
4. Employees given permission by their supervisor to leave their job assignment for any

purpose besides city business during work hours must sign out when leaving and 

sign in upon returning to work;

5. An employee failing to properly sign/validate his/her time-record must have it

immediately approved, initialed, or verified by a supervisor or department head to

ensure payment for hours worked. Failure to properly record hours worked may

result in not being paid for those hours in question on the time-record. Continued

non-compliance may result in disciplinary action;

6. No non-supervisory employee shall mark on, or alter, another employee's time­

record. Employees that alter another employees' time-record shall be subject to 

disciplinary action; and 

7. Intentionally falsifying the information entered on a time record is a serious offense

and will result in disciplinary action. 

W. NEPOTISM

No member of immediate family can directly supervise members of his/her immediate family.

This does not preclude employment of immediate family members under other lines of

supervision within the department. 

In no event shall a supervisor show any favoritism to any immediate family member. Any 

supervisor that shows favoritism toward an immediate family member may be disciplined up to 

and including termination. Within the City of East Ridge no employees who are relatives shall be

placed within the same direct line of supervision whereby one ( 1) relative is responsible for

supervising the job performance or work activities of another relative; provided, that to the extent 

possible, the provisions of this chapter shall not be construed to prohibit two (2) or more such 

relatives from working within the same state governmental entity. If the City cannot reasonably

transfer one of the family members to another department, and the family members can't decide 

which one will leave voluntarily, the employee in the more junior position will be subject to 

discharge.

Present employees who were employed by the City of East Ridge prior to January 23, 2003 and 

were in violation of this section as of January 23, 2003 are exempt from this nepotism rule as it

pertains to the violation that existed as of January 23, 2003. These requirements apply also to 

those positions listed as exempt 

X. USE OF POSITION OR AUTHORITY

See Section XI - Code of Ethics

Y. PERSONAL RELATIONSHIPS

If a personal, romantic, or intimate relationship is established between two or more employees 

post-hire, it is the responsibility and obligation of the employees involved to disclose the existence 

of the relationship to the City Manager. VI/hen a conflict or potential conflict arises due to the 

relationship affecting employment, the City reserves the right to make any and all employment 

decisions in the best interest of the City. 
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Z. PERFORMANCE REVIEWS

Performance reviews may be conducted by the employee's immediate supervisor on a periodic 
basis. In addition to your formal review, your Department Head may also provide you feedback 
regarding your performance on a regular and on-going basis throughout the year. The purpose of
the performance review is to evaluate your job performance during the year, assess your job­

related strengths and weaknesses, and support changes in job status and/or salary level.

SECTION V - LEAVE POLICIES 

Temporary, seasonal, volunteer, and regular part time employees are not eligible for leave and 
benefits. 

Leave is a benefit to employees which can be altered and/or removed at any time by the City. 
The City's benefits and leave policies have been designed with the health and well-being of its 

employees in mind. While leave adds to the benefit and compensation package of employees, it 
also adds intangible quality of life benefits which helps attract and retain a desirable workforce. 

A. PAID HOLIDAYS

The following days are considered paid holidays for all regular full-time employees. These days 
will be taken without loss of vacation credit. Those employees who are required to work to 
maintain operations will receive holiday pay in addition to regular compensation for time worked. 

The paid holiday schedule is subject to change on an annual basis: 

Paid Holiday Schedule 
New Year's Day January 1 
Martin Luther Kina Dav Third Mondav in Januarv 
Good Friday Friday preceding Easter Sunday 
Memorial Dav Last Mondav in Mav 
lndeoendence Dav July 4 
Labor Dav First Mondav in Sectember 
Thanksgiving Day, Fourth Thursday in November 
Dav after Thanksgiving Frida}:'. after Thanksgivina 
Christmas Eve December24 
Christmas Dav December25 
Employee's Birthday Must be taken within the month of the 

employee's birthday or it is forfeited 

Weekend Holidays 

When a holiday falls on Saturday or Sunday, the proceeding Friday or the following Monday, will 
be observed as a holiday for City employees. The determination as to which day holidays are 
"observed" on in this type of scenario falls to the City Manager and will be made well in advance 
of the holiday and posted on the City's official calendar. In order to receive holiday-pay an 
employee must be a full-time employee and must not have been absent without prior approved 
leave either on the workday immediately before or after the holiday. If an employee is on prior-
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approved leave, they will receive pay for the holiday in lieu of vacation time, sick time, or paid 

leave. 

Regular Holiday Pay 

All regular, full-time employees shall be entitled to eight (8) hours pay at their regular straight time 

hourly rate for each full holiday. Holiday pay is not used in the calculation of hours worked for the 

purpose of calculating overtime. 

Any employee who is required/scheduled to work on a holiday for reasons of operating efficiency 

shall be paid for the holiday and for the hours worked. 

B. PAID LEAVE 

This section on paid leave applies only to employees hired before July 1, 2012 who opted 

to stay under the paid leave plan. Employees hired prior to 7/2012 were given a 1-time 

opportunity to opt out and change to the Vacation and Sick Plan as detailed below. 

Paid leave allows employees time off to use for vacation, personal business, and illness or injury. 
Paid leave shall be accrued each pay period in accordance with the following schedule: 

Years of service Hours earned per year Days earned per year 

Up to 11 years complete 182 22.75 

Up to 15 years complete 208 26 

Up to 20 years complete 234 29.25 

Over 20 years complete 260 32.5 

The above schedule and credits are for uninterrupted service computed from the most recent 
date of continuous employment Paid leave may be accumulated to a maximum of three hundred 
twenty (320) hours. Employees shall be compensated on an annual basis, al their anniversary of 
employment for all hours accumulated above three hundred twenty (320). Paid leave cannot be 
donated to another employee. 

Any full-time employee that works a permanently assigned pay period schedule of more than 
eighty (80) hours shall accrue paid leave at the same percentage increase as scheduled hours 
worked above eighty (80). Example: A one hundred six (106) hour average pay period would earn 
thirty-three percent (33 more than the normal schedule." 

C. VACATION LEAVE 

Employees hired after July 1, 2012 shall accrue vacation leave and earn sick time. 

1. All regular full-time employees hired on or after July 1, 2012, are eligible to accrue vacation 
leave. Employees will accrue vacation leave each pay period in accordance with the schedule
below.
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In order to account for accrued vacation leave, the City's payroll system will credit each 

employee, hired on or after July 1, 2012, with a proportion of the yearly hours of earned 

vacation leave on each payroll check commencing upon the respective employee's 

anniversary according to the table below. Additionally, the below schedule and credits are for 

uninterrupted service. 

Years of service Hours of vacation leave Days of vacation leave 

earned per year earned per year 

< 12 months BO 10 

12 months/1 year to 3 years 96 12 

After 36 months/3 years to 7 120 15 

years 

7 years to 11 years 144 18 

11 years to 15 years 176 22 

15 years to 20 years 200 25 

Over 20 years 224 28 

2. Vacation leave may be accumulated to a maximum of three hundred twenty (320) hours. Any
full-time employee that works a regularly assigned pay period. schedule of more than eighty
(BO) hours shall accrue vacation leave at the same percentage Increase as scheduled hours
worked above eighty (80). Employees hired on or after July 1, 2012 are not entitled to sell any
accumulated vacation leave in excess of 320 hours back to the City. Employees who 
accumulate vacation leave in excess of the 320-hour cap will have such excess hours
automatically rolled into their employee sick leave balance yearly on the deadline of March 31
of each respective year. 

3. Any employee hired before July 1, 2012 had a one-time voluntary opportunity to convert to the 
post July 1, 2012 leave plan and forfeit all rights to the previous plan. This opportunity expired 
on August 31, 2020, after which no employee can change leave plans. Once an employee 
changes leave plans, such employee cannot convert back to the other plan.

4. Vacation time will not accrue if an employee is on leave without pay or suspension without pay
for an entire month.

5. Vacation time cannot be donated to another employee.
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Service in the Tennessee National Guard, militia, or military reserves may be charged as vacation 

leave at the option of the employee. Employees electing to coincide vacation time with military 

leave shall receive full pay for the specified vacation leave above and beyond as provided for by 

Tennessee law. 

D. SICK LEA VE

1. Sick Leave- Only employees hired on or after July 1, 2012 and employees that elected to
convert to the City's vacation leave plan are eligible to earn sick leave; 

2. Sick leave shall accrue at the rate of eight (8) hours per month for any full-time employee 
that works a regularly scheduled shift of 40 hours per week. Any full-time employee that
works a regularly assigned pay period schedule of more than eighty (80) hours shall earn
sick leave at the same percentage increase as scheduled hours worked above eighty
(80). There shall be no cap on the amount of sick leave earned. At the lime of 
retirement, any sick leave balance will only be counted as service lime for purposes of 
calculating retirement benefils under the Tennessee Consolidated Retirement System
('TCRS"), or whatever retirement benefits plan is in operation at that time as utlllzed by
the City;

3, Sick leave shall not be considered a right which an employee may use at the employee's 
discretion, but rather, is a privilege. Sick leave is intended as an insurance policy against 
the threat to an employee's income posed by a serious illness or accident. Sick leave is a 
benefit to be used for legitimate sick leave purposes. Sick leave is not an employee 
entitlement but a benefit that is employer-owned. Sick leave has no cash value for the 
employee; 

4. Sick leave may not be taken until it is earned. Employees may not borrow against future
sick leave or transfer earned sick leave to another employee. An employee, upon 
exhausting all accrued sick leave, may use accrued vacation leave, or take leave without 
pay under qualifying circumstances; 

5. Sick leave cannot be donated to another employee;

6. The employee is required to notify his/her supervisor as soon as practical but no later than
the start of the workday. The employee should make every effort to reach the supervisor

directly to explain the reason for absence;

7. Employees who terminate from employment with the City will not be paid for any accrued, 

unused sick leave; 

8. Sick leave will not accrue if an employee is on leave without pay or suspension without 

pay.

Health Care Statement 

Absences requiring three (3) or more days of sick leave may require a healthcare statement. A 

healthcare statement should specify that the employee was ill and unable to work on the specific 

dates of absence being requested as sick leave. The department head should request aid from 

the HR Department when abuse of sick leave is suspected. The Human Resources Manager 
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shall have the right to request a healthcare provider's statement at any time. Whenever possible, 

an employee should provide a healthcare statement or other evidence of illness in writing prior to 

having it requested of them. 

Sick Leave Abuse Prevention 

Employees who abuse sick leave or deliberately make, or cause to make, false or misleading 

statements or claims regarding the necessity for sick leave shall be subject to disciplinary action 

up to and including termination. Patterns of absence may indicate possible abuse of sick leave. 

Patterns could include but are not limited to, frequent use, frequent sick leave in conjunction with 

days off, holidays or vacation leaves, using sick leave as soon as it is earned or taking sick leave 

when other accrued leave is denied. 

To prevent abuse of the sick leave privilege, department heads are required to satisfy themselves 

to the extent possible that the employee is genuinely ill before approving sick leave. An employee 

who is absent because of illness shall notify his/her supervisor or other appropriate person as 

soon as possible but at least prior to the start of the workday in which the employee will be 

absent Department heads may set more stringent reporting requirements if necessitated by the 

nature of the job. Failure to call in as required may result in the absence being charged to leave 

without pay, in addition to any disciplinary action that may be indicated. An advance written 

request for sick leave is required whenever possible. 

Each day deducted from an employee's sick leave accumulation shall be for a regular workday or 

part thereof and will not include holidays and scheduled days off. Employees who requested 

vacation leave may not change their designation to sick leave without proper healthcare provider 

documentation. Sick leave will not accrue if an employee is on leave without pay or suspension 

without pay for an entire month. 

If sick leave abuse is determined, management should take the appropriate steps to counsel 

employees to improve their compliance with the policy. All supervisors confirming an absence as 

sick leave, knowing the cause not to be justified, or failing to report the absence, shall be subject 

to the same disciplinary action as the employee. 

E. APPROVAL OF PAID LEAVE, VACATION LEAVE, AND SICK LEAVE

All requests for scheduling paid leave or vacation leave for other than illness must be submitted 

for approval to the immediate supervisor at least twenty-four (24) hours in advance. Approval of a 

request for leave must be given by the supervisor and shall take into consideration the 

requirements of maintaining adequate service in the department. 

1. Approval of unscheduled paid leave or vacation leave shall be granted for the following 

reasons, provided the employee shall have sufficient leave accumulated: 

a. Illness of a member of the employee's household that requires the employee's 

personal attention; 

I. Eligible employee household members are (definition for purposes of sick 

leave policy only): 
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spouse, parent or stepparent, children, stepchildren, legally adopted 

children, children taken in the home to raise under a properly executed 

court order and those blood relatives of the employee that are verifiably 

living in the home and dependent upon the employee for care, current 

mother-in-law, current father-in-law, current son-in-law, current daughter­

in-law. Proof of these relationships may be required. 

b. To keep a health care provider's appointment. 

2. Claims under false pretenses for unscheduled paid leave shall be cause for disciplinary 

action up to and including dismissal. In order to be granted approval for unscheduled paid leave 

an employee must meet the following conditions:

a. Notify the immediate supervisor prior to the beginning of the scheduled workday 

and the assigned work time;

b. Present, as required by the supervisor, a medical certificate signed by a licensed 

physician certifying that the employee has been incapacitated for work for the period of 

absence, the nature of the employee's illness or injury, and that the employee is again 

able to return to work and perform his or her duties; or, other sufficient information to

permit reasonable inquiry about such services. Such statement is normally required if the

absence is of three (3) consecutive days or longer but may be required at the discretion 

of the supervisor, with the approval of the City Manager, for less than three (3)

consecutive days.

3. Vacation Leave, Sick leave and/or Paid leave if available shall be used for any missed

work time regardless of other sources of income such as short-term disability, and

workers compensation. 

F. LEAVE WITHOUT PAY

After employees have exhausted their accrued paid leave, sick leave, and vacation leave, leave 

without pay may be granted at the discretion of the Human Resources Manager and/or City 

Manager. It may be granted as a reasonable accommodation to qualified individuals with a 

disability, serious employee health condition or injuries or the serious health conditions of a

member of the employee's immediate family; or for other lawful purposes.

Employees may also be placed on leave without pay if unable to perform his/her job or another 

job with or without a reasonable accommodation after all other forms of leave have been

exhausted. Should employees later be able to return to work, upon presentation of certification

by a healthcare provider they shall be given preference for employment in a position for which 

they are qualified, with the approval of the City Manager. 

G. FAMILY AND MEDICAL LEAVE ACT 
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The purpose of this policy is to provide a family and medical leave policy in compliance with 

Public Law 103-3, titled Family and Medical Leave Act (FMLA) of 1993. The policy also provides 

the changes to FMLA that come as part of the National Defense Authorization Acts as amended. 

Eligibility 

The Family and Medical leave policy is applicable to employees who have worked at least 12 

months for the city and who have worked at least 1,250 hours during the preceding 12-month 

period, and work for an employer with 50 or more employees within a 75 mile radius of the work 

site. Such employees are eligible for a maximum of 12-26 weeks leave under the act, depending 

upon eligibility circumstances. Special rules apply for husbands and wives employed by the same 

employer, for exempted key employees (top 10 percent of all wage earners, and who are paid on 

a salary basis), and for local educational agencies. Individuals who are not covered include 

elected officials, political appointees, volunteers, independent contractors, and legal advisors. 

FMLA Circumstances 

Employees may be eligible for Family and Medical Leave for one or more of the following 

reasons: 

1. For the birth and care of the newborn child of the employee 

2. For placement with the employee of a son or daughter for adoption or foster care

3. To care for an immediate family member with a serious health condition as defined by the 

FMLA 

4. Medical leave when the employee is unable to work because of a serious health 

condition 

5. To care for an immediate family member as defined under the FMLA who is injured while 

on active duty if that injury renders the service member unfit for military duty

6. To handle a "qualifying exigency" relating from an employee's spouse or child being 

called to active duty.

Paid / Unpaid Leave 

Leave under the Family Medical Leave Act (FMLA) may be paid or unpaid, If the employee has 

available paid leave/sick leave/vacation leave, that leave will run concurrently with FMLA. If the 

employee does not have paid leave/sick/vacation leave available, or he/she exhausts paid 

leave/sick leave/vacation leave, while out on FMLA, the remainder of the approved FMLA will be 

unpaid. Employees on unpaid leave will not accrue paid leave. 

Employees requesting FMLA must generally use their accumulated, sick leave, or vacation leave. 

The combination of paid leave, and unpaid leave may not exceed the total allowable leave under 

the FMLA. 

Guidelines 

An eligible employee may take up to 12 weeks of FMLA time in a 12-month period for the birth of 

a child or the placement of an adopted or foster care child. Leave may also be taken to care for 

one's self, a child, spouse, or parent who has a serious health condition. The right to take leave 

applies equally to male and female employees who are eligible. Eligible employees may take up 
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to 12 weeks of FMLA to deal with family issues resulting from a spouse, son, daughter, or parent 

being called to active duty (including being notified of an impending call to active duty). 

Eligible family members of military personnel defined as the spouse, son, daughter, parent or 

next of kin of a covered service member may take a maximum of 26 weeks leave under FMLA to 

care for a wounded member of the armed forces. This includes family members of the National 

Guard or Reserves who are undergoing medical treatment, recuperation, therapy, or other 

medical treatment for a "serious injury or illness". 

The "parent", as defined the Family and Medical Leave Act, need not be the employee's 

biological parent, provided that the individual 'stood in loco parentis' (acted as a parent), to the 

employee when the employee was a child. Benefits under FMLA are not extended to parent's "in­

law". 

FMLA defines the term "spouse" to mean a husband or wife as defined or recognized in the state 

where the individual was married and includes individuals in a same-sex marriage or common law 

marriage. "Spcuse" also includes a husband or wife in a marriage that was validly entered into 

outside of the United States if it could have been entered into in at least one state. No employer 

would be required to grant an eligible employee FMLA to care for an unmarried domestic partner. 

'Son or daughter" is defined in part as one who is under age eighteen ( 18) or as an adult who is 

incapable of self-care because of a mental or physical disability. Medical leave may be taken for a 

biological child, as well as foster children, adopted children, stepchildren, or legal wards such as 

a niece, nephew, or grandchild whom the employee is raising. 

Serious health condition means an illness, injury, impairment, or physical or mental condition that 

involves one of the following: 

1. Inpatient care in a hospital, hospice, or residential medical care facility, including any

period of incapacity or subsequent treatment.

2. A period of incapacity of more than three consecutive calendar days that also involves

treatment two or more times by a health care provider or treatment which results in a

regimen of continuing treatment under the supervision of the health care provider.

3. Any period of incapacity due to pregnancy or for prenatal care. 

4. A chronic condition that requires periodic treatments, continues over an extended period 

of time, and may cause episodic rather than a continuous period of incapacity. 

5. A period of incapacity which is permanent or long-term due to a condition for which

treatment may not be effective, requiring continuing supervision of a health care provider.

6. Multiple treatments either for restorative surgery after an accident or other injury, or for a

condition that would likely result in a period of incapacity of more than three calendar

days in the absence of medical intervention or treatments, such as cancer, severe 

arthritis or kidney disease. 

Serious lnfury or Illness for an Injured Service member is defined as a covered service member's 

injury or illness incurred in the line of duty on active duty in the Armed Forces that may render the 

service member medically unfit to perform the duties of the member's office, grade, rank, or 

rating. This could include medical treatment, recuperation, therapy, outpatient care and other 

treatments for a serious injury or illness. 

During periods of unpaid FMLA, an employee may not accrue any additional seniority or similar 

employment benefits during the leave period in months in which they work fewer than 15 days; or 
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any right, benefit, or position of employment other than any right, benefit, or position to which the 

employee would have been entitled had the employee not taken leave 

Spouse I Same Employer 

If spouses are employed by the same employer and eligible to take leave for the birth or adoption 

of a child, or care for a parent, their aggregate leave under FMLA is limited to 12 weeks. If the 

father takes four weeks leave to care for a child, the mother would be entitled to eight weeks 

leave, for a total of 12 weeks. If, however, the spouses experience their own serious health 

condition, both employees are entitled to the full 12 weeks. 

Right to Return to Work 

On return from FMLA, an employee is entitled to be returned to the same position the employee 

held when leave commenced, or to an equivalent position with equivalent benefits, pay, and other 

terms and conditions of employment. An employee is entitled to such reinstatement even if the 

employee has been replaced or his/her position has been restructured to accommodate the 

employee's absence. 

If the employee is unable to perform the essential functions of the position because of a physical 

or mental condition, including the continuation of a serious health condition, the employee has no 

right to restoration to another position under the FMLA. The City, however, may be required by 

the Americans with Disabilities Act (ADA) to offer the employee an accommodation (i.e. additional 

leave, light duty, job restructuring, etc.). 

Notice and Scheduling 

An eligible employee should provide the city at least 30 days advance notice of the need for leave 

for birth, adoption, or planned medical treatment when it is foreseeable. This 30-day advance 

notice is not required in cases of medical emergency or other unforeseen medical events. 

Parents who are awaiting the adoption of a child and are given little notice of the availability of the 

child may also be exempt from this 30-day notice. 

It is the City's responsibility to designate leave in writing as FMLA leave and to notify the 

employee. Employees may not retroactively claim that leave was for FMLA. Failure to provide 

notice of the need for FML may result in the leave not being designated as FMLA. 

The City will, if necessary, provide the notice of employee FMLA rights in alternate formats. 

Certification 

The City reserves the right to verify an employee's request for FMLA. If an employee requests 

leave because of a serious health condition or to care for a family member with a serious health 

condition, the City may require that the request be supported by certification from the health care 

provider of either the eligible employee or the family member, as appropriate. Failure to submit 

proper certification may result in a delay of FML approval. If the City has a reason to question the 

original certification, the City may, at the City's expense, require a second opinion from a different 

health care provider chosen by the City. The health care provider may not be employed by the 

City on a regular basis. If a resolution of the conflict cannot be obtained by a second opinion, a 

third opinion may be obtained from another provider and that opinion will be final and binding. 
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Payment for the second opinion shall be borne by the employee. Payment for the third shall be 

divided between the employee and the City. This certification must contain the date on which the 

serious health condition began; it's probable duration, and appropriate medical facts within the 

knowledge of the health care provider regarding the condition. The certification must also state 

the employee's need to care for the family member. Medical certifications will be treated as 

confidential and privileged information under HJPAA and the State's Public Records laws as 

appropriate. 

An employee may be required to report periodically to the City the status and the intention of the 

employee to return to work. Before return is granted, employees who have taken unpaid leave 

under this policy may be required to furnish the City with a medical certification from the 

employee's health care provider that the employee is able to resume work. 

Failure to provide certification in a timely manner may result in delay or denial of FMLA 

Intermittent Leave 

FMLA Leave may be taken intermittently when medically necessary as certified by the health care 

provider. Intermittent leave is defined as short term & irregularly timed. Intermittent leave for 

routine care of a new child can be taken only with the City's approval. The schedule must be 

mutually agreed upon by the employee and the City. 

Employees on intermittent or reduced leave schedules may be temporarily transferred by the City 

to an equivalent alternate position that may better accommodate the intermittent or reduced leave 

schedule. 

Intermittent or reduced leave may be spread over a period of time longer than 12 weeks, but it will 

not exceed the equivalent of 12 workweeks total leave in a 12-month period. 

Restoration 

Employees who are granted leave under the FMLA policy will be reinstated to an equivalent or 

the same position held prior to the commencement of their leave. Certain highly compensated 

key employees, who are salaried and among the 1 O percent highest paid workers, may be denied 

restoration. 

Restoration may be denied to key employees if: 

1. The City shows that such denial is necessary to prevent substantial and grievous 

economic injury to the City's operations 

2. The City notifies the employee that it intends to deny restoration on such basis at the 

time the City determines that such injury would occur; and

3, In any case in that the leave has commenced, the employee elects not to return to work 

within a reasonable period of time after receiving such notice 

Employees voluntarily accepting a light duty assignment in lieu of continuing FML maintain their 

right to restoration to the original or an equivalent job until the twelve (12) weeks of FML has 

passed. 
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Failure to Return to Work 

According to the FMLA "if an employee is unable to or does not return to work at the end of 

twelve (12) weeks of FML, all entitlement and rights under the FMLA cease at that time; the 

employee is no longer entitled to any further restoration rights under the FMLA, and the employer 

is no longer required to maintain group health benefits pursuant to the FMLA." 

Notification of Discharge 

An employee may be discharged from employment at the end of the twelve (12) week entitlement 

period if the employee has not returned to work, has not supplied written notification of their intent 

to return to work or is unable to perform his/her job duties. The City, however, may be required by 

the Americans with Disabilities Act (ADA) to offer the employee an accommodation (i.e. additional 

leave, light duty, job restructuring, etc.) prior to discharge. 

The 12-Month FMLA Period 

The 12-month period during which an employee is entitled to 12 workweeks of FML is measured 

as follows. An employee is entitled to applicable weeks of leave during the 12-month period after 

the leave begins. The next FMLA period will begin the first time the employee requests FMLA 

after the completion of the previous 12-month period. 

Denial of FMLA Leave 

If an employee fails to give timely, advance notice when the need for FMLA leave is foreseeable, 

the City may deny the taking of FMLA leave until 30 days after the date the employee provides 

notice to the City of the need for FMLA leave. 

If an employee fails to provide, in a timely manner, a requested medical certification to 

substantiate the need for FMLA leave due to a serious health condition, the City may delay 

continuation of FMLA leave until an employee submits the certificate. If the employee never 

produces the certification, the leave may not be protected under the FMLA. 

If an employee fails to provide a requested fitness-for-duty certification to return to work, the City 

may delay restoration until the employee submits the certification. 

Employee Benefits While on FMLA 

If premiums, paid by the employee, are current, the City will maintain health insurance benefits 

during periods of unpaid leave without interruption. Any payment for premiums or other payroll 

deductible insurance policies must be paid by the employee. The City is obligated to reinstate 

employment benefits upon an employee's return to work. 

The City will allow an employee to go 1 pay period in arrears on health insurance premiums. The 

City has the right to recover from the employee all health insurance premiums paid by the 

employer during the unpaid leave period if the employee fails to return to work after leave. In the 

event that an employee is unable to pay his/her portion of premiums during the time of unpaid 

FML, the City may deduct any unpaid premiums from the employee's pay upon return to work, 

subject to FLSA restriction. 

FML under this policy does not constitute a qualifying event that entitles an employee to 

Consolidated Omnibus Budget Reconstruction Act (COBRA) benefit; however, the qualifying 
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event triggering COBRA coverage may occur when it becomes clearly known that an employee 

will not be returning to work. At that point, the employee ceases to be entitled to leave under this 

policy and may be offered COBRA. 

Workers' Compensation While on FMLA 

Workers' Compensation injury/illness meets the criteria for a serious health condition, therefore 

the workers' compensation absence and the FMLA leave entitlement will run concurrently. 

H. MILITARY LEAVE

Any employee who is or becomes a member of the armed forces of the United States (including 

the Army, Army Reserves, Army National Guard, Navy, Naval Reserve, Marine Corps, Marine 

Corps Reserve, Air Force, Air Force Reserve, Air National Guard, Coast Guard, Coast Guard 

Reserve, Commissioned Corps of the Public Health) and leaves work for initial training for the 

Guard or Reserves, leaves work to join active duty military, or is called to active duty, will be 

placed on military leave. Such employee must present his/her supervisor or department head 

with advance notice of the active duty orders. The employee's seniority, status and pay will 

remain unchanged during his/her time of military leave. Continued health insurance coverage will 

be offered up to 24 months, with the employee paying premiums due for such policy. An 

employee wishing to continue health insurance coverage during his/her military leave shall 

provide a mailing address where notices of premium payments due may be sent. 

The process for reinstatement of employees returning from military leave begins when employee 

returns to work. 

I. MILITARY RESERVISTS LEAVE

Any employee who is member, or may become a member of any reserve component of the 

armed forces of the United States or of the Tennessee Army and Air National Guard will be 

entitled to a leave of absence from their respective duties for periods of military service during 

which they are engaged in the performance of duty or training in the service of this state, or of the 

United States, under competent orders. While on such leave, the employee will be granted paid 

leave up to twenty (20) days (160 hours) or whichever comes first in any single (1) calendar year. 

In addition to the leave of absence provided above, employees who are members of the 

Tennessee army and air national guard on active state duty or the Tennessee state guard and 

civil air patrol shall be entitled to an unpaid leave of absence from their respective duties, without 

loss of time, pay not specifically related to leave of absence time, regular leave or vacation, or 

impairment of efficiency rating for all periods of service during which under competent orders 

he/she is engaged in the performance of duty or training in the service of this state, including the 

performance of duties in an emergency. 

Qualified employees who seek paid leave under this policy must provide the official order calling 

for their service or training to their supervisor. Employees will receive full compensation for a period 

of twenty (20) days (or 160 hours) of military leave each calendar year, excluding holidays and 

scheduled off days. Such leave will not be charged to any form of accrued paid leave. An employee 

requesting military leave shall provide the city the dates for training and travel time in advance. After 

the twenty (20) working days of full compensation, members of any reserve component of the armed 

forces of the United States, including members of the Tennessee army and air national guard, may 
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use up to five (5) days of sick leave (48 hours for those on a 12 or 24 hour shift) in lieu of vacation 

leave for the purposes of not having to take leave without pay. 

Pursuant to T.C.A. § 42-7-102, members of the United States air force auxiliary civil air patrol who 

participate in a training program for the civil air patrol, or in emergency and disaster services, as 

defined in T.C.A. § 58-2-101, are entitled to a leave of absence with pay for a period of not more 

than fifteen ( 15) days during a calendar year for such purposes if the leave of absence is at the 

request of the employee's wing commander or the wing commander's designated representative. 

Employees granted leave are entitled to their regular salary during the time that they are away 

from their regular duties_ All the rights and benefits of the employee continue as if a leave of 

absence had not been granted. 

J. ADMINISTRATIVE LEAVE

Upon recommendation of the employee's department head and review by the Human Resource 

Manager and approval of the City Manager, employees may be placed on administrative leave at 

full, partial, or no pay for a variety of purposes, when it is determined that it is in the best interest 

of the City. 

Absences under Administrative Leave may also be authorized when an employee is under 

investigation or otherwise required to be absent from duty, but not covered by vacation or sick 

leave, An employee may also be placed on administrative leave as a disciplinary measure. 

K. JURY DUTY LEAVE

When an employee receives a summons to report for jury duty, he/she is required to provide a 

copy of the summons to his/her immediate supervisor within one (1) business day of receiving the 

summons. Upon presentation of the summons, he/she will be excused from employment for the 

day or days required while serving as a juror in any court of the United States or the state of 

Tennessee; provided, that such employee's responsibility for jury duty exceeds three (3) hours 

during the day for which excuse is sought. 

Upon release from jury duty during the employee's normal working hours, he/she will be expected 

to return to duty. Employees will receive full pay during jury service. The City will pay the 

employee such employee's usual compensation and may deduct an amount equal to the fee or 

compensation the employee received for such employee's jury service. 

If an employee summoned for jury duty is working a night shift or is working during hours 

preceding those in which court is normally held, such employee will also be excused from 

employment as provided by this section for the shift immediately preceding the employee's first 

day of service on any lawsuit. After the first day of service, when such person's responsibility for 

jury duty exceeds three (3) hours during a day, then such person shall be excused from the 

person's next scheduled work period occurring within twenty-four (24) hours of such day of jury 

service. Any question concerning the application of the provisions of this subsection to a 

particular work shift or shifts shall be conclusively resolved by the trial judge of the court to which 

the employee has been summoned. 
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L. COURT LEAVE 

Employees are authorized official leave to attend court on City related business as a result of a 

subpoena. If at any time during the judicial process the employee is released from such duty, the 

employee shall immediately report for work to his/her supervisor if said time is within the 

employee's normal duty hours. Upon return to duty, the employee shall furnish evidence of 

having rendered the service required for the court service. The employee !!!fil'. be required to 

sign over his/her court paycheck (if applicable) to the City and will receive his/her regular wages 

for the period of court leave. Court leave is not charged to any form of accrued paid leave. 

An employee who is issued a subpoena on a non-city related business matter must use paid 

leave/vacation for any time during which he/she would be scheduled to work. An employee will 

not be paid his/her regular wages unless testimony is dependent on his/her observations or 

actions while acting in their capacity as an employee of the City. 

M. SEVERE WEATHER LEAVE 

It is the City's intent to remain open through all-weather situations unless it is determined that the 

essential functions of the City cannot be safely administered. This decision will be made by the

City Manager and will be communicated via appropriate media outlets. 

However, when the weather conditions appear to be so severe that an employee fears for his/her

safety in traveling to or from the work site, he/she may be absent with leave if the following 

conditions are met:

1. The employee informs his/her immediate supervisor of his/her absence and the reason

for it as soon as possible; and 

2. The employee reports to work immediately if a change in weather conditions allows safe 

transportation to the work site. 

The employer will deduct the missed workday (or portion thereof) from accumulated paid/vacation 

leave. Reporting this leave shall follow the same requirements as other leave. 

In situations where advanced notice of closure is known the City Manager will communicate such 

closure via appropriate media outlets. If individual City government operations are closed due to 

inclement weather, all non-essential personnel who would have been scheduled to work will be 

provided administrative leave. 

The policy is meant for those who are in danger due to weather conditions only. Should any 

employee abuse this policy, he/she will be subject to disciplinary action. 

N. VOTING LEAVE 

The City may, when necessary, provide employees time off to vote in state, national, and local 

elections and to establish a procedure for reporting the time missed from work. 

Employees who are registered voters may receive reasonable time off to vote if they request such 

time off before 12 noon the day before the election. The supervisor may specify the hours during 

which the employee may be absent to vote, and the time off may not exceed three hours. No 

time off will be granted if the polls in the county where the employee is a resident are open three
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(3) or more hours before the employee is scheduled to begin work or if the polls close three (3) or

more hours after the employee's work schedule ends.

In a=rdance with Public Chapter 741, which amended TCA Section 2-9-103 effective April 15, 

1998, any regular full time employee appointed by a county election commission to work regular 

part time as a voting machine technician, shall be granted unpaid leave for the day(s) required for 

the technician's duties. Supporting documentation may be required by the appropriate approving 

authority for the period of duty. 

0. BEREAVEMENT LEAVE 

It is the policy of the City to provide all regular full-time employees time off without loss of pay due

to the death of an immediate family member as defined below. 

An employee who is absent during his/her regularly scheduled work week due to the death of an 

immediate family member shall receive payment for reasonable and customary days absent, 

such days of payment not to exceed three (3) regularly scheduled workdays. 

Immediate family shall be deemed to include (spouse, parent or stepparent, children, 

stepchildren, legally adopted children, children taken in the home to raise under a properly 

executed court order and those blood relatives of the employee that are verifiably living in the

home and dependent upon the employee for care, sister, brother, grandparents, current mother­

in-law, current father-in-law, current son-in-law, current daughter-in-Jaw, step grandparents, 

grandparents-in-law, and grandchildren). 

At the discretion of the City Manager or designee, vacation leave time may be used in the event 

of the death of a non-immediate family member. 

P. TENNESSEE MATERNITY/PARENTAL LEAVE ACT

Under Tennessee State Law, maternity/paternity leave is granted to employees for a maximum of

four (4) months. The first twelve (12) weeks of leave may fall under the Family Medical Leave Act

(FMLA) and the remaining four (4) weeks will fall under maternity/paternity leave. Eligible 

employees must be employed regular full time for at least twelve (12) months to receive 

maternity/paternity leave under the TN Maternity/Paternity Leave Act. 

Employees may be required to use accrued leave (paid/vacation, sick) during maternity/paternity 

leave. Accrued leave and maternity/paternity leave will run concurrently, Leave may also be with 

or without pay at the discretion of the City . Such leave shall not affect the employees' right to 

receive vacation time, sick leave, bonuses, advancement, seniority, length of service credit, 

benefits, plans or programs for which the employees were eligible at the date of their leave, and 

any other benefits or rights of their employment incident to the employees' employment position; 

provided, that the City need not provide for the cost of any benefits, plans or programs during the 

period of such leave unless such City so provides for all employees on leaves of absence. 

The purpose of this leave is to provide time off for pregnancy, childbirth, nursing, and/or bonding 

with the infant. If the City finds that the employee pursued other employment opportunities or

worked part time or full time for another employer during the period of maternity/paternity leave,

then the City does not have to reinstate the employee at the end of the leave period. 
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The employee must provide at least three (3) months advance notice of his/her anticipated date 

of departure, except in those cases where a medical emergency prevents this notice. The 

employee should state the length of his/her requested leave and detail the intention to return to 

fulltime employment after the leave. 

Employees who are prevented from giving three (3) months' advance notice because of a 

medical emergency which necessitates that leave begin earlier than originally anticipated shall 

not forfeit their rights and benefits under this section solely because of their failure to give three 

(3) months' advance notice. Employees who are prevented from giving three (3) months' advance 

notice because the notice of adoption was received less than three (3) months in advance shall 

not forfeit their rights and benefits under this section solely because of their failure to give three 

(3) month's advance notice. 

A pregnant employee may continue working as long as she and her doctor feel that the work 

does not pose a hazard to her health, and as long as she can continue to perform the duties of 

her position in a satisfactory manner. 

An employee who plans to return to work will use her accrued vacation/paid leave following the 

expiration of her sick leave. Following the expiration of all leave, leave without pay may be 

granted. In cases where medical problems continue after pregnancy, or in other special 

situations, additional paid leave or leave without pay may be used upon the presentation of a 

doctors statement outlining the reasons for the additional leave time with the recommendation of 

the employee's department head, and the approval of the City Manager/ Human Resources 

Manager. 

If an employee's job position is so unique that the City cannot, after reasonable efforts, fill that 

position temporarily, then the City shall not be liable under this section for failure to reinstate the 

employee at the end of such leave period. Whenever the City shall determine that the employee 

will not be reinstated at the end of such leave because the employee's position cannot be filled 

temporarily or because the employee has used such leave to pursue employment opportunities or 

to work for another employer, the City shall so notify the employee. 

These four months may include the 12-weeks allowable under FMLA. 

SECTION VI - SAFETY 

A. WORKPLACE SAFETY

The City has established and maintains an Occupational Safety and Health Program for its

employees by following appropriate safety and health standards. It is the responsibility of the City

to provide employees a place of employment which is free from recognized hazards including but

not limited to environmental hazards, faulty equipment, infectious disease, exposure risks - that

may cause death or serious physical harm. 

It is incumbent upon City employees to comply with safety and health standards and all rules and

regulations which are applicable to the employee's work site and personal safety. Any employee

who willingly or repeatedly violates or causes to be violated a standard, rule, regulation,

department SOP, or order shall be subject to disciplinary action up to and including termination. 
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It is incumbent upon management personnel to notify the appropriate Department Head if 

employees working under their authority are adversely affected by safety standards or hazardous 

working conditions. It is then incumbent upon the Department Head to immediately notify the City 

Manager or his/her designee. 

No employee shall be discharged or discriminated against because such employee has filed a 

complaint or institute or caused to be instituted any proceedings or inspections relating to the 

City's occupational safety and health program. 

Workplace safety is everyone's responsibility. The City Manager shall designate a Safety 

Coordinator. The City Safety Coordinator is responsible for coordination and reporting to OSHA 

and TOSHA and other regulatory safety agencies. As part of the occupational safety and health 

program the City, its management, and employees are responsible as follows: 

Safety Coordinator Responsibilities 

1. Enter without delay and at any reasonable time any establishment, construction site, plant or

other area, workplace, or environment where work is performed by an employee of the City; and

2. Conduct periodic inspections of all departments, facilities, and activities. Follow a set monthly 

schedule as recorded in the Safety Coordinator's office. Use checklist to ensure a thorough 

inspection. Establish procedures to ensure corrective action is planned and taken. Hazards and

conditions that are not abated within 30 days of identification shall be followed up by the Safety 

Committee, Safety Officer & HR Manager until corrected 

3. Assess the need for PPE and ensure that proper equipment is ordered and utilized. This 
includes safety shoes for specific departments as determined by the Safety Committee and
approved by the City Manager. 

4. Perform safety training orientation for all new hires within 7 days of onboarding. 

Employee Responsibility 

1. Employees will follow prescribed safety rules and regulations provided for 

their benefit. Each employee is responsible to use all safety equipment and 

devices provided by the City in performing required job duties. 

2. Employees will identify safety problems and carry out each work assignment 

or task in a safe and responsible manner. If an accident occurs, the

employee is required to immediately complete an employee's report of

accident/injury and report the incident immediately to his/her supervisor. 

3. The employee is responsible to cease work immediately and cause the 

stoppage of work of other employees if the operation of unsafe equipment or 

working environment exists. 

4. The appropriate corrective measures will be undertaken by the supervisor to 

remove the unsafe work condition or cause the repair of unsafe equipment. 

Under no circumstances should an employee be directed to continue to work 

in an unsafe work site or operate unsafe equipment until the unsafe condition 

has been properly addressed. 

5. Failure to properly report an unsafe condition or piece of equipment may 

result in disciplinary action. 
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6. Failure to properly respond to the need for correcting an unsafe workplace 

condition or unsafe piece of equipment may result in disciplinary action, 

7. Should an unsafe work site or equipment condition cause a disruption in

completing the task, the supervisor will reassign the employee to other duties

until such time as he/she may continue the required work to complete the 

assigned task. 

Each department may develop specific safety rules pertinent to their respective department. 

Safety rules shall be submitted to the City Manager or designee for review and approval prior to 

implementation. Approved departmental safety rules have the same force and effect as these 

Policies. 

Safety Committee 

The Safety Coordinator shall establish a monthly recurring safety meeting for creating and 

promoting a proactive safety culture in the workplace. The monthly meeting assists in awareness 

training and aids department representatives with: 

1. Identifying departmental hazards, safety training, safety corrective action processes, 
safe work practices, recommending education and training, inspecting department's 
workplace, monitoring ofjob specific safety communication, and maintaining/encouraging 
a proactive safety culture; and
2. Review workplace safety data trends/analysis on audits, injuries and inspection finds; 
3. Provide informatlon and updates as it pertains to Drug Testing, policies, and 
procedures; 
4. Review all accidents and employee injury incidents. 

a. What were the contributing factors of the incident? 
b. Could this incident have been avoidable/preventable by the emplo ee? Yes, 
No, or Maybe? 
c. What could or should have been done different? if anything? 
d. Were any photos or video provided for this incident? 
e. After reviewing the information that was provided, what are the recommended 
changes suggested by the Safety Committee. 

OSHA General Duty Clause 

Section 5(a}(1) of the Occupational Safety and Health Act requires that each employer furnish to 
each of its employees a workplace that is free from recognized hazards that are causing or likely 
to cause serious physical harm or fatality. 

The Safety Coordinator in cooperation with the HR Manager will post appropriate TOSHA and 
employment posters at each departments' specified location for reference. 

Infectious Disease 

All blood and some other body fluids can transmit infectious diseases or blood-borne pathogens. 

Universal precautions stress that all persons should be assumed to be infectious for blood-borne 

pathogens including HIV and HBV. Universal precautions apply to blood, tissues, and other 

potentially infectious materials. Universal precautions also apply to semen, vaginal secretions, 

and cerebrospinal, synovia, pleural, peritoneal, pericardia!, and amniotic fluids. Universal 

precautions do not apply to feces, nasal secretions, human breast milk, sputum, saliva, sweat, 

tears, urine, and vomit unless these substances contain visible blood. 
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Any employee who encounters a potential exposure should practice universal precautions when 

dealing with blood or body fluids including: 

1. Keep all open cuts and abrasions covered with adhesive bandages that repel liquids;
2. If hands become contaminated wash immediately and thoroughly using soap and water or if
unavailable a waterless antiseptic hand cleaner. 
3. All employees shall use all available PPE including gloves, masks and shields;
4. Dispose of potentially hazardous or contaminated equipment and PPE responsibly.

Notifications 

1. The Safety Coordinator shall contact the Commissioner of Labor of the State of

Tennessee by telephone in the event of the death of an employee involved in a work-related

accident. This notification will be done as soon after the fatality as possible but not to exceed

forty-eight ( 48) hours. 

2. The Safety Coordinator will prepare and request a variance from the Tennessee

Department of Labor in the event an operation within the City does not meet the standards set by 

the Occupational Safety and Health Act and immediate action to alleviate the discrepancy is not

possible.

3. The Safety Coordinator will establish and maintain a system for collecting and reporting

safety and health data required under the Tennessee Occupational Safety and Health Act.

Additionally, the Coordinator will make an annual report to the Commissioner of Labor for the 

State of Tennessee showing the accomplishments and progress of the City of East Ridge in its 

Occupational Safety and Health Program.

Documentation 

When an accident, incident, or injury occurs the employee must notify their direct supervisor 

immediately. In a case where the supervisor is unavailable, the employee must contact the next 

closest supervisor up the chain of command. The supervisor will: 

1. Complete a first report of incident

2. Submit the first report of incident to the Safety Officer and HR Manager the same day via
email.

Post-Accident Drug Screen 

See Section VIII Drug and Alcohol Testing in this document. 

B. WORKERS' COMPENSATION

An employee of the City who suffers injury or illness as a result of a work-related accident or condition 

may receive compensation during the period of illness or injury by the State Compensation Insurance 

Fund in a=rdance with the Tennessee Worker's Compensation Act. The accidental injury or 

occupational illness must be medically caused or aggravated by actions taken during employment 

Worker's compensation pays an employee 66% of their weekly salary once the employee has been 
disabled for more than seven (7) days. Compensation will be calculated beginning the eighth day of 

disability due to an occupational injury. If the employee is disabled for fourteen ( 14) days or more, 
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worker's compensation will pay the employee retroactively from the first full day of absence from work 

up to the return date to work. Employees may use accrued paid leave ( or sick leave depending on 

applicable plan) for the first seven (7) days while off work under worker compensation. 

Employees shall report any injury or illness incurred in, or arising out of, the course of their employment, 

however minor, to the supervisor. Failure to make such a report may disqualify the employee from 

receiving Workers Compensation benefits. 

C. TEMPORARY MODIFIED DUTY

The City is committed to providing work, when possible, for employees who have been restricted

by a physician due to a work-related injury or illness. Such work will be provided subject to

availability. Employees on temporary modified duty must furnish a written update of their medical

condition to the Human Resources department from the treating physician after each visit in order

to remain in the reassigned job.

Assignment

Work will be assigned due to the nature of the injury or illness and the limitations set forth by the

treating physician. Every effort will be made to place employees in positions within their own

departments, but if necessary, employees may be placed wherever an appropriate position is

available. While on temporary modified duty, employees will continue to receive their regular rate

of pay. 

Maximum Medical Improvement 

Upon reaching Maximum Medical Improvement under applicable Tennessee Workers'

Compensation laws, the employee's medical condition shall be assessed as to the permanent

medical restrictions and their ability to perform the essential duties of their normal work

assignment. If the injured employee cannot return to his/her regular position, the Human

Resources Department in conjunction with the City Manager shall attempt to find employment

within the employee's department or within another department. Reasonable accommodation will 

be provided to qualified, disabled individuals unless the a=mmodation would pose an 'undue

hardship" on the City. 

D. SAFE USAGE OF CELL PHONES

Employees who operate a City vehicle and/or equipment are not to use a handheld cell phone,

either personal or business, while driving (except those exempt by law). Cell phones shall not be

used while re-fueling City vehicles or equipment. In the event cell phone use is necessary,

employees are required to take appropriate safety measures including, but not limited to, using 

hands free accessories, using speakerphone, or pulling over to a safe location to respond to the

call. The City Manager or designee has the authority to restrict or prohibit use of cell phones at

any time on the job when use may present a safety hazard to the employee, co-worker and/or to 

the general public and private property. Employees in violation of this policy shall be subject to

disciplinary actions.

SECTION VII - EMPLOYEE BENEFITS 
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A. INSURANCE BENEFITS

Health Benefits 

The City recognizes that employee benefits are a critical component in career decisions. The

City intends to provide a comprehensive benefits package that remains affordable and value

based. 

Eligibility 

Employees are eligible for benefits when employees work a minimum of (30) hours per week on

average throughout the annual measurement period. These benefits may include the following:

medical, dental, vision, long-term disability, life insurance, and other supplemental policies. 

If employees' hours drop below (30) hours per week on average throughout the measurement

period, employees may lose subsequent eligibility for health insurance, and employees and all 

covered dependents will be offered COBRA

Employees are responsible to list only dependents that are eligible for coverage as defined by the

plan rules. (If a covered dependent becomes ineligible based on the plan rules, it is the

employee's responsibility to notify Human Resources immediately.) Employees must notify 

Human Resources of any changes in status within (30) days of the status change.

Benefit Effective Dates 

The health benefits plan document will determine the effective date of coverage.

Health Coverage 

Eligible employees must enroll for coverage within (60) days of employment or a qualifying event.

Temporary employees, seasonal employees, and interns are not eligible for medical coverage. 

Benefits do not become effective until the first of the month following completion of the 60-day

waiting period.

Annual Open Enrollment I Transfer Period 

Each plan year employees will have the opportunity during annual open enrollment to make

changes to their benefit plans. Health plans, benefit designs, eligibility rules, and premiums are

subject to change each plan year based on the previous year's claims experience.

Contribution 

The City may elect to contribute toward the cost of health benefits. The City's contributions are

subject to change each year based on budgetary needs. 

Qualifying Events 

Employees are responsible to notify the City if they experience any significant life event such as

birth, marriage, divorce, legal separation, adoption, legal placement of a child, change of address,

reduction in employees' regularly scheduled work hours, or a dependent change in status (i.e.,

school status). Some qualifying events will allow employees to make changes to benefits
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including adding or dropping dependents or terminating I adding coverage. Employees should 

notify the city within (30) days of experiencing a qualifying event. 

Health Insurance Portability and Accountability Act IHIPAA) 

The City will provide appropriate administrative, technical, and physical safeguards to protect the 
privacy of protected health information (PHI) by safeguarding Information from intentional or 
unintentional use or disclosure. 

The City shall not disclose PHI unless it has a vaHd, signed authorization. The City will take 
appropriate disciplinary action against any members of the workforce who fail to comply with the 
privacy policies and procedures. 

The City shall refrain from intimidating, threatening, coercing, discriminating or retaliatory acts 
against employees who exercise their rights under the Act. 

Appropriate employees shall receive training on the policies and procedures with respect to 

protected health information (PHI) as necessary and appropriate for the employees to perform 

their jobs. 

Genetic Information and Nondiscrimination Act (GINA) 

The City is committed to providing a work environment free of discrimination and harassment 
based on genetic lnforrnaUon. It is the City's policy to no\ify employees and health care providers 
not to provide genetic information when \he City requests health related infor111ation. Generally, 
the notice should be included on request forms and/or provided on a separate form when 
employees or healthcare providers are asked to submit health-related information. 

It is the City's policy to comply with GINA's confidentiality requirements by treating genetic 

information in the same way as medical information. It is also the policy of the City not to retaliate 

against any employee for complaining about discrimination or harassment based on genetic 

information. If you feel you have been discriminated or retaliated against, or harassed based on 

genetic information, follow the complaint procedure detailed in the Harassment Section of the 

Human Resource Regulations, 

B. COBRA - CONTINUATION COVERAGE

Under the federally mandated Consolidated Omnibus Budget Reconciliation Act (COBRA), the

City offers employees and their families the opportunity to temporarily extend their health

insurance coverage in certain instances in which coverage under the group health plan would

normally end. Former employees may not be required to pay more than the group rate for this

coverage, plus a 2% administration fee. That is, 102% of what it costs the City for the same 

coverage.

Some examples of qualifying events could be: reduction in employees' hours resulting in loss of 

eligibility, termination of employment (voluntary or involuntary), dependent eligibility changes 

(age/student status), divorce, and legal separation. 

Employees covered under the city plan have a right to continue coverage if they lose it through

reduction in regular work hours or employment termination for reasons other than gross

misconduct.
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A spouse of a covered employee also has a right to continue coverage if coverage would be lost 

because the employee dies, employment is terminated other than for gross misconduct, the 

employee and spouse become divorced or legally separated, or the employee becomes eligible 

for Medicare benefits. 

Dependent children may also continue coverage if the employee dies, employment is terminated 

other than for gross misconduct, the parents become divorced or legally separated, the employee 

becomes eligible for Medicare, or the child ceases to be a "dependent child' under the terms of 

the plan. 

If termination or reduction in hours is the qualifying event that triggers Jost coverage, continuation 

coverage can be in effect for 18 months. All other qualifying events will trigger continuation 

coverage that lasts up to 36 months. Coverage will end before 18 or 36 months, however, if 

certain other events take place (i.e. if the employee becomes eligible for coverage under another 

group health plan). 

Employees and family members have the responsibility to inform the plan administrator about any 

change in status. Failure to do so may terminate rights to elect continued coverage. Those 

eligible for continuation coverage have 60 days from the date they would normally lose coverage 

to elect to continue under the plan. 

Premium Payments 

Failure to make timely premium payments may result in termination of coverage. 

C. LIFE INSURANCE

The City shall provide regular full-time employees an opportunity to participate in the City group 

life insurance plan. Coverage shall be effective the first of the month following completion of (60) 

days of continuous employment with the City. 

The current rate of coverage for employees shall be reviewed and determined on a periodic 

basis. The City contribution rate shall be set by the governing body and reviewed upon receipt of 

any notice of rate change provided by the insurance carrier or agent. 

D. UNEMPLOYMENT COMPENSATION INSURANCE

The state of Tennessee offers unemployment benefits through the Employment Security Division. 

The City is a participating employer in the program. 

Unemployment insurance benefits provide income to individuals who have lost employment 

through no fault of their own. The benefits are intended to partially offset the loss of wages while 

the unemployed individual searches for suitable work, or until the employer recalls the individual 

back to work. 

This coverage is authorized in the Tennessee Employment Security Law, which requires most 

types of employers with one or more employees to pay the cost of the insurance. Nothing is 

deducted from the employee's wages to pay for this coverage. 
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If an employee becomes unemployed, the individual should contact the local office of the 

Tennessee Department of Employment Security to determine eligibility for benefits under the Act. 

E. RETIREMENT

Tennessee Consolidated Retirement System (TCRS) - As an employee of the City, you are 

required to participate in TCRS. As part of your orientation, you will be provided the appropriate 

information to begin your participation. 

Employees who wish to retire from the City should communicate their intentions to their 

Department Head and Human Resources in writing giving at least ninety-day (90) notice. 

F. HOLIDAY BONUS

The City Manager shall review all funds of the City to determine a holiday bonus for all 

employees. Subject to availability of funds, the City Manager shall establish an amount for a 

holiday bonus for each full-time employee, as well as, each part-time employee and currently 

active public safety volunteers. Upon approval, holiday bonuses will be issued through payroll in 

the first pay period of December. 

G. LONGEVITY PAY 

All full-time employees who have served continuously ten (10) or more years shall receive, upon 

their retirement (a voluntary termination of employment) from employment with the City, longevity 

pay according to the following schedule: 

Total Continuous Service 

Beginning the 10th year into the 14th year 

Beginning the 15th year into the 19th year 

Beginning the 20th year into the 24th year

Beginning the 25th year and thereafter 

H. TRAINING

Awarded Value 

2 days' pay 

4 days' pay 

6 days' pay 

10 days' pay 

Employees are encouraged to take advantage of education and training benefits offered to 

employees of the city to improve their job skills and qualify for promotions. These benefits are 

limited to training and education that are relevant to the employee's current position or 

determined by management to provide the employee with expanded skills and abilities to 

contribute to the goals and objectives of the city. 
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These benefits will be available to all employees on a first-come, first-served basis, subject to 

availability of budgeted funds provided annually by the City during the budget process, and upon 

the prior approval of the City Manager or designee. 

Training Requests 

Requests for education and training may be initiated by either the employee or department head. 

The department head is responsible to work with his/her employees to identify training 

opportunities that would be of value to the department and the City, and to notify employees of 
the opportunity to gain additional training. Individual employees shall also share the responsibility 

for training by notifying the supervisor and/or department head of training opportunities that would 
be of value to the employee and the department. 

The City Manager will authorize or require employee attendance and participation at conferences, 

seminars, workshops, or other functions of a similar nature that are intended to improve or 

upgrade the employee's job skills. 

Requests to attend training sessions, when possible, should be made at least (10) days prior to 
the deadline for registration. The City Manager, based on the department head's 

recommendation, will determine who will attend training sessions based upon verification of 

available fiscal resources. 

When a request for training is approved, the employee's cost for registration, tuition and 

publications, transportation, lodging, and other reasonable expenses will be covered by the City. 

For Travel Expense details see Section Ill - Compensation, K. - Travel Reimbursement. 

I. UNIFORMS

Employees must sign a written agreement in advance of receiving uniforms/PPE. agreeing to
return all uniforms/PPE purchased by the employer in good condition.

J. EMPLOYEE EDUCATIONAL ASSISTANCE PROGRAM

1. Purpose. The employee educational assistance program is estabfished to share the tuition 
expenses of employees who want to improve his/her knowledge, abilities, and potential for 
advancement with the City of East Rfdge through continuing education.

2. Ellgiblllty. Regular full-time employees, who have completed at least one year of continuous
service and wish to continue their education under this program, should discuss this matter
with their department head to obtain approval prior to enrollment for course of study; also,
pre-approval of application MUST be authorized by the Finance Director and City Manager 
before submitting an application for assistance to the Human Resources Department. 

3. � The following provisions are established to govern the administration of the City's
employee educational assistance program.

a. Applications for assistance may only be made for attendance at an institution
accredited by one of the Regional Accrediting Organizations recognized by the
Council for Higher Education (www.chea.org). Employees may be required to furnish
information as to the accreditation of an institution;

52 



b. Eligible employees seeking assistance and meeting all the requirements for 
participation may receive full reimbursement of tuition for courses directly related to
their job. The department head shall recommend to the City Manager whose decision
shall be final as to whether the course of study is related;

c. Applications for assistance will not be considered if the employee is receiving funds
for the same course work from any other source or if the course work is available
through in-service training conducted by City or other approved agency. The
following are additional directives for this item; 

(i) In the case of partial funding from a source olher than the City, the City
may, upon approval of the City Manager, reimburse the remaining tuition
expense up to the limits established herein;

(ii) Should an employee knowingly accept assistance from the City while at the
same time receiving assistance from another source and not notify the City
of such, he or she will be ineligible for any further assistance from the City
and any funds paid to the employee receiving assistance from the other 
source shall reimburse the City for assistance received. 

d. This program is offered to assist employees who are pursuing additional 
training/education on their avvn time. The City realizes however that certain courses
are offered only during working hours and may consider request for such attendance
on a case by case basis. Employment responsibilities shall come first and approval to
attend during work hours will be an exception as opposed to a practice. Any
employee granted an exception will have to arrange with his supervisor to work an
equivalent amount during each pay period. Homework, assignments, projects, and all
classwork should be completed during employees' personal time; 

e. An employee who leaves city service during the course shall not be entitled to 
reimbursement;

f. The City will not approve a request for assistance from an employee who is the 
subject of disciplinary action within six months of the time of the request; 

g. Reimbursement of courses is subject to the successful completion of the course(s) by 
the employee with a grade of satisfactory or no less than a "C" (2.0 on a 4.0 scale); 

h. Request for assistance shall not be considered for more than two (2) courses per 
quarter or semester (dependent on the specific term that school operates within),
without prior approval for an exception from the City Manager;

i. The education being sought must be related to the employees' job or potential job 
with the City.

j. Approval of requests may vary based on the financial situation at the time of the 
request and is at the discretion of the City Manager;

k. Employees who receive reimbursement under this policy shall be required to remain
in the employment of the Clly for at least three (3) full years from the date of course
completion or any of the just mentioned participation periods are met. Employees
who voluntarily leave the City before the three full years have been met must
reimburse the City for the tuition/registration costs paid to them which has been
amortized over the 3 years;

I. Employees who wish to achieve a specialized training certificate that would enhance
their job level should request to their supervisor for approval and shall fall under the
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same aforementioned requirement and remain employed for at least one (1) year 
upon completion of certificate. At the discretion of the City Manager there may be 
changes to wages as a result of obtaining a certificate in certain departments. 

4. Procedure.

The following procedure should be followed in requesting educational assistance:

a. An employee obtains a tuition reimbursement application form from the Human
Resources office, completes the form in duplicate and forwards the application to 
his/her department head.

b. The department head, after making his/her recommendation, sends the application 
(in duplicate) to the City Manager's office. 

c. The City Manager approves or disapproves the application. One copy is returned to 
the employee, the other is retained by the Human Resources department

d. Within ten (10) days of completion of the course and or after final grade(s) has been 
received, the employee submits his/her copy of the approval application to the City
Manager's office along with his grade and tuition/registration receipts.

e. The City Manager after verification of grades and receipts will forward the same to
the finance department for payment. 

K. EMPLOYEE ASSISTANCE PROGRAM (EAP) 

The City recognizes that a wide range of problems not directly associated with one's job function

can affect an employee's job performance. In most instances, such personal problems can be 

overcome independently and the effects on job performance will be minimal. In other instances, 

normal supervisory counseling will provide the needed motivation or guidance by which such 

problems can be resolved so that job performance will return to an acceptable level. In some 

cases, regardless of the efforts of the employee or supervisor, unsatisfactory job performance 

may still exist. To support our employees, the City offers a voluntary participation as well as a 

management referral to the EAP. For information on how to access the EAP contact 1,1our 

supervisor or the Human Resources Department. 

SECTION VIII - DRUG AND ALCOHOL TESTING POLICY

To provide a safe, healthy, productive, and drug-free working environment for its employees to 

properly conduct the public business, the City has adopted this drug and alcohol testing policy. 

This 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); and 

Department of Transportation (DOT) rules, which include procedures for urine drug testing and

breath alcohol testing. The types of tests required are: pre-employment, transfer into safety

sensitive position, reasonable suspicion, post-accident (post-incident), random, fit-for-duty, and 

follow-up. All employees may be required to participate in the random drug and alcohol

screening program.
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It is the policy of the City 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. Prohibited and/or illegal conduct includes but is 
not limited to: 

1. Being on duty or performing work in or on city/town property 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 city property

3. Refusing or failing a drug and/or alcohol test administered under this policy
4. Providing an adulterated, altered, or substituted specimen for testing
5. 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 involvement has not been discounted as a contributing factor in the accident 
(incident) or until the employee has successfully completed drug and/or alcohol testing 
procedures 

Compliance with this substance abuse policy is a condition of employment. The failure or refusal 
by an applicant or employee to cooperate fully by signing necessary consent forms or other 
required documents or the failure or refusal to submit to any test or any procedure under this 
policy in a timely manner will be grounds for refusal to hire or disciplinary actions. The 
submission by an applicant or employee of a urine sample that is not his/her own or is adulterated 
shall be grounds for refusal to hire or disciplinary actions. 

Volunta,y disclosure of drug and/or alcohol use 

In the event that an employee of the City 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 department head, Human Resources Manager, or City Manager in 
private. 

Such voluntary desire for help with a substance abuse problem may be honored by the City. If 
substance abuse treatment is required, the employee will be removed from service pending 
completion of the treatment. Substance abuse treatment will be at the employee's expense. 
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 City are entitled to up to thirty (30) consecutive calendar days for initial 
substance abuse treatment as follows: 

1. The employee must use any paid leave available. 

2. In the event accumulated vacation and sick leave 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 
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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 random drug 

and alcohol testing requirements, The City Manager and Human Resources Director of the City 

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 City. 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 (Le., 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 City through the drug-free workplace program will be maintained 

as confidential to the extent authorized by law. 

SECTION IX - WORKPLACE VIOLENCE AND HARASSMENT 

The City is committed to preventing workplace violence and to maintaining a safe work 

environment. It is the policy of the City to promote a productive, safe and healthy work 

environment for all employees, customers, vendors, contractors and members of the general 

public and to provide for the efficient and effective operation of the City's activities. Employees 

and customers are always to be treated with courtesy and respect. 

Employees are expected to maintain a productive work environment free from harassing or 
disruptive activity including threats of physical violence. No form of bullying or harassment will be 

tolerated, including sexual harassment and harassment based on race, color, religion, gender or 

gender identity, age, national origin, disability, military status, communication with an elected 

public officials, free speech, refusing to participate in or remain silent about illegal activities 

exercising a statutory constitutional right or any right under clear public policy, political affiliation, 

genetic information or any other basis protected by law. This policy applies to all City employees, 

elected officials, appointed officials, regular part time/temporary employees, and contractors. 

The City will not tolerate bullying, or verbal or physical conduct by an employee which harasses, 

disrupts, or interferes with another's work performance or which creates an intimidating, offensive 

or hostile environment. 

1. No employee or non-employee shall be allowed to harass any other employee or non­

employee by exhibiting behavior including, but not limited to, the following:

a. Verbal harassment- Verbal threats toward persons or property; the use of vulgar 

or profane language directed towards others; disparaging or derogatory 
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comments or slurs; offensive flirtations or propositions; verbal intimidation; 

exaggerated criticism or name-calling; spreading untrue or malicious gossip 

about others. 

b. Physical Harassment- Any physical assault, such as hitting, pushing, kicking, 

holding, impeding, or blocking the movement of another person. 

c. Visual Harassment - Displaying derogatory or offensive posters, cartoons, 

publications, or drawings. 

d, Bullying - Workplace bullying refers to unwanted aggressive behavior that 

involves a real or perceived power imbalance. The behavior is repeated, or has 

the potential to be repeated, over time. The imbalance of power involves the use 

of physical strength, access to embarrassing information, or popularity to control 

or harm others. This behavior may be performed by individuals (or a group) 

directed towards an individual (or a group of individuals). 

2. Charges of violence and harassment may be reported to any supervisory employee of 

the City, including the City Manager. The City will promptly investigate reports of

workplace violence including suspicious individuals or activities. The Human Resources 

Department is charged with investigating all cases of workplace violence and 

harassment. Depending on the severity of the charges or whether a crime is committed, 

the City Manager may request that the Police Chief provide assistance to the Human 

Resources Department. Employees are obligated to report instances of harassment. 

Employees are also obligated to cooperate in every investigation of harassment. 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 make written 

reports or verbally answer questions when required to do so by an investigator. All 

employees are required to assist during the investigation by providing testimony, 

statements, and evidence, as required. Failure to cooperate may result in disciplinary 

action. 

3. Copies of the investigative report with recommendations for appropriate action will be 

turned over to the City Manager as appropriate for further action. 

4. Anyone determined to be responsible for threats of, or actual violence, or other conduct 

that is in violation of this policy will be subject to prompt disciplinary action up to and 

including termination. 

5. Employees are encouraged to bring their disputes or differences with other employees to 

the attention of their supervisors first, then the Human Resources Director and/or the City 

Manager before the situation escalates into potential violence. The City is eager to assist 

in the resolution of employee disputes and will not discipline employees for raising such 

concerns. Employees have the right to file a police report at their own discretion. 

6. Employees are prohibited from interfering or attempting to interfere with any departmental 

investigation. 

7. False allegations will be dealt with on a case by case basis, and depending on the 

outcome, may include disciplinary action up to and including termination of employment. 
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Sexual Harassment 

The following actions constitute an unlawful employment practice and are absolutely prohibited by 

the City when they affect employment decisions, create a hostile job environment, cause 

distractions, or unreasonably interfere with work performance. They are: 

1. Sexual harassment or unwelcome sexual advances

2. Requests for sexual favors

3. Verbal or physical conduct of a sexual nature in the form of pinching, grabbing, patting, 

or propositioning

4. Explicit or implied job threats or promises in return for submission to sexual favors 

5. Inappropriate sexually oriented comments on appearance 

6. Sexually oriented stories

7. Displaying sexually explicit or pornographic material, no matter how the material is

displayed; and/or 

8. Sexual assault on the job by supervisors, fellow employees, or non-employees

9. Demeaning, insulting, intimidating or sexually suggestive written, recorded or

electronically transmitted materials (such as email, instant message, and internet

materials)

Sexual harassment includes conduct directed by men toward women, conduct directed by men 

toward men, conduct directed by women toward men, and conduct directed by women toward 

women. An employee who feels he/she is subjected to sexual harassment should immediately 

contact an administrative person with whom the employee feels the most comfortable. The 

Human Resource Director is designated as the investigator of sexual harassment complaints 

against employees. 

Making harassment complaints 

An employee who feels he/she is subjected to harassment should immediately contact a person 

(listed below) with whom the employee feels the most comfortable. 

Complaints may be made verbally or in writing to: 

1. The employee's immediate supervisor, 

2. A department head, 

3. The Human Resources Manager

4. The City Manager

In the case of harassment by an elected official the complaint should be taken to the City 

Attorney. 

Employees have the right to circumvent the employee chain-of-command when selecting the 

person to complain to about harassment. 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 committing the harassment, including their title (s), if

known,

3. The specific nature of the harassment, how long it has gone one, any employment action

(demotion, failure to promote, dismissal, refusal to hire, transfer, etc.) taken against the 
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employee as a result of the harassment, or any other threats made against the employee 

as a result of the harassment, 
4. Witnesses to the harassment; and 

5. Whether the employee has previously reported the harassment and, if so, when and to 

whom. 

Employees are obligated to report instances of harassment. Employees are also obligated to 

cooperate in every investigation of harassment. 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 make written reports or verbally answer questions when required to 

do so by an investigator. Employees are to refrain from making bad faith accusations of 

harassment. 

Disciplinary action may be taken against an employee who fails to report instances of 

harassment, or who fails or refuses to cooperate in the investigation of a complaint of 

harassment, or who files a complaint of harassment in bad faith. Employees are prohibited from 
interfering or attempting to interfere with any departmental investigation. 

SECTION X - POLITICAL ACTIVITIES/PROTECTED SPEECH 

A. POLITICAL ACTIVITY

The City encourages all employees to participate in the political process by registering and voting 
in each election. However, it is necessary to implement some policies to avoid conflict of interest 

between political activity and public employment in a City position. 

The Federal Hatch Act (5 U.S.C. §§ 7321-7326) restricts the political activity of individuals 

principally employed by local agencies who work in connection with programs financed in whole or 
in part by federal loans or grants. The Hatch Act applies to any City employee 'whose principal 

employment is in connection with an activity which is financed in whole or in part by loans or grants 

made by the United States or a Federal agency ... " 5 U.S.C A.§ 1501(4) 

Permitted and Prohibited Activities of the Hatch Act: 
1. May be a candidate for public office in a nonpartisan eleclien 
2. May campaign for and hold elective office in political clubs and ocganizations
3. May actively campaign for candidates for public office in partisan and nonpartisan elections 
4. May contribute money to political organizations or attend political fundraising functions 
5. May participate in any activity not specifically prohibited by law or regulation 
6. May not be a candidate for public office in a partisan eleclion if the employee's salary is 

paid for completely by federal loans or grants 
7. May not use official authority or influence for the purpose of interfering with or affecting the

results of an election or a nomination for office
8. May not directly or indirectly coerce contributions from subordinates in support of a political

party or candidate 

An election is partisan if any of the candidates in the election are running as a representative of a 

political party whose presidential candidate received votes in the preceding election at which 

Presidential electors were selected. 

An employee's conduct is also subject to the laws of the state and the regulations of the employing 

agency. Prohibitions of the Hatch Act are not affected by state or local laws. 
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City employees, whether on or off duty, whether in or out of uniform, and whether on or off City 

property, shall not, at any time or any place, become a candidate for an elected City office. 

In all other elections for public office, employees may enjoy the rights of any other citizen of the 

state of Tennessee to be a candidate for any local political office, the right to participate in 

political activities by supporting or opposing political parties, political candidates, and petitions to 

governmental entities. The City will not compensate employees for time when the employee is not 

performing work for the City. Any time off from work used by the employee for participation in 

political activities will be limited to earned days off, vacation days, or by any other arrangements 

worked out between the employee and the City. 

Nothing in this section is intended to prohibit any City employee from privately expressing his/her 

political views or from casting his/her vote in all elections. 

B. COMMUNICATING WITH ELECTED PUBLIC OFFICIALS

An employee of the City has a right to communicate with elected public officials for any job­

related purpose under the Public Employee Political Freedom Act ('PEPFA") T.C.A. § 8-50-601-

604. No provision of this policy shall be construed to prohibit the City from correcting or

reprimanding an employee for making untrue allegations concerning any job-related matter to an

elected public official.

C. CANDIDACY FOR OR ELECTION TO OTHER PUBLIC OFFICES

An employee of the City may become a candidate for non-City political offices, provided that

candidacy and/or election of, does not create a conflict of interest with his/her City position and

subject to meeting obligations of his/her job as an employee.

SECTION XI - CODE OF ETHICS 

A. APPLICABILITY

This chapter is the code of ethics for personnel of the City of East Ridge. It applies to all regular

full time and regular part time, elected or appointed officials and employees, whether

compensated or not, inciuding those of any separate board, commission, committee, authority,

corporation, or other instrumentality appointed or created by the municipality. The words

"municipal" and "municipality" include these separate entities.

B. DEFINITION OF PERSONAL INTEREST

(1) For purposes of Sections 3 and 4, "personal interest" means: (a) any financial, ownership, or 

employment interest in the subject of a vote by a municipal board not otherwise regulated by

state statutes on conflicts of interests; or (b) any financial, ownership, or employment interest of

the official's or employee's spouse, parent(s), stepparent(s), grandparent(s), sibling(s), child(ren), 

or stepchild(ren). 
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(2) The words "employment interest' includes a situation in which an official or employee or a

designated family member is negotiating possible employment with a person or organization that

is the subject of the vote or that is to be regulated or supervised.

(3) In any situation in which a personal interest is also a conflict of interest under state law, the

provisions of the state law take precedence over the provisions of this chapter.

C. DISCLOSURE OF PERSONAL INTEREST BY OFFICIAL WITH A VOTE

An official with the responsibility to vote on a measure shall disclose during the meeting at which

the vote takes place, before the vote and so it appears in the minutes, any personal interest that 

affects or would lead a reasonable person to infer that it affects the official's vote on the measure. 

In addition, the official may recuse himself from voting on the measure. 

D. DISCLOSURE OF PERSONAL INTEREST IN NON-VOTING MATTERS

An official or employee who must exercise discretion relative to any matter, other than casting a 

vote, and who has a personal interest in the matter that affects or that would lead a reasonable 

person to infer that it affects the exercise of the discretion shall disclose, before the exercise of

the discretion when possible, the interest on a form provided by and filed with the recorder. In

addition, the official or employee may, to the extent allowed by law, charter, ordinance, or policy, 

recuse himself from the exercise of discretion in the matter. 

E. ACCEPTANCE OF GRATUITIES, ETC.

An official or employee may not accept, directly or indirectly, any money, gift, gratuity, or other

consideration or favor of any kind from anyone other than the municipality:

1. For the performance of an act, or refraining from performance of an act, that he would be

expected to perform, or refrain from performing, in the regular course of his duties; or

2. That might reasonably be interpreted as an attempt to influence his action, or reward him for

past action, in executing municipal business.

F. USE OF INFORMATION

(1) An official or employee may not disclose any information obtained in his official capacity or

position of employment that is made confidential under state or federal law except as authorized

by law.

(2) An official or employee may not use or disclose information obtained in his official capacity or 

position of employment with the intent to result in financial gain for himself or any other person or 

entity.

G. USE OF MUNICIPAL TIME, FACILITIES, ETC.

(1) An official or employee may not use or authorize the use of municipal time, facilities,

equipment, or supplies for private gain or advantage to himself.
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(2) An official or employee may not use or authorize the use of municipal time, facilities, 

equipment, or supplies for private gain or advantage to any private person or entity, except as 

authorized by legitimate contract or lease that is determined by the governing body to be in the 

best interests of the municipality. 

H. USE OF POSITION OR AUTHORITY

(1) An official or employee may not use or authorize the use of municipal time, facilities,

equipment, or supplies for private gain or advantage to himself.

(2) An official or employee may not use or attempt to use his position to secure any privilege or

exemption for him or others that is not authorized by this charter, general law, or ordinance or

policy of the municipality.

I. OUTSIDE EMPLOYMENT

An official or employee may not accept or continue any outside employment if the work 

unreasonably inhibits the performance of any affirmative duty of the municipal position or conflicts 

with any provision of the municipality's charter or any ordinance or policy. 

With the approval of one's department head 'moonlighting" is permissible, provided there is no 

conflict of interest or impairment of work performance for the City. Before outside employment 

begins, employees must present a written request describing the work to be performed. 

Employees missing work because of sickness or injury that can be attributed to outside 

employment will not receive pay or other leave benefits for time lost from their City job unless 

mandated under applicable Federal or State Jaws. Approval of outside employment may be 

withdrawn for any of the above reasons. 

J. ETHICS COMPLAINTS

(1) The City Attorney is designated as the ethics officer of the municipality. Upon the written

request of an official or employee potentially affected by a provision of this chapter, the City

Attorney may render an oral or written advisory ethics opinion based upon this chapter and other 

applicable law. 

(2)(a) Except as otherwise provided in this subsection, the City Attorney shall investigate any 

credible complaint against an appointed official or employee charging any violation of this chapter 

or may undertake an investigation on his own initiative when he acquires information indicating a 

possible violation and make recommendations for action to end or seek retribution for any activity 

that, in the attorney's judgment, constitutes a violation of this code of ethics. (b) The City Attorney 

may request that the governing body hire another attorney, individual, or entity to act as ethics 

officer when he has or will have a conflict of interests in a particular matter. (c) When a complaint 

of a violation of any provision of this chapter is lodged against a member of the municipality's 

governing body, the governing body shall either determine if the complaint has merit, and if so 

determined shall fully investigate the matter and take such action consistent with Ordinance 

Number 818 of the City Code of East Ridge and other applicable Jaw. 

(3) The interpretation that a reasonable person in the circumstances would apply shall be used in 

interpreting and enforcing this code of ethics. 
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(4) When a violation of this code of ethics also constitutes a violation of a Human Resources 

policy, rule, or regulation or a civil service policy, rule, or regulation, the violation shall be dealt

with as a violation of the Human Resources or civil service provisions rather than as a violation of

this code of ethics.

K. VIOLATIONS

An elected official or appointed member of a separate municipal board, commission, committee, 

authority, corporation, or instrumentality who violates any provision of this chapter is subject to 

punishment as provided by the municipality's charter or other applicable law and in addition is 

subject to censure by the governing body. An appointed official or an employee who violates any 

provision of this chapter is subject to disciplinary action. 

SECTION XII - MISCELLANEOUS POLICIES 

A. USE OF CITY VEHICLES AND EQUIPMENT

1. Purpose: The purpose of this regulation is to establish rules for the utilization of both city­

owned vehicles and equipment that are provided for use by employees in the

performance of their official duties.

2. Responsibility: The City Manager shall establish rules to be included in the Standard

Operating Procedures Manual for the public safety departments. The following rules 

apply to all employees (except when specifically exempted by law) who drive or are

authorized to drive and/or operate or use a piece of equipment, tool, or any other piece

of City-owned property. Each director is responsible for insuring that employees of

his/her department, who at any time drive, use, or operate a City-owned vehicle, tool, or 

piece of equipment, are familiar with the requirements/regulations of this policy. 

3. Regulations: 

a. City-owned vehicles, tools, and equipment shall be operated only by persons 

who have received prior authorization from the City Manager or his designee. 

Designees of the City Manager vested with this authority shall have such 

designation in writing; 

b. City vehicles, tools, and equipment shall be used only for official City business 

and shall not be used or borrowed for personal business or pleasure. They shall

not be driven or used outside City limits, except in the performance of City

business, unless authorized by the City Manager or his designee;

c. Except for those employees assigned full-time vehicles, City vehicles may be 

taken overnight only under the authorization of the City Manager; 

d. Employees who are assigned City vehicles may use such vehicles for travel to

and from work but shall not use the vehicle for any personal reason except for 

those trips which are normally associated with travel to and from work and 

during meal breaks. Employee must provide proof of insurance (endorsement for

use of non-owned vehicle);

e. Take-home vehicles will not be assigned to employees living outside the City

whose one-way commute is greater than twenty-five (25) miles from the city

limits of the City of East Ridge;
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f. On-call employees may from time to time be allowed to take a vehicle home. On

such occurrences the rules that apply to those assigned vehicles shall be

followed by those temporarily assigned vehicles;

g. No driver or operator of a City vehicle or piece of equipment shall carry

passengers except another City employee, elected City officials, approved

volunteer personnel, clients, prisoners/suspects, approved ride-along 

participants, or persons engaged in or advising on matters relating to City 

business. In the case where spouses who are accompanying a City employee 

to a meeting/event in which the employee is representing the City - prior 

approval of the City Manager is required. 

h. Any City employees who are assigned a City vehicle and then use the vehicle 

for travel to and from work shall have a fringe benefit charge added to their 

payroll check in accordance with applicable I RS tax laws which specifically 

exempts police and fire vehicles; 

The primary driver or operator of each City vehicle or piece of equipment is

responsible for immediately reporting any vehicle or equipment problems to his

or her supervisor. However, this does not relieve any other driver or operator of

the vehicle from the same responsibilities. The supervisor shall be responsible 

for immediately reporting any vehicle or equipment problems to the department

head;

j. Any damage to a City vehicle or piece of equipment shall be immediately 

reported to the supervisor responsible for that vehicle or piece of equipment. If 

damage also occurs to vehicles or property not owned by the City, the accident 

shall also be reported to the appropriate police department. In most cases TN 

Highway Patrol will be notified and conduct the investigation when an accident 

occurs to a police department vehicle. If outside of their jurisdiction another law 

enforcement agency will be asked to conduct the investigation. All accidents 

shall be reported as soon as possible by the supervisor to the safety officer; 

k. Regulations and procedures regarding the routine maintenance and care of City

vehicles and equipment shall be issued by the department head with City 

Manager approval. Any regulations which the City Manager may issue or which 

he has already issued shall be considered a part of the formal regulations 

concerning the operation of city vehicles and equipment;

I. All drivers and operators of City vehicles and equipment shall have appropriate

(as required by the employee's job description) driver's/operator's licenses 

issued by the State of Tennessee or the state in which the employee resides 

and shall obey all traffic laws, rules, and regulations of the State of Tennessee 

and the City of East Ridge; 

m. Traffic citations, fines, or other actions taken by any police jurisdiction against

any employee while driving or operating a city-owned vehicle or piece of

equipment shall be the responsibility of the employee and may be cause for

disciplinary action;

n. No employee shall operate a City vehicle or piece of equipment while under the

influence of alcohol, any illegal drug, or any prescribed drug, which may impair

his or her ability to operate the vehicle or piece of equipment. Alcoholic 

beverages and illegal drugs are not allowed in any city-owned vehicle or piece of

equipment except in the case of law enforcement activities;

o. Any department may further regulate the use of its vehicles, tools, and 

equipment so long as it is not in conflict with this general policy; 
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p. Smoking in City-owned vehicles is strictly prohibited; 

q. Use of a cell phone while operating a City-owned vehicle is strictly prohibited 

unless using a hands-free device (g_nless exempted by law). 

r, No employee under the age of 21 shall be permitted to drive a City vehicle 

(except a firefighter needing transport to a fire after emergency vehicles have 

departed). 

4. Disciplinary action: Any employee caught misusing and/or abusing city-owned vehicles 

or equipment, carrying any unauthorized persons, using a city vehicle, tool, or piece of 

equipment for other than authorized purposes, or violating these regulations in any other 

way shall be subject to disciplinary action up to and including dismissal. These 

requirements apply also to those positions listed as part-time, seasonal, temporary, and 

volunteer. 

B. DRIVERS LICENSES

Any employee who is required as an employment condition to operate a City vehicle must 

possess and maintain an appropriate valid driver's license. Any employee who drives a City 

vehicle must immediately inform his/her supervisor if his/her license becomes denied, expired, 

restricted, suspended, or revoked. Periodic review of employees' driving records may be 

conducted by the Human Resources Department. 

C. SOLICITATION

Unauthorized solicitation of employees on the premises is strictly prohibited. This prohibition 

applies both to employees and outsiders Solicitation of gifts (for such occasions as resignations, 

retirements, weddings, and births) may be authorized by the City Manager. Contributions may be 

solicited on City property only with the permission of the City Manager. Miscellaneous solicitation 

of contributions within a single department may be made with the permission of the department 

head. 

It should be emphasized that no pressure is to be placed on any employee to make any 

contributions. 

D. PERSONAL COMMUNICATIONS

Employees should keep use of personal cell phones or other personal handheld communication 

devices to a minimum so that the use does not interfere with the employee's work or the City's 

operations. Cell phones shall be turned off or set to silent or vibrate mode during meetings, 

conferences and in other locations where incoming calls may disrupt normal workfiow. If 

employee use of a personal cell phone causes disruptions or loss in productivity, the employee 

may be subject to disciplinary action. 

E. CITY-OWNED ELECTRONIC COMMUNICATION DEVICES

The City may provide and assign City-owned cell phones or electronic communication devices to 

employees when it will enhance employee productivity and provide a higher level of service. 

Business cell phones or electronic communication devices are typically provided to positions that 

require immediate and on-going communication due to management responsibilities, field 
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operations and emergency response purposes. Business cell phones or electronic 

communication devices shall be used for appropriate business purposes in the most cost­

effective manner possible. Since they are provided to conduct City business, the employee 

should limit personal usage to that which is essential. 

The use of business cell phones for essential personal business must be kept to a minimum and 

shall not interfere with the conduct of City business. Department heads may review at any time 

records to monitor appropriate use. The cost of any, applications, enhancements, long-distance 

personal telephone calls, even of an emergency nature, shall be paid by the employee and not 

the City. 

If an individual is abusing the privilege of using a City cell phone or electronic device, disciplinary 

action may be taken, along with discontinuation of the use. 

Employees must be aware that any electronic communication devices owned by the City are 

open to audit for monetary and/or content review. The records of any communications sent or 

received from a City-owned electronic device is subject to inspection by any member of the public 

pursuant to the TN Public Records Act. 

F. CUSTOMER COURTESY

Any contact with customers/citizens should be handled in a professional manner.

Professionalism, politeness, and courtesy are essential. Lack of courtesy and professionalism 

may result in disciplinary action.

G. PERSONAL CONDUCT

Employees are representatives of the City, and as such, are expected and encouraged to 

conduct themselves at all times in a manner so as not to bring discredit upon the City by obeying

all laws of the City, State, and Country.

H. FIGHTING, DISRUPTIVE BEHAVIOR, DAMAGING CITY PROPERTY

Fighting, disruptive behavior, or intentionally defacing or damaging City property are not 

permitted. Employees engaging in these activities will be subject to disciplinary action. 

I. GAMBLING

Gambling is prohibited on City property and will result in discipline. This includes all competitions

where money is wagered, such as cards, dice, lotteries, or sports gambling (football and 

basketball tournaments, animal fights, dog, or horse races, etc.).

J. LOCKERS

Locker rooms and lockers are provided as needed so employees may change their clothing

before and after work, if desired. Employees are expected to furnish their own lock and/or key so 

they may have control over access to the locker; however, employees may assume no 

expectation of privacy as the lockers are the property of the City. The City will assume no liability 

for loss or damage to the contents of lockers. Employees may be requested to open their lockers 
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for periodic housekeeping, inspections, or other occasions when it is appropriate and/or 

necessary, as there is no expectation of privacy. Those who use the locker room are expected to 

assist in keeping them clean and orderly. Any suspicious activity around lockers, as well as 

break-ins and thefts, should be reported to a supervisor. 

K. BULLETIN BOARDS

The City maintains bulletin boards on which important information connected with an employee's

work is posted from time to time. Cooperation is needed in protecting the posted material. All 

material to be placed on the bulletin boards must be approved by the appropriate supervisor

before being posted. 

L. NON-SMOKER PROTECTION ACT 

The City complies with the Non-Smoker Protection Act of 2007 which prohibits smoking in all

public places such as buildings, equipment, and City-owned vehicles. All employees who operate

City-owned vehicles are prohibited from smoking in the vehicle or piece of equipment This

includes other occupants that are transported in the vehicles. Violators of this policy will be

subject to disciplinary action. 

M. HUMAN RESOURCES RECORDS

The City will collect, retain, use, disclose, and maintain the confidentiality of employee information

as required by law.

Personnel, payroll, medical and confidential files for each employee are kept on file and 

maintained in a secure manner by the Human Resources Department. The Human Resources 

File for each employee may contain, but not be limited to the following information:

1. Human Resources action forms noting position and wage information;

2. Other documentation related to an employee's job performance;

3. Employment documentation including application and resume, employee data sheet,

and income tax deduction forms;

4. Outside employment forms;

5. Official commendations, training and education records including certificates and

diplomas; 

6. Complete documentation pertaining to all disciplinary matters and corrective actions; 

7. Information relative complaints of discrimination and harassment filed by the 

employee; and,

8. All applicable benefit records. All medical records shall be kept in a separate file for 

each employee. 

It is the responsibility of each employee to update personal information including change of 

address, telephone number, marital status, draft status, beneficiaries, number of dependents, or 

completed education/training maintained in the Human Resources file by notifying the Human 

Resources Department. The City shall not be held liable when incorrect withholding, wrong 

beneficiaries, or loss of employee benefits result from the failure of any employee to keep Human 

Resources records current. 
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Collection, Retention, and Use of Personal Information 

The City will strictly follow the requirements of applicable laws regarding information collection 

concerning race, color, religion, gender or gender identity, age, national origin, disability, military 

status, communication with an elected public officials, free speech, refusing to participate in or 

remain silent about illegal activities exercising a statutory constitutional right or any right under 

clear public policy, political affiliation, genetic information or any other basis protected by law. 

The following basic principles will be applied in collecting and retaining personal information: 

1. The Human Resources Department shall maintain a complete (master) file of each

employee's records; 

2. Each department head may maintain a file on each employee in his/her charge. The file 

shall be limited to performance documentation, attendance records, official memos,

letters, and information related to an employee's salary history. All information contained

in this file must also be present in the master file;

3. Payroll data may be kept separately from the personnel file and the departmental file,

although both may include information about an employee's salary history;

4. Employee information may be collected from employees whenever possible, but the City 

may use outside sources for other information where allowed by law. 

5. Worker's Compensation documents will be maintained in a separate file in the custody of 

the Human Resources Department.

6. Medical information obtained from City provided medical examinations are the property of

the City and will be maintained in a secured file system separate from an employee's 

official personnel or payroll file. Medical information may include, but not be limited to the 

following: benefit documentation such as health insurance forms, fitness for duty 

examinations, drug testing results, medical information related to leaves of absence, 

inoculation records, etc. These documents will be maintained in a secured file system 

that is not open for public inspection.

Employees' Access to Human Resources Records and Management Files 

Employees may have access to and review their own Personnel files during normal business 

hours. If the employee disagrees with any information found therein, the employee may submit a 

written disagreement to the Human Resources Department, which will be attached to the specific 

document in the file(s). Contents of employee files may not be removed. An employee desiring to 

access the Human Resources file of another employee must follow the procedures for public 

records requests. 

Disclosure of Applicant and Employee Records and Information 

The content of applicant and employee personnel files is open to public inspection under the 

Tennessee Public Records law; however, some personal information has been deemed 

confidential under state and federal law. Only the City Manager or designee is authorized to 

disclose information about applicants and employees to outside inquirers. Confidential 

information shall only be disclosed under the following circumstances: 

1. Properly identified and duly authorized law enforcement officials without a warrant when

investigating allegations of illegal conduct by applicants and employees 

2. Legally issued summonses or judicial orders, including subpoenas and search warrants;

and
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3. Others as legally allowed by state and federal law 

Requests for copies of detailed applicant and employment information shall be made in writing 

and should be directed to the Human Resources Department who will then forward to the 

appropriate departments. Requests for public inspection of applicant and employee records shall 

be directed to the Human Resources Department who will then inform the appropriate 

departments. 

Police Department applicant and employment records may be exempt from public access 

pursuant to state law. All requests for applicant and employment records shall be reviewed by the 

Chief of Police on a case by case basis. When a request is for a professional, business, or 

official purpose, and includes a request for personal information as defined by T.C.A. § 10-7-

504(9), the Chief of Police (or custodian of files) must notify the officer prior to disclosure. The 

officer must be given a reasonable opportunity to be heard to oppose the release of the 

information. If the Chief of Police decides not to disclose personal information, the requester must 

be notified within two (2) business days from the request and the files shall be released with 

personal information redacted. 

All public records requested shall be promptly provided as per the city's open records policy. 

Confidential information will be redacted out of any Human Resources files that are requested for 

inspection, as per Tennessee Law. Adequate time will be allotted to allow for redaction of such 

information as allowed by law. All requests will be completed promptly, and in a responsive and 

timely manner. 

In all such matters, the employee shall be notified within seventy-two (72) hours of the records 

inspection and/or provision of copies. Police officers shall be informed that an inspection has 

taken place or copies have been provided; the name, address, and phone number of the 

person(s) making the request; person(s) for whom the request was made; and the date of 

inspection and/or the provision of copies. Exceptions for non-police employees may be made to 

release limited general information, such as the following: (a) employment dates; (b) position 

held; and (c) location of job site. 

N. COMPUTER USE AND MONITORING

The computer resources are the property of the City and should be used for legitimate business 

purposes. While personal use of City computer resources is not forbidden, it is discouraged. 

Personal use shall be minimal and shall not interfere with the performance of the employee's job 

or other employees' job duties and responsibilities. Employees are permitted access to the 

computer resources to assist them in performing their jobs. Confidential information should not 

be provided using e-mail or shared with individuals who are not employed by the City without 

authorization. 

No one may use loopholes within the computer security systems, acts of deception, or knowledge 

of a special password to damage computer systems, compromise sensitive information, obtain 

extra resources, take resources from another employee, gain access to systems, or use systems 

from which proper authorization has not been given. Employees may not impersonate other 

individuals or misrepresent themselves to gain access to or compromise the City's information 

technologies. 
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The internet, e-mail or voice mail should not be used to solicit others to promote personal events 

or causes, commercial ventures, religious or political causes, outside organizations or other non­

business matters. Employees are prohibited from uploading, posting, e-mailing, or otherwise 

transmitting any unsolicited or unauthorized advertising, promotional materials, junk mail, chain 

letters, pyramid schemes or any other form of solicitation. No one may use the City's computer 

resources for personal financial gain by posting messages that promote the products or services 

of a local business or their awn product or services. 

Use of the computer resources is a privilege that may be restricted or revoked at any time. All 

information contained in the computer resources and all documents generated there from are for 

the exclusive use of the City in connection with the conduct of its business and are the sole 

property of the City. 

Waiver of Privacy Rights 

Employees expressly waive any right of privacy in anything they create, store, send or receive 

using the computer resources. Employees consent to allowing the City to access and review all 

materials employees create, store, send or receive using the computer resources. 

Inappropriate or Unlawful Material 

Material that is, or could reasonably be regarded as, derogatory or discriminatory on the basis of 

race, color, religion, gender or gender identity, age, national origin, disability, military status, 

genetic information or any other basis protected by law, or is fraudulent, harassing, sexually 

explicit, profane, obscene, intimidating, defamatory or otherwise unlawful, may not be sent, by e­

mail or other forms of electronic communication (such as bulletin board systems, news groups 

and chat groups) or displayed on or stored in the computer resources. Any such material 

received by electronic transmission from a source outside of the City should be deleted 

immediately. 

Misuse of Software 

The City purchases and licenses the use of various computer software programs. Without prior 

authorization and proper licensing, employees may not do any of the follawing: a) copy software 

for use on their home computers; (b) provide copies of software to any third person; (c) install 

software or hardware on any City computer resources; (d) download any software from the 

internet or other online service to any City computer resources; (e) modify, revise, transform, 

recast or adapt any software on any computer resources. 

Compliance with Laws and Licenses 

In their use of computer resources, employees must comply with all software licenses and 

copyrights and all state, federal and international laws governing intellectual property and online 

activities. 

Communication of Confidential Information 

Unless expressly authorized by the city, sending, transmitting, or otherwise disseminating 

confidential information is strictly prohibited. 
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Use of Encryption Software 

Employees may not install or use encryption software on any City computers without first 

obtaining written permission from the City Manager. 

Monitoring Usage 

The City monitors any and all aspects of the use of computer resources. The circumstances 

under which monitoring of computer resources will occur includes: monitoring sites visited by 

employees on the internet, monitoring chat groups and news-groups, reviewing material 

downloaded or uploaded by employees to the internet, and reviewing e-mail sent and received by 

others. Employee violations of any of the provisions outlined in this policy may subject employee 

to disciplinary action. 

Public Records 

All correspondence sent and/or received by employees related to city business is public record 

under the Tennessee Public Records Act and may be subject to public inspection under the law. 

0. SOCIAL MEDIA USE AND INTERNET POSTING

This policy applies to every employee, whether regular part time, regular full time, currently 
employed by the City In any capacity who posts any material whether written, audio, video or 
otherwise on any website, blog or any other medium accessible via lhe Internet. 

For purposes of this policy social media is content created by individuals using accessible and 
scalable technologies through the Intern el Examples of social media include but are not limited to 
the following: Facebook, biogs, RSS, You Tube, Twitter, Snapchat, lnstagram, Unkedln, 
discussion forums, and onllne collaborative information and publishing systems that are 
accessible to internal and external audiences (i.e. wikis, including Wikipedia). 

Employees shall abide by the terms of use and rules and guidelines of each individual social 
media platform utilized. By posting on the City sites, the City Is granted Irrevocable, perpetual, 
non-exclusive license to use and distribute content for any purpose. commercial, advertising, or 
otherwise. 

Employees who violate the terms of this policy are subject to discipline up to and including 
termination. 

An employee may not characterize him or herself as represenUng the City directly or indirectly or 
a departmenl of the City, in any online posting unless pursuant to this policy or at the direction of 
the City Manager. 

All City social media sites and platforms directly or indirectly representing to be an official 
statement of the City must be created pursuant to this policy and be approved by the City 
Manager. 

The City shall coordinate the upkeep of content on social media sites created pursuant to this 
policy. 

Any City social media site ls subject to the Tennessee's Publi.c Records Act (T.C.A. § 10-7-101, 
et seq.) and no social media site shall be used to circumvent or otherwise violate this law. All 
lawful records requests for information contained on a social media site shall be directed to the 
City Recorder and will be fulfilled by any employee whose assistance is necessitated. Every 
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social media site shall contain a clear and conspicuous statement referencing the aforementioned 
state laws. All official postings on a social media site shall be preserved, to the extent possible 
and allowable in each platform, in accordance with any applicable retention policy. 

Administration of City's social media sites. 

1. The Information & Technology staff will review, test, and technically approve social media 
tools and implementation for use by City staff. 

2. The staff will maintain a list of all City social media sites, including login and password 
information. Employees will inform the City Manager of any new social media sites.

3, The City must be able to Immediately edit or remove content from social media sites. 

Accounts and pages should, where possible, feature the official City name and logo. The City's 
social media platforms are also encouraged to use official City Graphic Identity Standards for 
color, logo, seal, type font, marks, etc. 

Rights and permissions must be secured before posting, sharing or distributing copyrighted 
materials, including but no! limited to: music, art, copyrighted photographs or !exts, portions of 
copyrighted video, or information considered proprietary by a city employee. vendor. affiliate or 
contractor. Secure written permission prior to using/incorporating any copyrighted or proprietary 
materials except when such material is covered under Fair Use provisions. 

In most cases, a release must be obtained to post, share, or distribute images of non-employees 
whose images are identifiable. 

An employee must not post content that could be construed as placing a customer, employee, or 
other individual in a negative or false light. 

An employee must not post content that might cause someone to believe that hfs name, image, 
likeness, or other identifying aspect of his identity is being used, without permission, for 
commercial purposes. 

Commercial use of the City's social media is strictly prohibited. Employees should not post any 
content to a City's social media platform for their financial gain or for the financial gain of any 
other person or entity. 

Use of the City's social media to support or oppose individual political candidates, political parties, 
or any ballot measure is strictly prohibited. 

Non-City social media 

This section applies·to city employees posting content to non-city created social media platforms 
in their personal capacity. Employees are prohibited from posting anything on the internet that 
could be construed as an act of unlawful harassment, a threat, or other evidence of 
discrimination. Employees should limit their personal internet activities to non-working hours, 
meal periods and/or rest breaks. 

Employees are strictly prohibited from posUng or displaying comments about the City and/or its 
employees. constituents, suppliers, and/or business partne·rs that are vulgar, obscene, 
threatening, intimidating, harassing or that are in violation of the City's workplace policies, 
practices, and/or work rules. 

The simultaneous use of a City email address, job tfUe, official City name, or logo in conjunction 
of a posting shall be evidence of an attempt to represent the City in an official capacity. Other 
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communications leading a reasonable viewer to conclude that a posting was made in an official 
capacity shall also be deemed evidence to represent the City in an official capacity. 

Any postings on non-City social media made in an official capacity may be subject to the 
Tennessee Open Records Act. 

A City employee posting on a social media site shall take reasonable care not to disclose any 
confidential information in any posting. 

When posting in a personal capacity an employee should take reasonable care to distinguish that 
his/her content is a personal expression and not that of the agency. 

P. RECORDING AND CAMERA DEVICES

Use of electronic recorders by City employees are prohibited, except when the use of an audio

recorder is part of the employee's job responsibilities as strictly defined within his/her job

description. Electronic recordings are allowed during official City meetings and other various

board meetings. Audio recordings may also be utilized during disciplinary hearings for 

documentation purposes at the discretion of the City Manager.

Q. DRESS CODE

Personal appearance and manner of dress is an important part of your job responsibilities. 

Employees are expected to dress and groom in a manner which reflects good taste and which is 

appropriate for the type of work performed. Since all employees deal with co-workers and the 

public on a daily basis, personal hygiene is a requirement. Employees should ensure their 

personal hygiene will not be offensive to others around them. This includes but is not limited to

scented body products, perfume/cologne, oral hygiene, and body odor. Specific dress codes vary

based on the position held and whether the job requires the use of a uniform.

1. Uniforms:

In departments where uniforms are required to be worn, all employees are expected to wear the 

uniform according to departmental policy. All uniforms are expected to be kept in neat and good 

condition. Depending on the department an employee is assigned to, the City may either furnish 

a uniform or pay the employee a uniform allowance. 

2. Administrative Employees

Employees who do not regularly meet with the public should follow basic requirements of safety 

and comfort but should still be as neat and business-like as working conditions permit. 

Administrative employees who deal with the pubic are expected to dress in a manner that is 

professional and that projects a positive image for the City. 

Employees are required to adhere to the following guidelines: 

Clothing should be worn and fit in such a manner that it does not expose the abdomen, chest, or 

buttocks areas. 

Clothing should be free of sexually related references, foul language, or messages that suggest 

or promote the use of illegal drugs or alcohol. 
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Body piercing jewelry will only be worn on the ear. No other areas of the body should be visible 
with body piercing jewelry. In keeping with a professional image, visible tattoos shall not be 
obscene as determined by the Department Head or City Manager. 

Employees may not wear halter tops, beachwear, sports jerseys, shorts, work-out attire, or 
distracting, offensive or revealing clothes on any day of the work week. 

The Department Head or designee may choose to authorize a particular day or day of the week 
during which casual clothing may be worn. On designated casual days, employees may wear 
sports jerseys or blue jeans. 

An employee who does not meet the standards of this policy will be subject to corrective actions, 
which may include leaving the work location to correct the dress code violation. Any work time 
missed because of failure to comply with this policy will not be compensated, and repeated 
violations of this policy may be cause for disciplinary action. 

R. WEAPONS POLICY

In an effort to ensure the City of East Ridge maintains a workplace safe and free of violence for 
all employees, the City prohibits the possession or use of dangerous weapons on City property 
except for commissioned police officers and those in positions exempted by state law. Dangerous 
weapons" include firearms, explosives, knives, and other weapons that might be considered 
dangerous or that could cause harm. 

Possession or use of an illegal weapon as defined by T.C.A. §39-17-1302 while on City owned, 
leased, or controlled property, or while operating City owned, leased, or controlled vehicles is 
prohibited. Under Tennessee law, however, employees who have valid handgun carry permits 
are allowed to bring a firearm and ammunition onto the City's parking lot provided that the firearm 
and ammunition are kept in the employee's vehicle in accordance with T.C.A. §39-17-1313. The 
firearm and ammunition, however, may not be removed from the vehicle while it is on City 
property. Removal of the firearm and ammunition from the vehicle may result in discipline, up to 
and including immediate discharge. The City will not discharge or take any adverse employment 
action against an employee solely for transporting or storing a firearm or firearm ammunition in an 
employer parking area in a manner consistent with T.C.A. §39-17-1313(1aD. 

City property is defined as all City-owned or leased buildings and surrounding areas such as 
sidewalks, walkways, driveways and parking lots under the City's ownership or control. This 
policy applies to all City-owned or leased vehicles and all vehicles that come onto City property. 

Employees are responsible for making sure that any item possessed by the employee is not 
prohibited by this policy, 

S. NON RETALIATION

It is the City's policy and practice to maintain the highest ethical standards, and to create a 
workplace free of inappropriate or unlawful behavior, in which people are encouraged to share 
their concerns with the City without fear of retaliation. Consequently, at the City of East Ridge, no 
adverse action will be taken against any employee, former employee, agent or third party for 
complaining about, reporting, participating or assisting in the investigation of a suspected violation 
of the City's Code of Conduct, City policy, or applicable law, unless the allegation made or 
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tnformation provided is found to be intentionally false or not made or provided in good faith To 

the maximum extent possible, the City will maintain the confidentiality of all complaints. All 

allegations of retaliation will be investigated, and if appropriate, disciplinary action will be taken, 

up to and including termination 

SECTION XIII - SEPARATIONS AND DISCIPLINARY ACTIONS 

A. TYPES OF SEPARATIONS

All separations of employees from positions with the City shall be designated as one of the

following types and shall be accomplished in the manner indicated: resignation, layoff, disability, 

death, retirement, or dismissal/discharge. At the time of separation and prior to final payment, all 

records, assets, and other City property in the employee's custody must be transferred to the 

department. Any amount due for failure to return City property may be withheld from the 

employee's final compensation, Deductions from pay cannot result in the employee being paid 

less than the federal minimum wage. 

B. RESIGNATION

In the event an employee decides to leave the City's employ, a two (2) week notice should be 

given to his/her supervisor so that arrangements for a replacement can be made. In such a case, 

employees will be expected to return any/or all City equipment assigned. An unauthorized 

absence from work for a period of three (3) consecutive working days may be considered by the 

City Manager as a resignation. 

If a former employee returns to City employment, his/her status of seniority, pay, leave, etc., will 

be the same as any new employee beginning work for the first time. 

C. LAYOFF/REDUCTION IN FORCE

To establish an effective and equitable process in the event that a reduction-in-force is 

necessary. A reduction-in-force may be determined by the City Manager. 

This policy applies to all employees. If a reduction-in-force becomes necessary, consideration 

shall be given to organizational needs, the quality of each employee's service, and then length of

service in determining retention. 

For the purpose of this policy, it is understood that upon determination that a reduction-in-force 

becomes necessary, a RIF plan may be implemented based on the circumstances. 

The City retains the right, at any time, to abolish positions and terminate the employment of

employees because of economic necessity, reorganization to improve efficiency, and other

operational reasons. 

D. DISABILITY

An employee may be separated for disability when he/she cannot perform the essential functions 

of the job because of a physical or mental impairment that cannot be accommodated without 
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undue hardship or that poses a direct threat to the health and safety of others. Reasonable 

accommodations may include transfer to a comparable position for which the individual is 

qualified, job restructuring, light duty and/or physical restructuring of the workplace. A request for 

an accommodation must be initiated by the employee and must be supported by medical 

evidence. The medical evidence must show that the disability prevents the employee from 

performing the essential functions of the job. The City may require an examination at its own 

expense to be performed by a licensed physician of its choice. If there is a disagreement the 

employee may request a second examination performed and paid for by the employee. In the 

event of a disagreement in the two opinions, a third opinion may be obtained with both parties 

sharing the cost of the examination. 

E. RETIREMENT

Retirement is defined as voluntary withdrawal from City employment by an employee eligible to

receive retirement benefits under Social Security, or the Tennessee Consolidated Retirement 

System. Retirement benefits are based upon the regulations of the retirement system in which 

the employee is enrolled and any other applicable provisions that may be in effect at the time of

that employee's retirement.

All regular full-time employees with the City are eligible to receive employer contributions in the 

City's retirement plan. Contributions will begin with the first pay period of continuous

employment with the City. Membership in this plan is mandatory for eligible employees and is

contributory for the employee. Part-time and temporary status employees are not eligible for

membership in any City sponsored retirement plan.

For details on retirement policies in effect, please contact the Human Resources Department for

a copy of the TCRS Retirement Guide and applicable documentation.

F. DEATH

Separation shall be effective as of the date of the death of an employee. Upon the death of a 

regular full-time employee, his/her beneficiary (as specified with TCRS) will receive his/her next

due payroll check and pay for accrued and unused vacation leave time.

G. DISMISSAL/DISCHARGE

All employees are 'at will' and the City is an 'at will' employer under Tennessee law. Employees 

have no property rights to employment. The City reserves the right to change any and all such 

policies, practices, and procedures in whole or in part at any time, with or without notice to 

employees. 

H. DISCIPLINARY ACTION

All City employees are employees not under an employment-agreement are at-will of the City. 

The City reserves the right to discipline, suspend or fire any employee at any time and for any

reason, good or bad, with or without cause or for no reason at all, as allowed by law. There may

be occasions when the City takes disciplinary actions short of termination against employees. 

These actions in no way create a property right in employment for at-will employees.
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In some instances, a specific incident in and of itself may justify severe initial disciplinary action; 
however, the action to be taken may depend on the seriousness of the incident and patterns of 
past performance and conduct 

Example types of disciplinary action are, in no particular order: 

1. Verbal reprimand, 
2. Written reprimand, 
3. Suspension, 
4. Demotion, and 
5. Dismissal 

I. DISMISSAL

The City Manager may dismiss an employee from City service. In some circumstances the City 
Manager may authorize a department head to carryout a dismissal. Reasons for dismissal may 
include, BUT ARE NOT LIMITED TO: 

1. Misconduct; 
2. Negligence; 
3. Incompetency or inefficiency in performing duties; 
4. Conviction of a criminal offense or of a malfeasance involving moral turpitude; 
5. Violating any lawful and reasonable regulation, order, or direction made or given by a 

superior, or insubordination that constitutes a serious breach of discipline; 
6. Being intoxicated, drinking any intoxicating beverages, or being under the influence of a 

drug or narcotic while on duty; 
7. Theft, destruction, carelessness, or negligence of City property; 
8. Disgraceful personal conduct or language toward the public, vendors, or co-workers; 
9. Unauthorized absences or abuse of leave privileges; 
10. Incapacity to perform the essential functions of a job because of a permanent or chronic 

physical or mental defect that cannot be reasonably accommodated; 
11. Accepting any valuable consideration that was given with the expectation of influencing 

the employee in performing his/her duties; 
12. Falsifying records or using official position for personal advantage;
13. Loss of an employee's driver's license and driving privileges by due process of law when 

the employee's position makes operating a motor vehicle necessary in performing his/her 
duties; or 

14. Violating any of the provisions of the City charter, Human Resources regulations, or 
these rules. 

J. GRIEVANCE PROCEDURES

The City does not provide a formal grievance process. Both supervisors and employees are 
expected to make every effort to resolve problems as they arise. Employees who have further 
disagreements may discuss it with their immediate supervisor, a higher-level supervisor, and/or 
the Human Resources Manager or City Manager. City employees have no rights to continued 
employment with the City. Employees may be dismissed for cause, for no cause, for any cause 
as long as the dismissal does not violate federal and state law. 
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ACKNOWLEDGEMENT OF RECEIPT 

Acknowledgement of Receipt 

City of East Ridge Human Resources Regulations, Revision __ 11112022 ________ _ 

This is to acknowledge that I have received a copy of the City of East Ridge ("the City") Human 

Resources Regulations, and understand that it outlines certain City policies, procedures and benefits as 

may exist at the time of publication. I understand that it is my responsibility to familiarize myself with all 

information within the Human Resources Regulations. 

By signing below, I understand that the Human Resources Regulations do NOT constitute a contract or 

agreement of any kind; rather it is merely a statement of policies and procedures. I understand that the 

contents of the Human Resources Regulations do not confer any rights on or promises to me or 

guarantee my employment for any period of time .• I understand that the City can alter, eliminate, or 

otherwise change any policy, information, or benefit described in the Human Resources Regulations and 

it is my responsibility to review the manual periodically to observe any recent changes. I acknowledge 

that any updates to this policy will be communicated via employee postings and updates will be placed in 

supervisor manuals. 

By signing below, I understand that my employment with the City is employment at will and can 

be tenninated by me or the City at any time for any reason or no reason. Employees have no 

property rights to employment. I understand that, although other tenns and conditions of my 

employment may change, this at-will employment relationship will remain in effect throughout my 

employment with the City. I understand that this at-will relationship may not be modified by any 

verbal or implied promises or agreements. I understand that no employee has a right to 

continued employment by virtue of anything stated or inferred in the Human Resources 

Regulations. 

By signing below, I understand that nothing in the Human Resources Regulations or any summary 

brochure or employee handbook should be deemed to be a promise by the City to provide any benefit. 

Rather, the City reserves the right to alter or eliminate any benefit, without notice, at any time. 

By signing below, I understand that the Human Resources Regulations replaces (supersedes) any and all 

prior City policies and any and all prior City Human Resources regulations, employee handbooks or 

manuals, and any information contained in any such prior policy, handbook, or manual is no longer in 

effect. I understand that the Human Resources Regulations are the property of the City and is to be 

returned to the City when employment with the City ceases. 

Employee Printed Name Employee Signature 

Date 
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City of East Ridge 
1517 Tombras Avenue 
East Ridge, Tennessee 37412 
(423)867-7711 • www.eastridgetn.gov 

RESOLUTION NO. 3242 

TO: Mayor, Council and City Manager 

FROM: Diane Qualls, CMFO 

DATE: 02/21/2022 

RE: Purchase of Leaf Machine 

MEMO 

Finance Department 
Diane Qualls, Director 

Staff is requesting that Council approve the purchase of a 2022-year model Freightliner Leaf Machine 
with in-cab controls at a cost of$ 250,000. With the purchase of this equipment, our plan is to declare 
the red leaf machine as surplus as with its age parts are no longer available; and the yellow leaf vacuum 
will be used as a backup for the new machine. 

The purchase will be made through the Sourcewell Purchasing Alliance Membership# 99529. 

The funds to pay for this purchase will be as follows: 

FEMA/TEMA Reimbursement 
Fund Balance (Solid Waste) 

$ 157,520 
$ 92,480 

As of 06/30/2021, the fund balance of the Solid Waste Fund is$ 520,126 

Brian Williams Mike Chauncey 
Mayor Vice-Mayor 

Jacky Cagle 
Councilmember 

Esther Helton 
Councilmember 

Andrea Witt 
Councilmember 

Chris Dorsey 
City Manager 



RESOLUTION 3242 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF 

EAST RIDGE, TENNESSEE TO APPROVE THE PURCHASE 

OF ONE 2022 FREIGHTLINER AUTOMATIC DUAL STEER 

WITH PAC-MAC LV-25 CUBIC YARD LEAF MACHINE 

TOTALING $250,000.00, FROM STRINGFELLOW 

EQUIPMENT COMP ANY UTILIZING THE SOURCEWELL 

COOPERATIVE PURCHASING AGREEMENT, MEMBER­

SHIP NO. 99529 

WHEREAS, the City of East Ridge is in need of replacing a leaf vacuum trailer with 
another piece of equipment due to age; and 

WHEREAS, the situation has been discussed with the City Council for the need of 
purchasing a leaf vacuum vehicle to ensure more reliability and efficiency to our leaf pickup 
service; and 

WHEREAS, the City desires to purchase one 2022 Freightliner Automatic Dual Steer 
with Pac-Mac lv-25 cubic yard leaf machine totaling $250,000.00 from Stringfellow 
Equipment Company utilizing the Sourcewell Cooperative Purchasing Agreement, 
Membership No. 99529. 

NOW, THEREFORE, BE IT RESOLVED by the Mayor and Council of the City of 
East Ridge, Tennessee that the purchase of one 2022 Freightliner Automatic Dual Steer with 
Pac-Mac lv-25 cubic yard leaf machine totaling $250,000.00 from Stringfellow Equipment 
Company utilizing the Sourcewell Cooperative Purchasing Agreement, Membership No. 
99529 be approved. 

Resolution No. 3242 
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Adopted this ____ day of _______ , 2022. 

Attest: 

Christopher J. Dorsey, City Manager 

Approved as to Form: 

Mark W. Litchford, City Attorney 

Brian W. Williams, Mayor 

Resolution No. 3242 
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02/15/2022 

INC. 
TRUCK BODIES • REFUSE EQUIPMENT• STREET SWEEPERS • SEWER CLEANERS 

PARTS & SERVICE 

QUOTE FOR CITY OF EAST RIDGE, TN 

SINCE 1934 

2022 YEAR MODEL FREIGHTLINER M2 106, DIESEL, AUTOMATIC 

DUAL STEER WITH PAC-MAC L V-25 25 CUBIC YARD LEAF MACHINE 

WITH IN CAB CONTROLS. 74HP KUBOTA ENGINE, HYDRAULIC BOOM, 

HYDRAULIC DRIVE CONTROLS, REMOVEABLE TOP VENT COVERS, 

BOTTOM EXHAUST FOR DUST, REMOVEABLE HIGH STRENGTH 

IMPELLER HOUSING LINER AND DEFLECTOR PLATE, AND 

HYDRAULIC BUBBLE DOOR 

INTERNATIONAL CHASSIS MAY BE AVAILABLE AS AN OPTION 

$250,000 FOB EAST RIDGE, TN 

PRICE GOOD FOR 30 DAYS 

DELIVERY MAY OR JUNE 2022 

PRICE DOES NOT INCLUDE ANY APPLICABLE TAXES 

KEVIN COOMBES 423.321.2479 KEVIN@STRINGFELLOW.BZ 

2021 EAST 23RD STREET* CHATTANOOGA, TN 37404 

2710 Locust Street · Nashville, TN 37207 
615/226-4900 · Toll Free: 1-800-832-4404 · Fax: 615/226-8685 

www.stringfellow.bz 



City of East Ridge 
1517 Tombras Avenue 
East Ridge, Tennessee 37412 
(423)867-7711 • www.eastridgetn.gov

RESOLUTION NO. 3243 

TO: Mayor, Council and City Manager 

FROM: Diane Qualls, CMFO 

DATE: 02/21/2022 

RE: Purchase of Sanitation Truck 

MEMO 

Finance Department 
Diane Qualls, Director 

Staff is requesting that Council approve the purchase of a 2022 Dual Steer International to replace a 
truck that was wrecked. The cost ofthis vehicle is$ 266,000. 

The purchase will be made through the Sourcewell Purchasing Alliance Membership# 99529. 

The furids to pay for this purchase will be as follows: 

Insurance R.ecovery 
Fund Balance (Solid Waste) 

$164,947 
$ 101,053 

As of 06/30/2021 the fund balance of the Solid Waste Fund was$ 520,126, with this purchase and the 
LeafVac the fund balance will decrease to$ 326,593. 

Brian Williams Mike Chauncey 
Mayor Vice-Mayor 

Jacky Cagle 
Councilmember 

Esther Helton 
Councilmember 

Andrea Witt 
Councilmember 

Chris Dorsey 
City Manager 



RESOLUTION N�. 3243 

A RESOLUTION OF THE CITY COUNCIL OF 
THE CITY OF EAST RIDGE, TENNESSEE TO 
APPROVE THE PURCHASE OF ONE 

SANITATION VEHICLE TOTALING $266,000.00 
FROM STRINGFELLOW EQillPMENT 
COMP ANY UTILIZING THE SOURCEWELL 

COOPERATIVE PURCHASING AGREEMENT, 
MEMBERSHIP NO. 99529 

WHEREAS, the City of East Ridge had a Sanitation vehicle that was rear-ended in a 
wreck and was totaled; and 

WHEREAS, the situation has been discussed with the City Council for the need of 
purchasing a replacement sanitation vehicle to help ensure that garbage and brush removal 
service are not interrupted; and 

WHEREAS, the City desires to purchase one 2022 Dual Steer International Chassis 
with Cummins Engine and a Heil 24 cubic yard Liberty Automated Side Load Body from 
Stringfellow Equipment Company utilizing the Sourcewell Cooperative Purchasing 
Agreement, Membership No. 99529. 

NOW, THEREFORE, BE IT RESOLVED by the Mayor and Council of the City of 
East Ridge that the purchase of one 2022 Dual Steer International Chassis with Cummins 
Engine and a Heil 24 cubic yard Liberty Automated Side Load Body in the amount of 
$266,000.00 from Stringfellow Equipment Company, utilizing the Sourcewell Cooperative 
Purchasing Agreement, Membership No. 99529 be approved. 

Resolution No. 3243 
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Adopted this ____ day of ____ _ _ _  _, 2022. 

Attest: 

Christopher J. Dorsey, City Manager 

Approved as to Form: 

Mark W. Litchford, City Attorney 

Brian W. Williams, Mayor 

Resolution No. 3243 
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02/10/2022 

1'/lfKGFELLrOIT 
INC. 

TRUCK BODIES • REFUSE EQUIPMENT • STREET SWEEPERS • SEWER CLEANERS 

PARTS & SERVICE 

QUOTE FOR THE CITY OF EAST RJDGE, TN 

STRINGFELLOW IS PLEASED TO PROVIDE QUOTE FOR A: 

SINCE 1934 

2022 DUAL STEER INTERNATIONAL CHASS]S WITH A CUMMINS 

ENGINE AND A HEIL 24 CUBIC YARD LIBERTY AUTOMATED SIDE 

LOAD BODY MEETING THE CITY OF EAST RIDGE SPECIFICATIONS 

$266,000 

PRJCE GOOD FOR 120 DAYS 
DELIVERY 60 DAYS AFTER RECEIPT OF CHASSIS 

PRICE DOES NOT INCLUDE ANY APPLICABLE TAXES 

KEVIN COOMBES 423.321.2479 KEVIN@STRINGFELLOW.BZ 

2021 EAST 23RD STREET CHATTANOOGA TN 37404 

2710 Locust Street · Nashville, TN 37207 
615/226-4900 · Toll Free: 1-800-832-4404 · Fax: 615/226-8685 

www.stringfellow.bz 



Discussion of Management Agreement for 
Camp Jordan Soccer 



City of East Ridge 
1517 Tombras Avenue 
East Ridge, Tennessee 37412 
(42.3)867-7711 • www.eastridgetn.gov Building and Codes Department 

AGENDA MEMORANDUM 

TO: Mayor, Council; City Manager 

FROM: Michael Howell, Chief Building Official 

SUBJECT: Rezone of 1023 South Seminole Drive and tax parcel# 156N F 015.02. 

DATE: February 15, 2022 

On February 7th, 2022, Asa Engineering petitioned the East Ridge Planning Commission to 
rezone the properties located at 1023 South Seminole Drive from R-1 (residential district) and an 
unaddressed property in the 3000 block of Ringgold Road, tax map #156N F 015.02 from 0-1 
(office district) & C-2 (general commercial district) to R-3 (apartment district). 

The Planning Commission approved the request. Asa Engineering has requested the rezone case 
move forward to city council for review and approval. 

Brian Williams 
Mayor 

Mike Chauncey 
Vice-Mayor 

Jacky Cagle 
Councilmember 

Esther Helton 
Councilmember 

Andrea Witt 
Councilmember 

Chris Dorsey 
City Manager 
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Ill. 

RPA 

CASE NUMBER: 2022-0030 

Chattanooga-Hamilton County Regional Planning Agency 

Zoning Change Application Form 

Date Submitted: 12/22/2021 

Sections 1-7 below to be filled out by Applicant- RPA staff will assist if needed 

l Applicant Request 

Rezone From: 0-1, C-2, R-1 

2 Property Information 

Rezone To: R-3 Total acres in request area: 4.8 

Property Address: 1023 S Seminole Dr and an 

unaddressed prnperty in the 3000 blk of Ringgold Rd 

Property Tax Map Number 156N-F-015.02 & 016 

3 Proposed Development 
Reason for request/Project Apartment Development 

description: 

4 Site Characteristics 
Current Use: Vacant and Single Family House 

Adjacent Uses: Commercial and Single Family Residential 

S Applicant Information 
Name: ASA Engineering (C/0 Allen Jones) 

Address (street, city, state, zip): 714 Cherry St, Chattanooga, TN 37402 

Phone: 423-805-3700 Email: ajones@asaengineeringinc.com 

Primary Contact (if differ.ent than applicant information): 

Address (street, city, state, zip): 

Phone: Email: 

+- If the Applicants Information is the same as the Property Owners, please check the box to the left. 

6 Property Owner Information Only fill out this section if applicant is not the property owner. RPA requires a letter of 

authorization from the property owner confirming that the applicant has permission to file this application on their behalf 

Owner Authorization Letters are available through the RPA. 

Name: Shreenathji Properties, LLC & Pragnesh Patel 

Address (street, city, state, zip): 1015 S Seminole Dr, Chattanooga, TN 37412 

Phone: 423-710-2328 Email: pj@patriatinsinc.com 

7 Applicant Signature and Consent 
By signing below, I verify that am the property owner, or have been authorized to act as an agent on behalf of the 
applicant or owner. I have read and understand the information provided in the RPA Application Policy, and 
agree to adhere to the policies of the RPA and responsibilities of the applicant as outlined. 

11 Application 
x Property Cards 
JI Application Fee: $295 
x Notice signs 
Municipality: East Ridge 
County Commission District: 8 
PC meeting date: East Ridge 
Staff Recommendation

X Site Plan 
X Deeds 

CheclulSt 

x Ownership Authorization 
x Plats 

Cash JI Credit Check 
Number of notice signs: 2 

Planning District: 6 Neighborhood: Missionary Ridge 
City Council District: 0 
Application processed by: Jennifer Ware 

PC Action/Date: Legislative Action/Date/Ordinance: 



Chattanooga-Hamilton County Regional Planning Agency 

CASE NUMBER: 2022-0030 

PROPERTY ADDRESS: 1023 S Seminole 

Drive and 3000 Blk of Ringgold Road 

JURISDICTION: East Ridge 

APPLICANT: ASA Engineering c/o Allen 

Jones 

TAX MAP PARCEL ID: 156N-F-015.02 & 

016 

REQUEST: Rezone from 0-1, C-2, R-1 to 

R-3 for multi-family apartment

development.

PROPERTY OWNER: Shreenathji 

Properties, LLC & Pragnesh Patel 

SIZE OF REQUEST AREA: 4.8 acres 

REASON FOR REQUEST/PROJECT DESCRIPTION: A request to rezone from 0-1 Office District, C-2 General Commercial, and R-

1 Residential to R-3 Residential Apartment District to develop multi-family apartments. 

PROPERTY DESCRIPTION 

EXISTING LAND USE ACCESS 

Vacant ( Tax Map 156N-F-015.02) 

Single-Family (Tax Map 156N-F-016) 

SURROUNDING LAND USES 

North: Commercial 

East: Commercial/Single-Family 

South: Single-Family 

S. Seminole Dr. and Ringgold Rd.

West: Vacant 

PROPOSED RESIDENTIAL DENSITY 

15 du/ac 

ADJACENT RESIDENTIAL DENSITY 

1 du/ac 

NATURAL RESOURCES 

There are slopes present on the 

property with an approximate 50% 

grade. 

ZONING HISTORY 

ZONE DISTRICT 

COMPATIBILITY 

ZONING 

• Case 2006-0023 was a request to rezone one of the parcels (3118 Ringgold Rd.) included in this

request to R-3 Residential Apartment District for an apartment complex. The Planning Commission

approved the staff recommendation which was to "approve, subject to a maximum of 10 units as

shown on site plan." The East Ridge City Council denied the case due to having an issue with zoning a

property from commercial to residential.

• Case 2018-0097, a request to rezone these parcels from 0-1, C-2, and R-1 to R-3 Residential

Apartment District for an apartment complex with 80 units. The request was denied by East Ridge

City Council through ordinance #1080.

USE CURRENT 0-1 

ZONE 

Single-Family /Zlwhen located in 

Residential same building as 

principle 

permitted use 

Multi-Family /Zlwhen located in 

Residential same building as 

principle 

permitted use 

Commercial 0 

Office � 

Institutional � 

Lodging 0 

DEVELOPMENT CURRENT0-1 

STANDARDS ZONE 

Lot Size N/A 

CURRENT C-2 

ZONE 

/2gwhen located in 

same building as 

principle 

permitted use 

/ZIWhen located 

in same building 

as principle 

permitted use 

� 

0 

0 

0 

CURRENT C-2 

ZONE 

N/A 

CURRENT R-1 

ZONE 

0 

0 

0 

0 

0 

PROPOSED R-1 

ZONE 

10,000 sf with 

public sewer 

PROPOSED R-3 

ZONE 

0 

0 

0 

0 

PROPOSED R-3 

ZONE 

One lot of 10,000 

sf plus 2,000 sf for 

each additional 



Case Number: 2022-0030 

unit (on sewer) 

Lot Frontage 60' N/A 75' 60' 

Setbacks Front: 25' Front: 25' Front: 25' Front: 25' 
Side: 10' when Side: 10' Side: 10' Side: 10' 

abutting Rear: 25' against R- Rear: 25' Rear: 25' 
residential 1, R-2, R-3, R-55, 

district RZ-1, or RT-1 
Rear: 25' when 

abutting 
residential 

district 

Building Height 2 Yz stories or 35' No building shall 2 Y, stories or 35' 2 Yz stories or 35' 
except for exceed in height except for except for 

every foot of the shortest every foot of every foot of 
additional distance from additional additional 

height over 35', the building to height over 35', the height over 35', the 
building nearest building building 

shall be set back 1 boundary of a shall be set back 1 shall be set back 1 
additional Residentia I additional additional 

foot from all district foot from all foot from all 
property lines property lines property lines 

Density N/A N/A N/A 18 du/ac 

DISCUSSION OF STAFF RECOMMENDATION 

D Yes D No � See Comments 

D Yes D No � See Comments 

D Yes 0 No � See Comments 

D Yes D No � See Comments 

COMPATIBILITY WITH COMPREHENSIVE PLAN 

The Hamilton County Comprehensive Plan's Development Policy Identifies these 
parcels as falling within Development Intensity Level 5. Level 5 areas are considered 

areas that have a high road network density and are in close proximity to a major 
road intersection, and have the most potential for infill and redevelopment that is 
urban, walkable, and the most potential for future public services and facilities. 

These areas are usually highly populated and developed, and development patterns 
include a wide range of residential and non-residential uses and densities. 

COMPATIBILITY WITH ADJACENT LAND USES 

The parcels are surrounded by single-family residences to the east, west, and south. 

The parcels to the north are developed commercial uses including self-storage, small 

corner store, and wholesale/warehousing. The commercial development extends up 

to the intersection of S Seminole and Ringgold Road. 

COMPATIBILITY WITH DEVELOPMENT FORM 

The surrounding development form is larger lots with one and two-story single­

family residences to the east, west, and south. There is a commercial node that 

extends down S Seminole Road and along Ringgold Road. 

CONCERNS REGARDING LOCATION, LIGHTING, OR HEIGHT 

The introduction of multi-family development in this area may cause negative 

impacts on adjacent residences, specifically related to increased parking, traffic, and 

on-site lighting. If the application is approved, conditions related to landscaping, 

parking, and lighting may need to be considered. The following conditions of 
restricting access to Ringgold Road, number of units, increased landscaping against 
residences, and dumpster location may need to considered. 
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2022-0030 Rezoning from 0-1, C-2 & R-1 to R-3 
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RPA 

2022-0030 Rezoning from 0-1, C-2 & R-1 to R-3 
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2022-0030 Rezoning from 0-1, C-2 & R-1 to R-3 
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2022-0030 Rezoning from 0-1, C-2 & R-1 to R-3 
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City of East Ridge 
1517 Tombras Avenue 
East Ridge, Tennessee 37412 
(423)867-7711 • www_eastridgetn.gov Building and Codes Department 

AGENDA MEMORANDUM 

TO: Mayor, Council; City Manager 

FROM: Michael Howell, Chief Building Official 

SUBJECT: Rezone of 1503 & 1509 McDonald Rd. 

DATE: February 15, 2022 

On February 7th, 2022, Asa Engineering petitioned the East Ridge planning commission to 
rezone the properties located at 1503 McDonald Rd, tax map # 169L- M -019 & 1509 McDonald 
Rd, tax map# 169M- H- 018 from C-1 (tourism commercial district) & C-2 (general 
commercial district) to M-3 (warehouse and wholesale district) 

The Planning Commission approved the request, Asa Engineering has requested the rezone case 
move forward to city council for review and approval. 

Brian Williams 
Mayor 

Mike Chauncey 
Vice-Mayor 

Jacky Cagle 
Counci/member 

Esther Helton 
Councilmember 

Andrea Witt 
Councilmember 

Chris Dorsey 
City Manager 



Chattanooga-Hamilton County Regional Planning Agency 

Zoning Change Application Form 

CASE NUMBER: 2022-0023 Date Submitted: 12/21/2022 

Sections 1-7 below to be filled out by Applicant- RPA staff will assist if needed 

1 Applicant Request 

Rezone From: C-1 & C-2 Rezone To: M-3 Total acres in request area: 0.93 

Z Property Information 

Property Address: 1503 & 1509 McDonald Rd Property Tax Map Number 169M-H-018 & 169L-M-019 

3 Proposed Development 

Reason for request/Project Self-storage 

description: 

4 Site Characteristics 

Current Use: Motel and single family house 

Adjacent Uses: Residential, Gas Station, Motel 

5 Applicant Information 

Name: ASA Engineering (c/o Allen Jones) 

Address (street, city, state, zip): 714 Cherry St, Chattanooga, TN 37402 

Phone: 423-805-3700 Email: ajones@asaengineeringinc.com 

Primary Contact (if different than applicant information): 

Address (street, city, state, zip): 

Phone: Email: 

� If the Applicants Information is the same as the Property Owners, please check the box to the left. 

6 Property Owner Information Only fill out this section if applicant is fil11 the property owner. RPA requires a letter of 

authorization from the property owner confirming that the applicant has permission to file this application on their behalf. 

Owner Authorization Letters are available through the RPA. 

Name: SRRP LP & Shiv 2 LLC 

Address (street, city, state, zip): 1503 McDonald Rd, East Ridge, TN 37412 

Phone: 423-505-6360 Email: v727investments@gmail.com 

7 Applicant Signature and Consent 

By signing below, I verify that am the property owner, or have been authorized to act as an agent on behalf of the 
applicant or owner. I have read and understand the information provided in the RPA Application Policy, and 

agree to adhere to the policies of the RPA and responsibilities of the applicant as outlined. 

x Application 

x Property Cards 

x Application Fee: $635 Cash 

x Notice signs 

Municipality: East Ridge 
County Commission District: 8 

PC meeting date: East Ridge 

Staff Recommendation 

x Site Plan 

X Deeds 

Checkfist 

Credit 

x Ownership Authorization 

x Plats 

x Check 3873 

Number of notice signs: 1 

Planning District: 6 Neighborhood: None 
City Council District: O 

Application processed by: Jennifer Ware 

PC Action/Date: Legislative Action/Date/Ordinance: 



Chattanooga-Hamilton County Regional Planning Agency 

CASE NUMBER: 2022-0023 APPLICANT: ASA Engineering c/o Allen Jones PROPERTY OWNER: SRRP LP & Shiv 

2 LLC 

PROPERTY ADDRESS: 1503 & 1509 

McDonald Road 

TAX MAP PARCEL ID: 169M-H-018 & 169L­

M-019 

SIZE OF REQUEST AREA: 1.41 acres 

JURISDICTION: East Ridge REQUEST: Rezone from C-1 & C-2 to M-3 

REASON FOR REQUEST/PROJECT DESCRIPTION: Rezone from C-1 Tourism Commercial & C-2 General Commercial District to 

M-3 Warehouse and Wholesale District for proposed self-storage warehouses.

PROPERTY DESCRIPTION 

EXISTING LAND USE TRANSPORTATION 

Motel (Tax Map 169L-M-019) 

Single Family Residence (Tax Map 

169M-H-018) 

SURROUNDING LAND USES 

North: Commercial 

East: Single-Family/Multi-Family 

South: Single-Family 

McDonald Road is a Local Street. 

ZONING HISTORY 

ZONE DISTRICT 

COMPATIBILITY 

West: Commercial/Single-Family 

ZONING 

• Case 2019-0119, a request to rezone 1509 McDonald Road from R-1 Residential to C-2 General

Commercial District. The request was approved by East Ridge City Council subject to conditions

through ordinance #123. The conditions state the following: the developer will construct a six-foot

privacy fence or a privacy fence and berm equal to six feet and the height of the building will be

restricted to two stories.

• Case 2010-0085, a request to rezone the 6600 Block of Ringgold Road and the 1500 Block of Fincher

Avenue from R-1, C-1, and C-2 to R-3 Residential Apartment District. The request was approved by

East Ridge City Council subject to conditions through ordinance #880. The conditions state the

following: new lighting installed as part of the redevelopment of this site shall be directed down and

away from adjacent single-family residential uses, type "C" landscape buffer/screening installed

around the perimeter of the site where the property abuts R-1 residential zone in accordance with

the East Ridge Landscape Regulations, natural vegetation can be retained and used as buffer if it

meets the intent of the East Ridge Landscape Provisions, a subdivision plat submitted and recorded

abandoning property lines so as to combine the site into one overall development entity, and

redevelopment of the site shall address and comply with the floodplain regulations of the City of East

Ridge.

USE 

Single-Family 

Residential 

Multi-Family Residential 

Commercial 

Institutional 

Warehouse/Wholesale 

CURRENT C-1 ZONE 

0 

D 

CURRENT C-2 ZONE 

� When located in 

same building as 

principle permitted 

use 

� When located in 

same building as 

principle permitted 

use 

j:gJ 

r8l 

� 

PROPOSED M-3 ZONE 

D 

D 



Case Number: 2022-0023 

D Yes 0 No 

D Yes D No 

D Yes ONo 

D Yes 0 No 

DEVELOPMENT 

STANDARDS 

Lot Size 

CURRENT C-1 ZONE 

N/A 

N/A 

Front: 25' 
Side: 10' 

CURRENT C-2 ZONE 

N/A 

N/A 

Front: 25' 
Side: 10' 

PROPOSED M-3 ZONE 

N/A 

Lot Frontage 

Setbacks 

N/A 

Front: 25' 

Rear: 25' against R-1, R-
2, R-3, R-55, RZ-1, or 

RT-1 

Rear: 25' against R-1, R-
2, R-3, R-55, RZ-1, or 

RT-1 

Building Height No building shall exceed 
in height the shortest 
distance from building 
to nearest boundary 

of a Residential district 

No building shall exceed 
in height the shortest 
distance from building 
to nearest boundary 

of a Residential district 

Side: 25' when against a 
residential district 

Rear: 25' when against a 
residential district 

35' except for 
every foot of additional 

height over 35', the 
building 

shall be set back 1 
additional 

foot from all property 
lines 

DISCUSSION OF STAFF RECOMMENDATION 

IXJ See Comments 

� See Comments 

IZI See Comments 

IX! See Comments 

COMPATIBILITY WITH COMPREHENSIVE PLAN 

The Hamilton County Comprehensive Plan's Development Policy Identifies these 

parcels as falling within Development Intensity Level 5. Level 5 areas are considered 

areas that have a high road network density and are in close proximity to a major 

road intersection, and have the most potential for infill and redevelopment that is 

urban, walkable, and the most potential for future public services and facilities. 

These areas are usually highly populated and developed, and development patterns 

include a wide range of residential and non-residential uses and densities. 

COMPATIBILITY WITH ADJACENT LAND USES 

The parcels are both currently zoned for commercial uses but are surrounded by 

single-family residential uses to the east, west, and south. Parcels to the north 

contain existing commercial uses and abut a major roadway. The proposed M-3 

Warehouse and Wholesale district will limit uses to warehouse and office uses only, 

which will not introduce more intense uses into the area. 

COMPATIBILITY WITH DEVELOPMENT FORM 

The surrounding development form is single-family, one-story cottages to the south, 

east, and west with commercial development leading up to the intersection of 

McDonald and Ringgold Road. The commercial strip extends along Ringgold Road. 

CONCERNS REGARDING LOCATION, LIGHTING, OR HEIGHT 

The proposed zoning change to M-3 Warehouse and Wholesale district will limit 

allowable uses compared to the current zoning. This will limit the possibility of 

nuisance issues. The proposed development should follow site design and 

development standards required by East Ridge, which will likely require landscape 

buffering, etc. 

2 
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TO: 

FROM: 

Mayor and Council 
City Manager 

PARKS & REC 

323 Camp Jordan Parkway 

East Ridge, TN 3741.2 

{423) 490-0078 

AGENDA MEMORANDUM 

6:00 pm Council Meeting 

MEMORANDUM 

Shawnna Skiles, Interim Parks and Recreation Director 

SUBJECT: Remote Area Medical Clinic 

DATE: February 21, 2022 

Bob Nevil with Remote Area Medical (RAM) has requested to use Camp Jordan Arena September 
8-10, 2023 at no charge. This event provides free Health, Dental & Vision procedures on site to
people that cannot afford to pay. This is a free service to the community. Staff recommends
waiving the rental fee for Remote Area Medical in 2023.




