Safety Policy adopted by the Board of Mayor
and Aldermen and to safety related activities in general. Employees that violate safety
policies are subject to disciplinary action up to and including termination.

B. OCCUPATIONAL SAFETY AND HEALTH ACT (OSHA)

Jonesborough and its employees will comnply with occupational safety and health standards
issued under the Occupational Safety and Health Act by the Department of Labor and the
State of Tennessee.

C. SAFETY COMMITTEE

The Mayor shall appoint a Safety Committee made up of Town employees and anyone else
deemed necessary by the Mayor for the purpose of providing oversight and employee
education on issues related to employee safety and health.

The Safety Committee shall:

1. Review accidents, routine procedures, employee conduct, etc., to determine ways
to enhance employee safety and prevent injury,

2. Develop on-going educational and training activities that enhance employee
awareness and concern about safety related issues,

3. Evaluate the Town's operational procedures for compliance with State and Federal
OSHA regulations, and

4, Assist in the development of a Jonesborough Safety Policy to be reviewed and
adopted by the Board of Mayor and Aldermen.

The Safety Committee shall consist of:

Operations Manager, who shall serve as Chairman.
Safety Officer.

Fire Chief.

Town Administrator, or his/her designee.
Employee at large.

el N
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Safety Officer — Upon recommendation by the Town Administrator, the Board of Mayor
and Alderman shall appoint a Safety Officer who shall perform the following duties:

1. Oversee departmental efforts in safety training and awareness;

2. Evaluate employee and departmental compliance with Federal Safety Standards
and the Town's Safety Policy; and

3. Initiate disciplinary action against employees who are in violation of the Town's
Safety Policy.

4. Administer the Town’s Occupational Safety and Health Program Plan and ensure the
ordinance remains updated and in compliance with OSHA standards.

D. HAZARDOUS CHEMICALS

In a effort to prevent injury and enhance the safety, health and welfare of Town employees,
all departments that work with chemicals that are designated as hazardous will provide the
following:

1. A Material Safety Data Sheet (MSDS) on each hazardous chemical used that
outlines work-related measures that employees may use to protect themselves from
the hazardous including:

a. Appropriate work practices,

b. Emergency procedures,

c. General safety instructions on the handling, clean-up, and disposal of
hazardous chemicals used by a Town Department, and

d. A description of the use of protective equipment needed or recommended
when handling the chemical.

2. On-going training to any Town employee that comes in contact with a hazardous
chemical in the proper use and handling of said chemical.

E. EMPLOYEE RIGHT-TO-KNOW

All employees that have exposure to hazardous chemicals or hazardous working conditions
are encouraged to request information and training at anytime they feel unsure of the proper
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procedures involving a hazardous chemical or operation. Supervisors are instructed to
immediately respond to questions or expressions of concern from employees involving
employee safety.

F. EMPLOYEE COMPLAINTS

Employees should initiate a formal complaint if they experience one of the following;:
1. A lack of information about a hazardous situation, have already brought the concern
to the attention of their supervisor, and the supervisor provides what the employee

feels is an inadequate response to the concerns expressed,

2. A fellow employee that ignores required safety procedures and thus places the
Town or other employees at risk or in a dangerous situation, or

3. A concern about a potential danger to health and safety that is not addressed by
Town policy or departmental procedures that the employee feels should be
addressed.

Employees are encouraged to file formal complaints related to health and safety issues if
other communications about their concerns have generated no response or an inadequate
response. Employees should file complaints within thirty (30) days of an alleged violation
of safety procedures or regulations. Employees may:

1. Initiate a complaint through the Grievance Procedure outlined in Section IX.,

2. Communicate directly with the Town Administrator about their concern,

3. Communicate with the Mayor or an Alderman, or

4. File a complaint with the Department of Labor in Kingsport.
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XV. FIT FOR DUTY

A. FIT FOR DUTY: POST-OFFER/PRE-PLACEMENT

Post-offer/Pre-placement examinations are successful tools utilized to create a safer
working environment for employees. With the advent of sports technology applied to the
industrial and public safety worker, comprehensive stress tests monitor heart and
musculoskeletal function to detect disease processes, wear and tear syndromes, and many
other problems that lead to injuries and disability. Computerized testing and stress
evaluations by licensed professionals in a medical setting typically cost more than one
thousand dollars. The Town of Jonesborough is willing to pay for such services to help
their employees remain safe in the workplace and to reduce costs associated with injuries.
Training provided during the examinations increases body awareness during work
activities to prevent cumulative trauma and to successfully reduce injuries. Furthermore,
employee turnover and operating expenses are reduced by maintaining properly qualified
personnel in each position.

As a result, the Town of Jonesborough is implementing the WORKSTEPS evaluation
program for prospective. This program has been in effect since 1986, has one of the largest
normative databases in the United States, and has proven its success by creating safety in
the work place. Recognizing that every job and every employee is different, the tests are
utilized to determine whether or not the employee can safely perform job duties.

When necessary to enable an otherwise qualified applicant with a “disability” to participate
in testing, the Town will provide reasonable accommodations provided such
accommodations do not cause an undue hardship. Applicants, who believe they need an
accommodation to participate in the testing program, must request such accommodations.
To minimize or avoid delays in testing, the Town asks applicants to advise the Town of the
need for any accommodation as soon as possible after you have received a conditional offer
of employment.

B. PREPLACEMENT POLICY

All persons applying for employment in the following positions will be required to
successfully complete a functional employment test:

= Firefighter

= Public Safety Officer

= Public Works Worker

=  Sanitation Worker

=  Waste Water Construction Worker
»  Water Distribution Worker

= Park Maintenance Workers

»  (Custodial Staff
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The following is the process to be followed:

1. Applicants should report to the Town Administrator’s Office to complete the
necessary application fortns.

2. Applicants will be mterviewed by a committee of one or more persons appointed
by the mayor, if the applicant to be interviewed is applying for a Department Head
and/or Director’s position. Not all applicants will necessarily be interviewed.

3. The Town Administrator will offer employment to those candidates approved by
the Board of Mayor and Alderman as deemed the most qualified and suitable
candidate for the position sought. The offers of employment will be contingent
upon the successful completion of a physical and functional employment test.
Applicants for safety sensitive positions, public safety positions, or DOT positions
must successfully complete a post-offer drug sereen. Public Safety Officers will
further be required to complete a psychological examination and both Public Safety
Officers and Firefighters will be required to successfully complete a pulmonary
function test.

4. Upon receiving conditional offers of employment, applicants will be given written
position descriptions and additional written mformation regarding the post-
offer/pre-placement test.  After carefully reviewing this information and/or
consulting with their personal physicians, applicants must complete a release
authorizing the Town of Jonesborough and WORKSTEPS to conduct the post-offer
functional employment tests. Requests for accommodation should be noted on the
release. Depending on the nature of the accommodation sought, further discussions
and/or medical documentation may be needed to identify an appropriate
accommodation. Testing will be delayed until the interactive process aimed at
identifying appropriate and necessary reasonable accommodation is completed.

5. Once the Town of Jonesborough receives a fully completed release and any
requests for reasonable accommodation are resolved, the Town of Jonesborough
will schedule applicants for the post-offer/pre-placement test.

6. Upon reporting to the licensed WORKSTEPS testing facility, applicants will be
examined by a licensed occupational or physical therapist and their staff. Upon
completion of the evaluation, the applicant will be determined to be capable or
incapable of performing the physical requirements of their position.

7. Applicants will be provided a copy of the WORKSTEPS evaluation. Applicants
that are deemed capable of performing the physical requirements of their position
that score average or above on all components of the evaluation and have
successfully completed any other pre-employment evaluation, shall be given a
“Start to Work Date” by the Human Resource Director or the Town Administrator.

101



8. Applicants that are determined through the WORKSTEPS evaluation to be capable
to undertake the duties of their position, but have one or more components of the
evaluation in which they have received a marginal or poor rating will be given a
“Start to Work Date” subject to signing an agreement to participate in a program
directed by a physical therapist or other such qualified personnel to bring the areas
of weakness up to an average level or to such point that is determined to be
obtainable if reasonable accommodation has been determined to be appropriate and
a level of average is not reasonably obtainable. New employees agreeing to improve
their physical condition in those areas determined to be marginal or poor in the
WORKSTEPS physical evaluation will be given the six-month orientation period
to improve their condition. The employee’s effort to improve will be one of the
factors considered in the end of orientation-evaluation that determines whether the
employee meets job performance expectations and continues in their employment.

9. The Town of Jonesborough will notify applicants who fail to successfully complete
the post-offer/pre-placement test. Because the Town of Jonesborough seeks to
make employment decisions based on the best available objective medical
evidence, applicants who fail tests should provide the Town with any additional
information they believe the Town should consider before withdrawing its
conditional offer of employment.

10. Absent receipt of additional information that persuades the Town that an applicant
can safely and successfully perform the essential functions of the position sought,
the Town will not place applicants who fail to successfully complete the post-
offer/pre-placement test.

C. ADDITIONAL POINTS

The cost of the post-offer/pre-placement employment test procedures is paid by the Town
of Jonesborough. Medical information collected in connection with such tests will be
maintained in confidential files in accordance with requirements of the Americans with
Disabilities Act (ADA) and the information collected will not be used for any purpose
inconsistent with the ADA.

The Town of Jonesborough is an equal opportunity employer and does not discriminate
against individuals on the basis of race, color, religion, gender, national origin, sex, age,
disability, or any other basis protected by federal, state, or local law.

Nothing in this policy is intended to be, and should not be construed as, a contract for any
particular term or condition of employment. Unless otherwise set forth in a written
agreement signed by the applicant/employee and the Town of Jonesborough, individuals
are employed “at will.” This means that the Town of Jonesborough and the
applicant/employee could terminate the employment relationship at any time, with or
without cause or notice; however, any termination of employment will follow the personnel
policy adopted and in effect by the Board of Mayor and Alderman at the time of such
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termination. If you believe you are employed on something other than an “at will” basis,
you should advise the Town Administrator of such belief in writing. Failure to do so will
be deemed by the Town as a further indication that you and the Town agree that the
employment relationship is “at will.”

D. POST-EMPLOYMENT FIT FOR DUTY POLICY

Post employment tests may be conducted as part of the employee’s participation in a
voluntary wellness program; to determine an employee’s fitness for duty; or in response to
an employee’s request for reasonable accommodation.

E. VOLUNTARY TESTING

All persons employed by the Town of Jonesborough in the positions listed below are
eligible to participate in voluntary testing once a year. Employees are not required to
participate in such testing. Employees who elect not to participate will not be penalized
for failing to participate. The employees eligible to participate are as follows:

Firefighter

Public Safety Officer

Public Works Worker

Sanitation Worker

Waste Water Construction Worker
Water Distribution Worker

Park Maintenance Worker
Custodian

e R

F. FITNESS FOR DUTY TESTING

Fit for duty testing may also be required on an as needed basis should an employee
demonstrate difficulty in performing any essential function of their position or there is
some other reasonable basis for believing that an individual’s ability to perform essential
job functions is limited or impaired by a medical condition.

G. RESPONSE TO REQUESTS FOR REASONABLE ACCOMMODATION

Post employment testing may also be required when an employee requests a reasonable
accommodation for a medical condition that is not known or obvious.

The cost of all post employment test procedures is paid by the Town of Jonesborough.

Medical information collected in connection with such tests will be maintained in
confidential files in accordance with requirements of the Americans with Disabilities Act
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(ADA) and the information collected will not be used for any purpose inconsistent with the
ADA.

When necessary to enable an otherwise qualified applicant with a “disability” to participate
in testing, the Town of Jonesborough will provide reasonable accommodations provided
such accommodations do not cause an undue hardship. Applicants, who believe they need
an accommodation to participate in the testing program, must request such
accommodations. To minimize or avoid delays in testing, the Town requests applicants to
advise the Town of the need for any accommodation as soon as possible after you have
received a conditional offer of employment.

H. FIT FOR DUTY: POST-INJURY TESTING

It is the policy of the Town of Jonesborough, that any employee of the Town who has a
non-work or work related injury or illness that reasonably may effect the ability to perform
their usual job, will be required to undergo WORKSTEPS Fit For Duty Employment
testing as soon as their condition is stable and/or at the professional discretion of the
physician or licensed therapist performing such testing. The physician or therapist
performing the test is an independent contractor and is not owned or operated by
WORKSTEPS.

Fit For Duty testing is authorized by federal law under the Americans with Disabilities Act
(ADA) as referenced in the Technical Assistance Manual under sections VI-13 and 14
which states:

Under the ADA, medical information or medical examinations may be required when an
employee suffers an injury on the job. Such an examination or inquiry may also be required
when an employee wishes to return to work after an injury or illness, if it is job-related and
consistent with business necessity:

1. To determine if the individual meets the ADA definition of “individual with a
disability,” if an accommodation has been requested,;

2. To determine if the person can perform essential functions of the job currently held,
(or held before the injury or illness), with or without reasonable accommodation,
and without posing a “direct threat” to health or safety that cannot be reduced or
eliminated by reasonable accommodation; and/or

3. To identify an effective accommodation that would enable the person to perform
essential job functions in the current (previous) job, or in a vacant job for which the
person is qualified with or without accommodation.

WORKSTEPS Post Injury Fit For Duty Employment Testing must be accomplished within

five (5) working days from the date of release to work in any capacity by a physician or
notification via mail or personal contact by the Town. “Fit For Duty” information will be
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kept in a confidential file separate from personnel records. Failure to return to work as
scheduled via the physician’s release may result in immediate termination and failure to
perform WORKSTEPS Fit For Duty Employment testing within five (5) working days of
notification may result in termination of employment with the Town.

I. FIT FORDUTY: RETURN TO WORK AFTER AN ILINESS OR INJURY

It is the policy of the Town of Jonesborough, that the Town reserves the right to fill light
or modified duty positions, if any are available, with temporarily injured or ill employees
until they are reasonably able to transition to their previous position or transfer to a
permanent position with the Town that does not exceed their capabilities within the time
periods described below.

Any employee who has a stable non-work related injury or illness will be required to return
to work full duty within 120 days post injury or be subject to termination unless significant
progress has been documented by the attending physician, by the transitional work
program, or by the physician or therapist performing WORKSTEPS Fit For Duty
Employment testing no more than every thirty (30) days as status changes after the injury
or illness. Employees who continue to show significant progress up to 120 days, but still
cannot perform “full duty,” may have a thirty (30) day extension to this policy as
determined by the attending physician, by the transitional work program, or by the
physician or therapist performing WORKSTEPS Fit For Duty Employment testing.
Furthermore, employees who have reached maximum medical improvement (MMI) as
determined by their physician and have not demonstrated adequate capability to perform
the essential functions of the job held prior to the injury or illness with or without
reasonable accommodation will be terminated unless there are vacant permanent positions
the employee is qualified for outside of light, modified duty that does not exceed their
physical capabilities. Federal District Court has held that a “return to work program does
not violate the Americans With Disabilities Act (ADA) when it permits the employer to
place on a medical layoff injured employees who reach MML.” Tt is the policy of the Town
of Jonesborough that modified or light duty positions will be made available, when at all
possible, for recently injured employees needing transitional return to work.

J. CONFIDENTIALITY NOTICE

The medical information collected during Fit For Duty examinations or received regarding
functional tests and MMI determinations will be kept in a separate file from the personnel
file of the employee who has suffered the injury or illness.
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K. FIT FOR DUTY: POST OFFER EMPLOYMENT TESTING FOR PREGNANT
APPLICANTS

It is the policy of the Town of Jonesborough that any applicant who completes the
application and interview process and is subsequently hired, will submit to an employment
physical to determine if the applicant can perform the essential functions of the job with or
without a reasonable accommodation. Thus, the applicant will be hired contingent upon
successfully completing the employment test. If the applicant is pregnant or suspects that
she could be pregnant and has verbally designated that she can perform the essential
functions of the job in question, the employment test must still be completed. However,
medical clearance from the attending physician must be given prior to initiating the
physical testing process. In order to receive such a release, it is imperative that the
attending physician is clearly informed of all aspects of medical and job specific testing
and give authorization via a signature to the test facility. Once clearance by the physician
is received, the test must be performed in its authorized entirety and the applicant must
pass the essential strength requirements for the position in question, in order for the offer
of employment to remain in force. If the test is not completed or the essential function
requirements are not met, the offer of employment will be withdrawn.
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XVI. MISCELLANEOUS POLICY

A. COMPUTER POLICY

GENERAL POLICY: Tt is the policy of the Town of Jonesborough to provide computer
hardware and software to designated employees in order to improve productivity and enhance the
provision of Town services.

All employees are charged with the security and integrity of the computer system. Employees are
asked to help maintain the files and hardware that comprise the system, and keep the system safe
from harm. By utilizing any part of the Town’s computer system, you are showing your
compliance and understanding of this policy. Only autherized Town personnel may use computers
owned by the Town.

This policy is subject to change with approval of the Board of Mayor and Alderman. Department
Heads will communicate any changes to this policy to their respective employees; however, it is
the responsibility of the employee to inform himself/herself of changes to this policy.

SCOPE: The Town’s computer network is comprised of, but not limited to, the networks,
computers, hardware, software, laptops, personal digital assistants, and servers owned by the
Town. Any device attached to, or communicating with any device contained within the Town’s
network is subject to the terms of this policy.

LIABILITY: Individuals granted access to the systems is held liable for improper dissemination
of sensitive data, even after termination of employment. The employee may be subject to criminal
and/or civil penalties.

OWNERSHIP OF WORK: E-mail, computer, internet, and voice mail systems are the property
of the Town. Anything created, loaded, or accessed on these systems becomes the property of the
Town. Employees have no expectation to privacy rights to the content of e-mail messages or data
files, and supervisory staff has the right to review, monitor, audit, intercept, copy, download, and
disclose any communications or files created or maintained by the Town, without prior notice.

AUTHORIZED USE: The ultimate goal and purpose of the Town computer network is to
facilitate meeting the needs of the involved departments pursuant to federal, state, and local
statutes, and departmental objectives. The devices and software are for the exclusive use of
achieving these objectives. The Town acknowledges that these systems may be accessed for
personal use; however, excessive or habitual use of the Town’s network or computers for non-
employment purposes may result in discipline and/or a monetary charge.
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AUTHORIZED ACCESS: Employees will be given explicit access to programs, files, or
resources needed to perform their assigned duties. Attempted access to programs, files, or
resources to which the employee has not been given permission to utilize will subject the employee
to disciplinary action.

PROGRAMS: Only authorized and licensed programs may be installed and used on computers
or servers attached to the Town’s network. With the intent to be fully compliant with federal
copyright laws, no material which violates copyright may be installed, stored, or used on
computers or servers owned by or attached to the Town’s network. This material includes, but is
not limited to, unlicensed software, digital music, and/or digital videos.

WEBSITE: The Town will maintain a website that will serve to keep the general public informed
of upcoming events, tourism information, and general information about the Town’s
operation. The Town Administrator shall assign a Department Head to be responsible for all
maintenance of the website, to include updates. Employees wishing to add information to the
website must coordinate this with the website admmistrator.

E-MAIL: Every employee utilizing the Town network will be assigned an e-mail address. This
account is to be used for all official correspondence. E-mail services provided by outside internet
service providers or free internet-based services such as Hotmail, Yahoo, or Gmail are allowed for
official purposes. This address can be used from any workstation in the Town, or externally. This
e-mail account will be deleted upon the termination of the employee.

All employees shall adhere to the following guidelines for e-mail access:

¢ The employee shall not allow anyone to access his/her account.

e The employee will not utilize his/her assigned account for personal purposes.

e The employee will not engage in non-business related mass-mailing or spamming.

The employee’s e-mail is subject to inspection and monitoring by Department Heads.

The e-mail account is subject to virus and spam filtration.

The e-mail account is subject to storage limitations.

E-mail accounts are subject to activity archiving and logging.

¢ E-mail accounts that are inactive for a period of three months or greater are subject to
deletion.

E-mails containmg offensive or inappropriate content are prohibited. Although an employee may
have no control over the content of e-mails received, they do exercise control over the e-mail once
they receive it. If an e-mail containing inappropriate or offensive material is received, the
employee shall immediately delete it. The sender should be contacted by you and advised not to
send any future e-mails containing this nature of content. If an employee sends or forwards an e-
mail containing offensive or inappropriate material, that employee is subject to immediate
disciplinary action.
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INTERNET: Every computer attached to the Town’s network has access to the internet. All
authorized employees are able to access the internet from these computers given that the following
guidelines are adhered to:

e No employee will be allowed to knowingly access sites which contain pornography, hate,
or anti-povernment organizations, or any site which could have adverse affects on the
moral or public reputation of the employee or the Town. The only exception is when the
Department of Public Safety is in the official act of investigating or researching an assigned
case which involves the above elements.

= No employee will download, install, or access subversive files or programs. This includes,
but is not limited to, viruses, Trojan horses, Spy ware, or Ad ware.

e No employee will attempt to access another computer system without permission, such as
“hacking or cracking.”

o All internet activity will be recorded on the server.

s Internet access for users or computers is subject to revocation by the decision of
Department Heads or Town Administration.

» Internet access to specified sites or class of sites, or types of media is subject to filtration
by the decision of Department Heads or Town Administration.

¢ Internet access is granted to employees based solely on business need.

» Instant messaging is prohibited for any use other than work related activities.

e Streaming video and audio is expressly forbidden for any use other than work related
activities.

LOGON AND PASSWORD: Every employee with computer access will be assigned a
network logon which will be deactivated upon termination of employment. The employee is
to use their logon whenever possible to access their e-mail and files. The employee is
responsible for all activity on Town computers under his/her logon identification. Employees
shall not disclose their password at any time to anyone. An exceptton to this would be to a
Department Head or to IT personnel when working on or repairing a computer.

NETWORK STORAGE: Every employee will be allowed to store files on the network. In
order to safeguard and protect data and/or work files, these files should be stored on the
network and not on the local “C” drive of any workstation. Employees shall not attempt to
access unauthorized data, Employees shall not destroy, damage, or deface files in the common
storage areas.

UNAUTHORIZED ACCESS: Any unauthorized access to another employee’s logon or files
is strictly prohibited. Employees who utilize software applications under another employee’s
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logon identity or access individual file(s) without permission will be subject to disciplinary
action.

RESOURCE UTILIZATION: No employee will utilize network resources, such as internet,
e-mail, storage, printers, etc., in a manner which creates an undue strain on the capacity of the
system.

REMOTE ACCESS: Department Heads and Administrative staff may be granted remote
access accounts. This will allow the employee access to their work station from remote
locations. The employee should be mindful that this policy applies during all remote access
sessions.

STATUS CHANGE: [t shall be the responsibility of the Department Head to notify the
Executive Assistant at Town Hall of an employee status change so that the employee’s status
can be reflected in their assigned logon. These status changes include, but are not limited to,
new hires, terminations, transfer, and/or reassignment.

DATA DISPOSAL: Devices containing sensitive data are to be completely deleted and
overwritten, or destroyed before leaving the control of trusted users.

WORKSTATION RETIRE: All computers that are replaced will have their hard drives
completely erased and overwritten to ensure no data leakage. Computers from sensitive
environments will have their hard drives erased, overwritten, and destroyed.

BACKUP POLICY: The Town of Jonesborough will contract with a computer network
company to monitor the Town’s network backup. Backups of all servers are kept no more than
two weeks. All data stored on network drives is backed up. Individual workstations are not
included in the backup cycle.

DISCIPLINARY ACTION: Employees violating any provision of this policy are subject to
disciplinary action in accordance with the Town’s personnel policy.
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XVIL. MISCELLANEOUS POLICY

B. CELLULAR TELEPHONE POLICY

GENERAL POLICY: It is the policy of the Town of Jonesborough to provide cellular
telephones, electronic paging devices, and other wireless personal communications devices to
designated employees in order to improve productivity and enhance the provision of Town
services. The use of these wireless communications devices by employees shall be subject to the
policies established herein.

Department Heads shall be issued cellular phones, electronic paging devices, other wireless
personal communications devices, and/or a combination thereof. Department Heads may acquire
cellular phones for employee use when the expense of the phones is justifiable in terms of
improved service and responsiveness to citizens or other employees. The Department Head is
responsible for that justification, both initially and ongoing. Cellular phones should be provided
only when they are required for the employee to perform essential functions of his/her job. Simple
convenience is not a justification.

Town ordinances and policies require that employees use their time, Town equipment, tools, and
supplies for Town business. Incidental and infrequent personal use of cellular phones is
permissible, but special attention should be taken in the case of cellular phones.

BUSINESS CALLS: A business call is any call directly related to the operation of the Town of
Jonesborough. These calls may be defined as incoming or outgoing calls, text messages, or emails
that will assist the employee in providing services to the citizens of Jonesborough during the
normal course of business.

PERSONAL CALLS: A personal call is one not related to the Town’s service to the public. Calls
made to arrange, prepare, or accommodate an extension of or change in work hours, a change in
work schedule, or in work circumstances which will result in unanticipated changes in an
employee’s personal schedule are not considered personal calls,

It is preferable that Town cellular phones not be used for personal business, but in the event an
employee elects to make or receive a personal call on a Town phone, such personal calls shall be
kept to a minimum, for short duration, and should be made on the employee’s own time. Town
cellular phones shall not be used after hours, unless that employee is in an on-call status, such as
a Department Head, or on-call work crew.

REIMBURSEMENT: When the statement arrives, Departinent Heads shall review the employee
cellular phone bill with the employee. If a Departinent Head determines abuse of this policy, the
employee shall reimburse the Town for the personal calls. In addition, if personal calls are a direct
result of that Department being over their pooled minutes, the employee shall be required to
reimburse the Town any overage charges. The Town reserves the right to require the employee to
reimburse the Town for any personal calls at the billed rate. The rate charged to the employee
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shall reflect the Town’s current rate plan and is subject to change. Reimbursing the Town for
personal cell phone calls will not relieve the employee of any possible disciplinary action.

PERSONAL PHONES: An employee may carry a personal cellular phone while at work;
however, the employee should make or answer personal calls only during breaks or meal
periods. Friends and families should be made aware of this policy. The Town will not be
responsible for the loss or damage of personal cellular telephones brought into the
workplace. Employees are not authorized to use personal cellular telephones in place of Town
provided equipment.

If an employee’s use of a personal cellular telephone causes disruptions or loss in productivity, the
employee may be subject to disciplinary action. In addition to disciplinary action, the employee
may be banned from having a personal cellular phone in his/her work area. Department Heads
have the right to request that the employee provide personal cellular telephone bills and usage
reports for calls made during working hours if they have reason to believe that work-hour usage is
excessive.

SAFETY: Employees are prohibited from utilizing a cellular telephone while operating a Town
owned vehicle, equipment and/or machinery and shall be in compliance at all times with Tennessee
Code Annotated 55-8-199, which prohibits an operator of a motor vehicle from physically holding
or supporting, with any part of the person’s body, a wireless telecommunications device

Employees are prohibited from text messaging, surfing the internet, receiving or responding to
email, or checking their phone for messages while operating a Town-owned vehicle. This shall
include the Town-owned or personal cellular phone.

PROHIBITED USE: Employees are prohibited from utilizing the Town cellular phone for the
purpose of dialing any 900 numbers, or any other number that is inappropriate, or charges a fee
for usage minutes. The use of text-messaging, instant-messaging, and/or video messaging for
personal use is prohibited. Employees needing directory assistance should notify Town Hall staff
or dispatch to request assistance in locating a phone number.

RING TONES: Employees shall be mindful of the disruption a cellular telephone can cause
during meetings, public gatherings, etc. Employees should place their cellular phones, (Town or
personal), on vibrate whenever possible prior to entering a meeting, court proceeding, public
gathering, or any other event attended by a group of people.

DISCIPLINARY ACTION: Employees violating any provision of this policy are subject to
disciplinary action in accordance with the Town’s personnel policy.
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XVIIL DISCRIMINATION PROHIBITED

A. DISCRIMINATION PROHIBITED - TITLE VI AND TITLE V11

The Town of Jonesborough and its employees adhere to the requirements of Title VI and Title VII
of the Civil Rights Act of 1964 and any amendments. The Town and its employees shall provide
services, programs, aid and benefits from Town activities, events and programs without regard to
race, color, national origin, age, sex, disability, or religion, or other protected class identified in
Title VII. In addition, the Town and its employees shall allow no person to be excluded from
contracts, purchases, consideration for employment, or from providing services or goods to the
Town based on race, color, religion, sex or national origin.

The Town of Jonesborough prohibits any action intended to limit, segregate or classify employees
or applicants for employment in any way which would deprive or tend to deprive any individual
of employment opportunities or otherwise adversely affect his or her status as an employee because
of such individual’s race, color, religion, age, sex, or national origin.

Work place harassment is prohibited which is discrimination based on race, color, religion, sex —
including gender identity and pregnancy, national origin, age disability, genetic information,
sexual orientation or parental status.

Any employee who feels they have been discriminated against by another employee based on race,
color, national origin, age, sex, disability or other protected class identified in Title VII of the Civil
Rights Act may file a complaint based on the Grievance Procedures outlined in Section IX of the
Jonesborough Personnel Policy. The employee filing a discrimination complaint may skip anyone
in the “Chain of Command” if a supervisor is the person against whom the complaint is filed. If
the complaint is filed alleging discrimination against an employee other than the complainant’s
direct supervisor, then the Formal Grievance Procedure should be used.

Employees that discriminate against anyone on the basis of race, color, sex, age, religion, disability

or national origin or other protected class identified in Title VII in the carrying out of their duties
for the Town of Jonesborough are subject to adverse action including termination.
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B. DISCRIMINATION PROHIBITED - ADA

GENERAL

Section 504 of the Rehabilitation Act of 1973 provides that: No otherwise qualified individual
with handicaps in the United States...solely by reason of his’her handicap, be excluded from the
participation in, be denied the benefits of, or be subjected to discrimination under any program or
activity receiving federal financial assistance.

Title II of the Americans with Disabilities Act, 1990 and the ADA Amendments Act provide that:
No otherwise qualified individual with a disability shall be discriminated against in regard to job
application procedures, the hiring, advancement, or discharge of employees, employee
compensation, job training and other terms, conditions, and privileges of employment.

The Town of Jonesborough, in accordance with Section 504 of the Rehabilitation Act of 1973 and
both Title I and Title II of the Americans With Disabilities Act of 1990 and the ADA Amendments
Act, will not discriminate against any qualified individuals with disabilities on the basis of
disability in carrying out the Town’s services, programs and activities. The Town will also make
reasonable accommodations for the known physical or mental limitations of a qualified applicant
for employment or an employee with a disability upon request unless the accommodation would
cause an undue hardship on the operation of the Town’s business. Assessments of whether an
applicant with a disability meets the selection criteria for employment will be made on an
individual basis. To the extent the selection criteria for employment has the effect of disqualifying
individuals because of disability, the criteria used for assessment will be clearly job related and
consistent with business necessity.

FILING A COMPLAINT

An employee who feels he or she has been discriminated against by another employee based on
handicap or disability, may file a complaint using the Grievance Procedure outlined in Section IX
of the Town’s Personnel Policy. The employee with an ADA discrimination complaint may skip
anyone in the “chain-of-command” if a supervisor is the person against whom the complaint is
filed. If the complaint is filed against someone other than the employee’s direct supervisor, the
Formal Grievance Procedure should be used.

A qualified individual with a disability who is an applicant for employment with the Town who

feels he or she has been discriminated against may file a complaint using the Town’s ADA
Complaint Form.
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XIX. AMENDMENTS TO THE PERSONNEL RULES

A. AMENDMENTS

Amendments or revisions of these rules may be recommended for adoption by the Board
of Mayor and Aldermen.

B. SEVERABILITY

Each section, subsection, paragraph, sentence, and clause of'this policy document is hereby
declared to be separable and severable. The invalidity of any section, subsection,
paragraph, sentence, or clause shall not affect the validity of any other portion of these
rules, and only any portion declared to be invalid by a court of competent jurisdiction shall
be deleted.

C. SPECIAL NOTE

These personnel policies are believed to be written within the framework of the charter of
the Town of Jonesborough but, in case of conflict, the charter takes precedence.

These personnel regulations are for information only. This 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 town charter. These personnel policies, rules, and
regulations shall be reviewed periodically. The employer reserves the right to change any
or all such policies, practices, and procedures in whole or in part at any time, with or
without notice to employees. Additionally, if the Town Administrator's position is vacant,
or if he is incapacitated for any reason, the Board of Mayor and Aldermen reserves the
right to designate or appoint, in its sole discretion, such other person(s) it deems necessary
to implement and/or enforce the policies contained in this personnel policy manual.
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