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This handbook has been prepared for the employees of the Washington County Highway
Department to provide each of you with the basic information concerning the policies
and procedures of the Highway Department. A brief summary of employee benefits,
employee rights, and employee responsibilities are included. It is revised on a periodic
basis as the need arises.
Please read this handbook carefully and it should answer any questions you might have.
If you should have other questions, please feel free to direct them to your foreman.
In this handbook you will find the holidays we observe, the pay periods, employee fringe
benefits and many other helpful details regarding your employment. Please keep it with
your employee benefit plan booklet to refer to if any question occurs.
If I can be of assistance to you in any way, please contact the office.
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INTRODUCTION, AMENDMENT & SUPERINTENDENT’S AUTHORITY
This Handbook was developed to provide general information and guidelines
regarding Washington County’s policies and procedures for employees; however,
it does not contain promises to any employee about how any particular situation
will be handled. It is a guide to assist employees in becoming familiar with some of
the benefits and obligations of employment with the Washington County Highway
Department (the “Highway Department or “WCHD”), including its policy of at-will
employment.
This Handbook revokes and supersedes all prior handbooks, amendments, and
any policy or communication related to the Handbook. This Handbook is not an
exclusive statement of all the terms and conditions of employment with the
WCHD.
The policies, benefits, practices and procedures covered herein are
subject to change without advance notice, and the WCHD reserves the right to
make final decisions as to the interpretation of each policy, benefit, practice and
procedure covered herein.
As provided herein and in T.C.A. § 5-23-106, none of the guidelines in this
Handbook are intended to give rise to contractual rights or obligations between
the WCHD and its employees, or to be construed as a guarantee of employment for
any specific period of time or any specific type of work. These guidelines, except
for the policy of employment at-will, are subject to modification, amendment or
revocation by the WCHD at any time, without notice. However, nothing with this
handbook is intended to interfere with an Employee’s right to negotiate the terms
and conditions of his or her employment.
Employees are responsible for ensuring that they have the most up-to-date version
of the Handbook. All questions pertaining to information found in this Handbook
should be referred to the Highway Superintendent or the WCHD Main Office. By
accepting employment, Employees agree to conform to any changes, deletions, or
additions to these policies and procedures during the course of their employment.
Failure to follow the policies and requirements contained in this Handbook may
subject the Employee to disciplinary action up to and including termination.
Adoption & Amendment
Adoption and amendment of this Handbook shall be in a manner consistent with the procedure
set forth in T.C.A. § 5-23-101 et seq.
Employees are responsible for following up-to-date rules, policies and procedures implemented
by the WCHD. Prior to relying on the provisions of this Handbook, Employees should check
with the WCHD Administrative Office to see if any amendments or revisions to this Handbook
have occurred.
Highway Superintendent’s Authority
Pursuant to the County Uniform Highway Law, T.C.A. § 54-7-101 et seq., and T.C.A. § 5-23-108,
the Highway Superintendent is the chief administrative officer and head of the WCHD with
authority over WCHD operations, personnel policies, hours of work and wages, total number of
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employees, job classifications and requirements, and WCHD policies and practices concerning
hiring, compensation, promotions, transfers, layoffs, discipline, termination and other
employment matters for the Employees of the WCHD.
Definitions
Employee:
A person employed by the WCHD for salary or wages as defined under the federal
Fair Labor Standards Act, 29 U.S.C. § 201 et seq., as amended, and T.C.A. § 5-23-102.
Employer: Where used herein, Employer means the Washington County Highway Department,
including, but not limited to, its agencies, offices, and departments. The terms “Employer” and
“Highway Department” and “WCHD” may be used interchangeably herein and are understood
to be the same.
Foreman: An Employee who oversees and manages a crew of 10 or more WCHD Employees.
Supervisor:
An Employee with oversight and management responsibilities and duties as
assigned by Chief Administrative Officer of the WCHD.
References herein to the WCHD Administrative Office refer to the office located at 608 Depot
Street, Jonesborough, Tennessee 37659.
EMPLOYMENT-AT-WILL STATUS
The WCHD is an at-will employer and as such there is no guarantee of continued
employment of any length of time for any Employee. Either the Employee or the
WCHD may terminate the employment at-will, without cause or prior notice, at
any time. Neither this Handbook nor any of the WCHD’s policies, benefits or
procedures may be construed to create a contract of employment or any other legal
obligation, express or implied, regarding the employment of anyone by the
Department. As provided in T.C.A. § 5-23-106, none of the guidelines or policies
contained herein are intended to give rise to contractual rights or obligations
between the WCHD and its Employees, or to be construed as a guarantee of
employment for any specific period of time or any specific type of work for any
Employee.
DISCIPLINE & TERMINATION
Standards of Conduct & Discipline
Employees are expected to observe “common sense” rules: honesty, good conduct, a concern for
the job, safe work practices and to adhere to generally acceptable good behavior in our
relationship with each other, including honesty, courtesy, dependability, sobriety, use of sound
judgment, and working cooperatively with co-workers and customers. Employees that choose to
deliberately disregard workplace rules, absenteeism policies or reasonable standards of conduct
will be subject to disciplinary action varying from an oral warning to termination. When an
Employee is given an oral warning as a matter of discipline, a notation of the oral warning may
be placed in the employee’s personnel file at the discretion of the Highway Superintendent or
the Employee’s Foreman or Supervisor, as necessary.
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Employees are expected to conduct themselves in a manner consistent with the high standards
of the WCHD, including honesty, good behavior, concern of job performance, considerate
treatment of fellow WCHD Employees, safe work practices, courtesy, dependability, sobriety,
use of sound judgment, and cooperation. Employees are prohibited from engaging in any
conduct in violation of WCHD workplace rules and policies, including, but not limited to, the
following:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Absenteeism, tardiness, or abuse of employee leave or benefit policies;
Destruction of WCHD, Washington County, or other public or private property;
Theft, deceit, dishonesty or fraudulent behavior;
Reporting to work under the influence of drugs or alcohol or use of the same during
working hours;
Disloyalty to the aims and ideals of the WCHD;
Inefficiency, poor work performance, insubordination or failure to carry out instructions
or assignments;
Failure to abide by WCHD safety rules and policies, including, but not limited to, the
safety rules and policies listed in this Handbook, or conduct that places the Employee or
others in danger;
Conviction of a criminal charge;
Abusive or inconsiderate treatment of, violence, or threats of violence against other
Employees or any person;
Any behavior, conduct or action below the standards of conduct set by the WCHD or
which reflects poorly upon the Employee or the WCHD.

Employees engaging in any conduct in violation of WCHD workplace rules or policies may be
subject to disciplinary action up to and including termination, including, but not limited to oral
or written reprimands which shall become part of the Employee’s permanent personnel record,
suspension, termination, or any other appropriate action consistent with the circumstances in
the discretion of the Employee’s Foreman, Supervisor or the Highway Superintendent.
Final decision-making authority regarding conduct, discipline and/or termination for all WCHD
Employees, Foreman and Supervisors rests with the Highway Superintendent.
Termination
In the event an Employee is dismissed, the Employee is required to return the Employee’s time
card, keys and any other WCHD or Washington County property in the Employee’s possession
to the WCHD Main Office prior to receipt of the Employee’s final paycheck.
Resignation
An Employee wishing to resign his or her position should notify his or her Supervisor or the
Highway Superintendent in writing no less than ten (10) working days prior to the expected
termination date. Failure to provide such a notice will be recorded in the Employee’s personnel
file and may be considered if the Employee applies for any future position with the WCHD. The
Highway Superintendent may waive the requirement of ten (10) working days’ notice prior to
the effective date of termination. The Employee is required to return the Employee’s time card,
keys and any other WCHD or Washington County property in the Employee’s possession to the
WCHD Main Office prior to receipt of the Employee’s final paycheck.
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WCHD Telephone Usage; Mobile Phones & Texting
Employees are discouraged from using the WCHD telephone system for personal calls during
regular working hours except in the event of an emergency. Employees are reminded that they
represent the WCHD and Washington County at all times when utilizing the WCHD telephone
system.
Personal mobile phones may only be used during lunch periods or authorized breaks.
Employees authorized to use personal mobile phones in connection with their duties for the
WCHD are authorized to continue said use for said purposes, but are otherwise subject to the
remainder of this policy.
Employees operating WCHD-owned vehicle, equipment or operating a personal vehicle for
WCHD purposes shall not make or take any phone calls for business or personal reasons, text
messaging, electronic mail, or otherwise use a mobile phone while operating said vehicle, unless
using a hands-free device compliant with State and Federal Law. (Employees who need to use a
mobile phone in such circumstances must proceed to a safe location and stop the vehicle prior to
use.)
COMPENSATION & BENEFITS
Pay Plan
The pay plan adopted by the Washington County Board of County Commissioners for the
WCHD in 1993 established salary grades for each job classification which reflects the knowledge,
skills and abilities required to fill the positions in that classification. The pay plan also
established salary ranges within each salary grade. The plan is designed to provide for merit pay
increases to Employees as a reward for superior service to the WCHD.
The WCHD reserves the right to provide merit pay increases at its sole discretion. Merit pay
increases are not automatic based upon time of service or any other metric. The WCHD will give
careful consideration to each requested or recommended merit pay increase based upon the
abilities of the Employee and any other factors deemed important by the WCHD.
Exempt and Nonexempt Employees
Nonexempt Employees are covered by the overtime provisions of the Fair Labor Standards Act
and will receive time and one-half in compensatory time (or overtime compensation, if
applicable) for all time actually worked beyond forty (40) hours in one workweek in accordance
with this Handbook and the policies and procedures of the WCHD. Time off such as holiday,
annual leave, sick leave or leave of any other type does not count as time worked.
Exempt Employees (including, but not limited to, WCHD Foreman) are not covered by the
overtime provisions of the Fair Labor Standards Act. and will be paid a regular periodic salary
on the basis of a forty (40) hour workweek. There are several categories of exempt employees,
including those in bona fide executive, administrative, and professional positions. Exempt
employees do not receive compensatory time regardless of time worked. Washington County
prohibits deductions from an exempt salaried Employee’s pay except as allowed under the FLSA
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and applicable state law. Classifying a position as exempt or nonexempt is made on the basis of
comparing actual job duties with criteria established by the Department of Labor. A job title, for
example, is not sufficient data to classify a job as exempt from overtime status. Responsibility
for classifying WCHD positions as exempt or nonexempt lies with the Highway Superintendent.
Workweek & Work Schedule; Time Cards
The WCHD workweek begins at 12:01 a.m. on Sunday of each week and ends at 11:59 p.m.
(midnight) on the following Saturday. The regular work schedule for the WCHD is Monday
through Friday from 7:30 a.m. until 4:00 p.m., with one half hour for lunch.
During daylight saving time, which begins on the second Sunday of March, the WCHD work
schedule will be Monday through Thursday from 6:30 a.m. until 5:00 p.m., with one half hour
for lunch. The WCHD will return to the regular work schedule after Labor Day at the discretion
of the Chief Administrative Officer of the WCHD. While on the modified daylight saving time
schedule from March until Labor Day, an Employee will be paid for ten (10) hours on each
holiday.
In the event additional hours are required to meet existing conditions or emergency situations,
the WCHD Foreman or the Highway Superintendent will notify each Employee as necessary.
The WCHD may contact Employees to work additional hours to remove trees, clear debris, or
other tasks as necessary. In the event an Employee is contacted, the Employee shall be
compensated for a minimum of four (4) hours of work for reporting to duty. No one will be
allowed to stay after working hours at any time to work on personal items such as vehicles, etc.
for any reason.
The WCHD is required to accurately maintain wage and hour records for each Employee. To
ensure accurate records, All Employees are responsible for utilizing the electronic timekeeping
methods required by the WCHD, with beginning and ending work times, including unpaid meal
break times, for each day. This is necessary for payroll calculation of each Employee’s earnings.
All Employees shall provide the most complete information to the WCHD Administrative Office.
Anyone who willfully falsifies a time record will be subject to immediate dismissal and any other
penalties provided by law.
Meal Breaks; Other Breaks
Each Employee shall be and is provided a thirty (30) minute unpaid meal break if said Employee
is scheduled to work six (6) hours consecutively. This break is time set aside for each Employee
to eat or rest. The time is not considered part of the basic workday and no compensation is
earned during this period. Employees are required to return to work from meal break in a
timely manner as required by their Supervisor or Foreman.
A workday may not be shortened by “working through” or reducing the unpaid meal break on a
voluntary basis, nor can compensatory time or overtime compensation be earned by “working
through” or reducing the unpaid meal break without prior approval from the Highway
Superintendent.
Employees may be permitted to take breaks from time to time at the discretion of their
Foreman, Supervisor, or the Highway Superintendent. Such break time shall be considered a
privilege and not a right and shall not interfere with the operation or performance of the WCHD
or its work schedules, responsibilities or departments. In no event shall such a break exceed
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fifteen (15) minutes. Break times shall not reduce the amount of hours worked by an Employee
under the Fair Labor Standards Act.
Acting & Assistant Foreman
In the event that a WCHD Foreman is absent due to sickness, on approved leave of absence, or
on FMLA leave for a period longer than eight (8) weeks, the WCHD Employee who assumes the
position of acting Foreman for the period will be compensated according to the Foreman’s pay
schedule and the employee’s experience for the period until the regular foreman returns to work.
If the Foreman does not return to work, the acting Foreman will receive Foreman’s pay
according to the Foreman’s pay schedule and the employee’s experience until a new Foreman is
appointed by the Highway Superintendent.
In the event that a WCHD Foreman is on any type of approved leave for less than eight (8) full
weeks, after the first week of the Foreman being absent from work, the assistant Foreman or
acting Foreman will assume the Foreman’s responsibilities and be compensated by receiving
eight (8) hours of compensatory time for each week that the assistant or acting Foreman
assumes the Foreman’s responsibilities. In the event that a WCHD Foreman is on any time of
approved leave for less than one (1) full week, no additional compensation will be given to the
acting or assistant Foreman.
Overtime/Compensatory Time
In accordance with the Fair Labor Standards Act, the WCHD grants non-exempt employee’s
compensatory time off or overtime compensation for hours worked in excess of forty (40) hours
per workweek. Employees shall complete an annual agreement with the WCHD to elect either
overtime pay or compensatory time prior to the beginning of each new fiscal year.
Compensatory time will be granted at time and one-half for all time actually worked beyond
forty (40) hours in one week. When given, overtime is paid at the rate of one and one half times
the Employee’s rate of pay while the work is performed.
Employees are not permitted to voluntarily begin work early, or work after hours, to extend their
workday for the purpose of accumulating compensatory time or overtime compensation. Prior
approval from the Highway Superintendent, or the Superintendent’s designee, is required for
any adjustment to an Employee’s work schedule. The Highway Superintendent reserves the
right to instruct any Employee not to report to work or work only a portion of a day to minimize
accrual of compensatory time or overtime compensation.
Compensatory time is cumulative to a maximum of 200 hours for all non-exempt Employees.
No hours of compensatory time may be accrued beyond the applicable maximum. An Employee
that reaches the 200-hour maximum threshold will be notified by the Employee’s Supervisor,
Foreman or the Highway Superintendent that the Employee must leave work unless it causes
difficulty in daily operation of the WCHD. All non-exempt Employees shall be paid overtime
compensation for hours of overtime that exceed the 200-hour maximum threshold.
Subject to approval by the Highway Superintendent, WCHD Employees may use accrued
compensatory time within a reasonable period after making the request if their absence does not
unduly disrupt the operations of the WCHD. Any compensatory time accrued by an Employee
at the time of separation or termination will be paid in full to the Employee as required by law.
Compensatory time may not be used to replace lost time due to suspension or any other
disciplinary measure.
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The WCHD hereby allows WCHD employees with accumulated compensatory time to transfer
compensatory time to another WCHD employee who is off work due to disability caused by
sickness or illness and/or time off work without pay due to a family sickness or emergency. The
transfer of compensatory time is not intended to be used for any purposes other than for
sickness or illness of an employee or immediate family member. The employee receiving the
compensatory time must have exhausted their accrued time and may not be receiving any other
compensation during the time that compensatory time is transferred to them; for example:
workers compensation disability, supplemental disability pay from an insurance policy,
receiving disability, or receiving income from a second job or business. WCHD Employees may
give another employee accumulated compensatory time but the transfer of accumulated
compensatory time is subject to approval by the Highway Superintendent and must be approved
prior to the transfer. The employee transferring the time must sign a document granting
permission for the compensatory time to be transferred. This document will be filed at the
WCHD Administrative Office with the time records.
Pay Periods & Salary Deductions
WCHD Employees are paid on a biweekly basis every other Friday. There are twenty-six (26) pay
periods each year.
All payroll checks are direct deposited into an account of the Employee’s choice. When making a
change regarding his or her direct deposit, an Employee must contact the Washington County
Employee Benefits Department no later than ten (10) days prior to the next regularly scheduled
payroll date.
Certain deductions will be made from each Employee paycheck, including federal tax
withholding, social security withholding, Medicare withholding, and any other applicable federal
or state taxes that may apply in the future. Eligible Employees may also voluntarily authorize
other deductions from their paychecks to cover the costs of participation in additional benefit
and retirement programs offered either by Washington County or by third parties, such as
AFLAC.
Employees should review each paycheck for errors. Any Employee with questions regarding a
paycheck or a deduction from their pay, or any Employee who believes improper deductions
have been made from his or her pay or that his or her pay is otherwise incorrect, must report the
concern to the WCHD Administrative Office immediately. The WCHD will promptly investigate
all complaints of paycheck errors. In the event any improper deductions have been taken from
an Employee’s paycheck, or otherwise any errors made, the WCHD will promptly take corrective
action, including reimbursing an employee for any improper deductions.
Garnishments & Levies

In the event a garnishment or similar proceeding is instituted against an Employee, the WCHD
will deduct the required amount from the Employee’s paycheck as required by law or court
order. Employees are required to verify that all correspondence regarding a garnishment or
similar proceedings are delivered to the Washington County Payroll Department at 100 East
Main Street, 2nd Floor, Jonesborough, TN 37659.
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EMPLOYEE BENEFITS & RETIREMENT
Overview & Eligibility
This section provides an overview of the benefits currently offered to WCHD Employees by
Washington County, Tennessee, including applicable limitations and restrictions. It is not
intended as and should not be construed as a promise or commitment by the WCHD or
Washington County to provide any benefit to Employees. Benefits offered to Employees are
subject to change at any time in the sole discretion of the WCHD or Washington County without
amendment to this Handbook. In the event of any conflict between this Handbook and Plan
documents that apply to employee benefit coverage, the Plan documents shall control.
Employees that work a minimum average of thirty (30) hours per week each quarter are eligible
for benefits, including medical coverage, dental coverage, vision coverage, life insurance, and
flexible benefits options as offered. If an Employee’s hours drop below thirty (30) hours per
week on a quarterly basis, eligibility for these benefits will be lost and the Employee (and the
Employee’s covered dependents) will be offered COBRA coverage. Temporary employees,
seasonal employees, interns, etc. are not eligible for benefits or coverage.
Employees are responsible for listing only dependents who are eligible for coverage as defined
by the Plan rules and documents. If a covered dependent becomes ineligible based on the Plan
rules, or any other status change occurs, it is the Employee’s responsibility to notify the
Washington County Benefits Coordinator within thirty (30) days of the status change. This
includes: dependent status change, address change, divorce, marriage, birth, adoption,
reduction in work hours, or any other change that could affect benefit plan eligibility.
Waiting Periods; Effective Dates & Termination
Employee benefits are effective the first day of the month following two full months of
employment with the WCHD. For example, an Employee hired January 18 would become
eligible for benefits effective April 1 and deductions would not start until April 1. Benefits end
the last day of the month in which an Employee is actively at work. If an Employee does not
receive sufficient compensation to cover the Employee’s portion of all premiums, the Employee
will be required to submit a personal check to cover his or her portion of the benefit costs or the
coverage will be terminated.
Medical, Dental and Vision Coverage; Flexible Spending Accounts
Employees must enroll for coverage at new hire, annual open enrollment or within 30 days of a
qualifying life event. Employees are provided complete benefits packets at new hire orientation.
Additional packets and other information about current medical plans and premiums may be
obtained by contacting the Benefits Coordinator. If you enroll in medical, dental and/or vision
coverage, identification cards will be mailed to your home address. Employees are responsible
for the employee portion of the coverage premiums, as determined by Washington County.
Retirees of Washington County are eligible to remain on the County Employee Insurance Plan
until age sixty-five (65) and are responsible for paying half of the monthly premium.
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Flexible spending accounts allow an Employee’s medical out-of-pocket expenses and dependent
care expenses to be paid with pre-tax dollars. An Employee electing this benefit will choose an
annual dollar level based upon individual or family needs to be deducted pre-tax. There are
minimum and maximum deduction limits for flexible spending accounts. Employees are not
required to enroll in Washington County’s health insurance plan in order to participate in a
flexible spending account. Employees may enroll during the annual open enrollment period.
Re-enrollment is required each year to continue participation. The Benefits Department will
provide open enrollment information to employees.
Annual Open Enrollment Period
Benefit packages, plans, designs, eligibility rules, and premiums are subject to change each plan
year in the sole discretion of Washington County. Announcements concerning changes for the
upcoming plan year are made during the annual open enrollment period. Employees are
encouraged to review all notices, mailings, and department memorandums for information
about benefits. The Benefits Coordinator may conduct help sessions at various locations to
accommodate those needing assistance and information regarding benefit changes. It is the
Employee’s responsibility to stay informed of any and all changes.
Retirement
The WCHD provides a non-contributory qualified defined benefit plan for full-time Employees
through the Tennessee Consolidated Retirement System. Employees become eligible to join
TCRS on the first day of the month immediately following six (6) full months of service with the
WCHD. To be eligible for retirement as a WCHD Employee, an Employee must have thirty (30)
years of service regardless of age or have attained age sixty (60) with at least ten (10) years of
service.
There are two types of disability benefits associated with the retirement program offered to
Washington County employees.
Not-In-Line of Duty: Employees who are an active participant in the TCRS retirement system
and have completed five (5) years of service and become disabled as defined by the plan can
apply to receive a disability benefit subject to applicable requirements. Employees should
contact the Benefits coordinator for more information and required documentation.
In-Line of Duty: Employees who are an active participant in the TCRS retirement system and
become disabled in-line of duty as defined by the plan may apply to receive a disability benefit
subject to all applicable retirements, provided that the Employee’s disability is a result, directly
or indirectly, of an act occurring, a thing done, or a risk taken which, as determined by TCRS,
was required in the performance of the Employee’s duty. Please see the Benefits Coordinator for
required documentation. WCHD Retirees are also offered the opportunity to continue receiving
the same insurance benefits as full-time WCHD Employees until age 65 so long as the Retiree
pays 50% of the premiums required each year. At full retirement, WCHD Employees are also
given a $5,000.00 life insurance policy that has been paid for by the WCHD.
A gift will be given when a WCHD employee retires with full benefits (age 60 with 10 years of
service or 30 years of service regardless of age) to show appreciation for their dedication to the
WCHD. This gift shall not exceed $150.00.
COBRA
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If a WCHD Employee loses coverage due to resignation, termination of employment, a reduction
in work hours, or another qualifying event, the Employee and covered dependents may be
eligible for continuation coverage through COBRA. For a full explanation of COBRA terms and
eligibility, contact the Washington County Benefits Coordinator or refer to the general COBRA
notice received at time of enrollment.
Life Insurance
Washington County provides a $15,000.00 life insurance policy to Employees that work at least
thirty (30) hours per week as determined on a quarterly basis.
Supplemental Benefits
Supplemental benefits such as AFLAC, voluntary life insurance, self-funded retirement plans,
and other products are made available on a voluntary basis for Employees of the WCHD from
time to time through payroll deductions. These products are not required as a condition of
employment with the WCHD and are not endorsed by the WCHD, but are available for
Employees who voluntarily choose to use them. Supplemental benefit availability is subject to
change without notice in the sole discretion of Washington County.
Nursing Mothers; Wellness Programs
In accordance with State law, a private room will be made available to any Employee who is a
nursing mother. WCHD Employees are also able to participate in any wellness program offered
by Washington County. Enrollment periods are announced and conducted annually.
EMPLOYEE ATTENDANCE POLICIES
General Attendance Policy; Employee Workweek
The WCHD is committed to providing the highest level of service to this community. In order to
accomplish this, prompt and regular attendance by all Employees is required. Employees are
expected to work their normally scheduled hours each day from the first day of employment and
to be on the job at the designated time.
In the event of an illness, injury or other emergency situation that prevents an Employee from
reporting to work at the scheduled time and providing advance notice, the Employee is required
to notify his or her Foreman by phone at least thirty (30) minutes prior to the start of the work
day. If the Employee is unable to reach his or her Foreman or another Supervisor by phone, the
Employee is required to call the WCHD Administrative Office to provide notice.
Legal Holidays
The WCHD will observe the following Holidays annually:
New Year’s Day
January 1
Martin Luther King, Jr. Day
3rd Monday in January
President’s Day
3rd Monday in February
Good Friday
Friday before Easter
Memorial Day
Last Monday in May
Independence Day
July 4
Labor Day
1st Monday in September
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Veterans Day
Thanksgiving
Christmas

November 11
4th Thursday in November
December 25

Any other holidays to be observed by the WCHD will be determined by the County Mayor. In
the event that an Employee is required to work on a holiday, the Employee will be compensated
via compensatory time or overtime pay at a rate which is one and one-half times the employee's
regular rate of pay for the hours actually worked as described above.
In the event that a holiday occurs after the second Sunday in March during daylight savings
time, and the WCHD is on its annual four (4) day work schedule, no additional day will be
substituted for observance.
To be paid for the holiday, the employee must be in paid status on the last regular work day
before and the first regular work day following the holiday. Employees are deemed to be in paid
status when receiving regular, sick, or vacation pay. Employees will not receive holiday pay if
they are not actively at work or in a paid status the last regular work day before and the first
regular work day after the holiday.

EMPLOYEE LEAVE POLICIES
Vacation Leave (Paid Time Off)
Vacation leave (also called vacation time or annual leave) accrues at a rate based upon the

Employee’s length of service with the WCHD:
Start Date to Tenth Anniversary

10 days (80 hours)

Tenth Anniversary to Twentieth Anniversary

15 days (120 hours)

Twentieth Anniversary to Thirtieth

20 days (160 hours)

Thirtieth Anniversary forward

25 days (200 hours)

Employees may not use vacation leave until it is earned and vacation leave may not be loaned or
given to another Employee. Employees shall begin accruing vacation leave as of the date of their
employment; however, a new Employee shall not be eligible to use accrued vacation leave until
the Employee has completed six (6) months of service. After six (6) months of service, the
Employee will be eligible to use one-half of one year’s vacation accrual (2.5 days or 20 hours).
In accordance with its work schedule, the WCHD schedules two (2) weeks each year for
Employee vacations around the 4th of July and Christmas. The Highway Superintendent will
provide notice to all Employees each January of the dates for these department-wide vacations.
The purpose of these predetermined, department-wide vacations are to ensure that the
Department is able to meet its service obligations to the citizens of Washington County. No
Employee is permitted to use or take any sick leave during the annual department-wide vacation
weeks.
No additional extended vacations, i.e. two (2) or more consecutive days, may be taken between
April 15th and November 15th annually without advance approval from the Highway
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Superintendent.
Employees with ten (10) or more years of service may utilize their additional vacation leave in
one (1) day or one-half (1/2) day increments at a time. Employees with twenty (20) or more
years of service may take an additional one (1) week vacation during the year of their choosing.
Vacation leave in addition to the two (2) department-wide vacations taken by Employees with
either ten (10) or more or twenty (20) or more years of service must be approved in advance by
the Employee’s Foreman; or, if the Employee is a Foreman, then the vacation leave must be
approved in advance by the Highway Superintendent or the Superintendent’s designee(s).
These additional vacations must be scheduled at least four (4) weeks in advance and recorded on
the calendar by the Employee’s Foreman, or by the Highway Superintendent if the Employee is a
Foreman.
In the event that two (2) or more Employees request vacation for the same or an overlapping
period of time, the Employee with the most seniority (by hire date) will be awarded his or her
request first. Any Employee scheduling a vacation on the work calendar by January, but not
after January 31st of each year, can be bumped from the scheduled vacation by a more senior
Employee.
Employees may carry ten (10) days of unused vacation time to the next year.
Sick Leave
Sick leave (also called sick time) accrues at a rate of eight (8) hours (or one day) per month for a
total of ninety-six (96) hours or twelve (12) days per year. There is no cap or maximum for the
amount of sick leave an Employee may accrue. Employees may convert unused accrued sick
leave to their Tennessee Consolidated Retirement System (“TCRS”) account upon termination of
employment in increments of one hundred sixty (160) hours, i.e. twenty (20) days. Employees
are not compensated for sick leave upon termination of employment. Employees may not use
sick leave in advance of earning it, convert unused accrued sick leave into cash or vacation leave,
or loan or give sick leave to another Employee.
Sick Leave may be used for absence(s) due to an Employee’s own illness or injury, or to attend to
or provide care for immediate family as stated below. Sick leave may also be used for
appointments with a licensed doctor, dentist, or other recognized practitioners. Requests for
partial sick days may be used rather than a full day as approved by the Highway Superintendent
or the Superintendent’s designee(s). During the WCHD daylight savings time workweek,
Employees utilizing one (1) day of sick leave will be paid for ten (10) hours. No Employee is
permitted to use or take any sick leave during the annual department-wide vacation weeks.
Employees are required to directly notify their Foreman and/or the Highway Superintendent as
early as possible of an absence for sick leave by phone or in person. Each Employee may use up
to four (4) days of sick leave per calendar year without being required to furnish a note or
certificate from a treating physician or health provider that the Employee is excused from or
unable to work for the period of the absence (i.e., a doctor’s excuse). After four (4) days,
requests to use sick leave must be accompanied by a note or certificate from a treating physician
or health provider that the Employee is excused from or unable to work.
For any absence of more than three (3) consecutive days due to family illness or injury (whether
covered by FMLA or not), Employees must provide a healthcare provider’s statement certifying
that the Employee is needed to provide care for the ill or injured family member. Any Employee
using more than five (5) consecutive sick days due to a family illness that qualifies for protection
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under FMLA must use FMLA leave and notify the Washington County Benefits Coordinator to
ensure that all FMLA guidelines are followed.
Any absence on the last working day before or the first working day after a paid holiday or
department-wide vacation must be approved by the Chief Administrative Officer in order to be
paid. Employees who have used all their sick leave and need additional days for illness or injury
may use compensatory time or vacation leave, if available, so long as the Employee provides a
note or certificate from the treating physician or health provider that the Employee is excused
from or unable to work for the period of the absence (i.e., a doctor’s excuse). If the Employee
does not have any available compensatory time or vacation leave, the Employee must take
unpaid leave. Any Employee that fails to inform his or her Foreman (or the Foreman’s designee)
for two absences due to illness or injury may be disciplined up to and including termination in
the sole discretion of the Highway Superintendent.
Personal Leave
Employees will receive sixteen (16) hours of personal leave each year. Each Employee will
receive eight (8) hours of personal leave on January 1st of each year to be used prior to June
30th of the same year and eight (8) hours of personal leave on July 1st of each year to be used
prior to December 31st of the same year. Any employee failing to use said personal leave prior
to June 30th or December 31st as applicable will forfeit such leave in its entirety.
Military Leave
Any full-time WCHD Employee possessing membership in any state or federal military
organization is allowed to take military leave while absent from work due to the performance of
duty or training. Employees requesting military leave must notify their Foreman as soon as
possible and provide copies of military orders at the time of the request to their Foreman or the
Highway Superintendent. The WCHD will comply with all state and federal laws regarding
leaves of absence for military or reservist duty, including, but not limited to, the requirements of
T.C.A. § 8-33-101 et seq. and T.C.A. § 58-1-106.
Jury & Court Duty Leave
Employees are excused from work when called for jury or witness duty. Employees requiring
leave for jury or witness duty shall provide notice and a copy of the summons or subpoena to the
Employee’s Foreman or Supervisor as soon as possible. Employees completing their jury in less
than five (5) hours report back to work, witness assignments during regular working hours are
expected to return to work immediately. Employees serving witness duty pertaining to work
related issues or matters will also be excused with regular pay. The Employee is required to
produce a copy of any subpoena to the Highway Department Administrative Office. The WCHD
will not compensate or excuse with pay any Employee for time in court due to private litigation
or litigation that the Employee is personally interested in either financially or otherwise. On
said occasions, the Employee must utilize accrued vacation leave, compensatory time, or unpaid
leave.
Bereavement Leave
Employees are provided bereavement leave up to three (3) consecutive days at regular pay with
no deduction from accrued annual or sick leave balances due to the death of any of the following
persons:
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§
§
§
§
§
§
§

Spouse
Parent or Legal Guardian
Son or Daughter
Brother or sister
Grandparent
Grandchild
Step-relatives of the above categories

In addition, upon approval by the Highway Superintendent, Employees may use up to two (2)
additional consecutive days (totaling five (5) consecutive days) of their accrued sick leave,
compensatory time, or vacation leave. These two (2) additional days will be deducted from the
Employee’s accrued leave or time balance, as applicable. An Employee may, at his or her option
and with the approval of the Chief Administrative Officer of the WCHD, take additional time for
bereavement by use of accrued annual leave or unpaid time off. Employees may use up to three
(3) consecutive days of accrued sick leave, compensatory time, annual leave or unpaid leave, at
the Employee’s option and with the approval of the Chief Administrative Officer of the WCHD,
for the bereavement of other persons not included in the above list.
Family Medical Leave Act (FMLA)
The WCHD offers FMLA leave for eligible Employees. Employees are eligible for up to twelve
(12) weeks of unpaid FMLA leave if they have worked for at least one (1) year and for one
thousand two hundred and fifty (1,250) hours in the preceding twelve (12) months, when the
absence is necessitated by any of the following circumstances:
§
§
§
§
§
§

§

The birth of a child or placement of a child for adoption or foster care;
To bond with a child (leave must be taken within 1 year of the child’s birth or
placement);
To care for the employee’s spouse, child, or parent who has a qualifying serious
health condition;
For the Employee’s own qualifying serious health condition that makes the
Employee unable to perform the Employee’s job;
For qualifying exigencies related to the foreign deployment of a military member
who is the employee’s spouse, child, or parent;
For qualifying exigencies arising out of the fact that the Employee’s spouse, son,
daughter, or parent is a military member on covered active duty (or has been
notified of an impending call or order to covered active duty status); or
To care for a covered service member with a serious injury or illness if the
Employee is the spouse, son, daughter, parent, or next of kin of the covered
service member.

Certification: An Employee that requests leave for his or her own serious health condition, or to
care for the serious condition of a son or daughter, parent or spouse, shall be required to provide
the Benefits Coordinator with certification by a treating healthcare provider. Healthcare
Provider Certification Forms are available from the Employee Benefits Department.
Measuring: The WCHD has chosen the “calendar year” that entitles an Employee to twelve (12)
weeks of leave during a calendar year period measured forward from the first date an Employee
takes FMLA leave.
Intermittent or Reduced-Time Leave: FMLA leave may be taken on an intermittent or reduced
time basis under certain circumstances. Employees may request intermittent or reduced leave
for the following reasons:
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§
§

When medically necessary to care for a seriously ill family member, or because of
their own serious health condition.
For the birth or placement of a child for adoption or foster care. Intermittent or
reduced time leave shall not exceed twelve (12) weeks combined where the
WCHD employs both spouses.

Only the amount of leave actually taken by an Employee while on intermittent/reduced schedule
leave may be charged as FMLA leave. If an Employee requires intermittent/reduced schedule
FMLA leave for planned medical treatment, the Employee must work with his or her supervisor
to schedule the leave so that the leave does not unduly disrupt the department’s operations,
subject to the approval of the Employee’s healthcare provider.
The WCHD may, in the Highway Superintendent’s sole discretion, temporarily transfer an
Employee on intermittent/reduced schedule FMLA leave to an alternative position with
equivalent pay and benefits that may, in the Highway Superintendent’s discretion,
accommodate recurring periods of leave better than the Employee’s current position.
Serious Health Condition: Serious health condition means an illness, injury, impairment, or
physical or mental condition that involves:
§
§

§
§
§

§

Any period of incapacity or treatment connected with inpatient care (i.e.,
overnight stay) in a hospital, hospice, or residential medical care facility;
Any period of incapacity requiring absence of more than three (3) calendar days
from work that also involves continuing treatment by (or under the supervision
of) a healthcare provider;
Any period of incapacity due to pregnancy or for prenatal care;
Any period of incapacity (or resulting treatment) due to a chronic serious health
condition (e.g. asthma, diabetes, epilepsy, etc.);
Any period of incapacity that is permanent or long-term due to a condition for
which available treatment may not be effective (e.g., Alzheimer’s, stroke, terminal
disease, dialysis, etc.); or
Absences to receive multiple treatments (including any period of recovery) by, or
on referral by, a healthcare provider for a condition that likely would result in
incapacity of more than three consecutive days if left untreated (e.g.,
chemotherapy, physical therapy, dialysis, etc.).

Maternity Leave
•

•

•

Pursuant to T.C.A. § 4-21-408, attached hereto as Exhibit B and incorporated herein,
Employees who have been employed by Washington County for at least twelve (12)
consecutive months as full-time Employees, as determined by Washington County, are
entitled to leave from their position with the County for a period not to exceed four (4)
months for adoption, pregnancy, childbirth and nursing an infant, where applicable.
Employees must provide at least six (6) weeks advance written notice of their anticipated
date of departure, except in those cases where a medical emergency prevents such notice.
The Notice must state the length of the requested leave and the Employee’s intention to
return to full-time employment. Employees are required to use their accrued leave
(annual leave, sick leave, and compensatory time) during maternity/paternity leave.
Accrued leave may not be used in addition to maternity/paternity leave.
The purpose of this leave is to provide Employees with time off for pregnancy, childbirth,
nursing, and/or bonding with the infant. If Washington County finds that an Employee
has pursued other employment opportunities or worked part-time or full-time for
Page 15 of 44

another employer during the period of maternity/paternity leave, Washington County
reserves the right to not reinstate the Employee at the end of the leave.
Care of Service Member: Upon proper certification, an eligible Employee who is the spouse, son,
daughter, parent, or next of kin of a covered service member is entitled to a total of 26
workweeks of leave during a 12-month period to care for the service member. This type of leave
is available only during a single 12-month period. This single 12-month period begins on the
first day the eligible Employee takes FMLA leave to care for a covered service member and ends
12 months after that date. This leave will be administered in accordance with all United States
Department of Defense regulations.
Health Insurance Premiums: During FMLA leave, the WCHD will continue to pay its portion of
the health insurance premiums for the Employee so long as the Employee also continues to pay
his or her portion of the premium. An Employee’s contribution of health insurance premiums
would be paid continually according to the Employee’s regular pay period. If the Employee does
not return to work at the end of FMLA leave, the Employee will be required to reimburse the
WCHD for all payments of health insurance premiums made by the WCHD during the FMLA
leave, unless the Employee does not return because of circumstances beyond the Employees
control or the presence of a Serious Health Condition which prevents the Employee from
performing his or her job. At that time, the Employee may choose to elect COBRA coverage.
Sufficient notice will be given to the Employee at the end of the FMLA leave should this occur.
Employees will remain responsible for any other elected contributions while out on FMLA leave.
Accrued Leave: Employees are required to use available accrued annual leave concurrent with
FMLA leave, as well as available accrued sick leave when FMLA leave is taken due to a Serious
Health Condition. Accrued leave and FMLA leave are used at the same time, i.e. Employees may
not first use accrued leave and then begin their FMLA leave. The portion of FMLA leave during
which an Employee uses accrued annual leave and/or sick leave will be paid according to the
WCHD’s policies regarding said leave as stated above. During FMLA leave, an Employee will
not accrue employment benefits, such as annual leave, sick leave, retirement, etc. Employment
benefits accrued up to the day on which the FMLA leave begins will not be lost.
Return to Work: If an Employee returns to work from FMLA leave before or on the business day
following the expiration of the twelve (12) weeks, the Employee is entitled to return to the same
position or an equivalent position without the loss of pay or benefits.
Requests: Requests for FMLA leave must be submitted in writing on a FMLA Request Form to
the Benefits Coordinator. Requests should be submitted at least thirty (30) days prior to the
date when the requested FMLA leave should start, or as soon as possible if the FMLA leave
request is not foreseeable. Employees should provide the Benefits Coordinator with an
appropriate medical certification from a treating healthcare provider when requesting FMLA
leave.
While on FMLA leave, Employees must indicate when the Employee intends to return to work.
Appropriate forms must be submitted to the Benefits Coordinator to initiate FMLA leave or to
return the Employee to active status.
Extensions: FMLA leave is only available for a maximum of twelve (12) weeks under the FMLA
or Tennessee Parental Leave Law, unless the Employee contacts the Highway Superintendent
and obtains special approval for an extended leave of absence without pay due to special
circumstances. Any extensions must be requested, whenever possible, two (2) weeks in advance
of the Employees scheduled return date. The WCHD reserves the right to grant or deny such
requests for extension in whole or part in accordance with state and federal law.
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EMPLOYEE SAFETY POLICIES
Safety Rules
Any Employee failing to abide by the following safety rules, or any other policies or procedures
of the WCHD at any time, may be subject to discipline up to and including termination in the
sole discretion of the Highway Superintendent:
1. Promptly report any and all unsafe conditions to the Employee’s Supervisor, Foreman or
the Highway Superintendent;
2. Promptly report any and all injuries to the Employee’s Supervisor, Foreman or the
Highway Superintendent;
3. Smoking is only permitted in designated areas and shall not interfere with the
performance of the Employee’s job duties at any time. No tobacco products are
permitted in County buildings or vehicles.
4. An Employee shall never operate any machine unless all guards and safety devices are in
place and in the proper operating condition;
5. Employees shall keep all equipment in safe and proper working condition at all times
and stop using and report any defective tools or equipment to the Employee’s
Supervisor, Foreman or the Highway Superintendent;
6. Employees shall properly care for and be responsible for all personal protective and/or
safety equipment at all times;
7. Employees shall perform maintenance, adjustments or “unjamming” of equipment only
when the equipment is locked out and it is safe to do so;
8. All Employees must follow all federal, state and WCHD rules, regulations and posted
safety signs or instructions at all times;
9. Employees shall not leave materials or tools in aisles, walkways, stairways, roads or
other points of egress or public access and shall practice good housekeeping at all times;
10. Employees shall not sit or stand on the sides or in any other unauthorized way on
equipment in use;
11. Employees are required to undergo training prior to unsupervised operation of
equipment, and shall follow said training in operating equipment at all times;
12. Employees shall not engage in horseplay or other activities or behavior that endangers
themselves, their co-workers, or the public;
13. Employees shall not cut, remove or disturb any tree that has fallen into power lines
(Employees must wait for Brightridge);
14. Employees shall always use hard hats, safety gloves and support belts while cutting or
removing trees;
15. Seat belt use is required when operating or riding in any WCHD vehicle or machine.

Safety Protection & Equipment; Safety Shoes
Employees are required to utilize/wear all personal safety equipment at all times, including, but
not limited to, safety glasses, hard hats, safety vests, safety gloves, back braces, dust masks,
safety shoes, etc.
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Safety shoes are required for every Employee assigned to the asphalt crew, asphalt plant, and the
maintenance shop. Employees shall be reimbursed each year up to a certain amount as
designated by the Highway Superintendent for the purchase of new safety shoes with a receipt.
Please note that under Tennessee law, an Employee’s failure to use a safety device, like safety
shoes, without a valid excuse for violating the Employer’s policy may be grounds for denial of
workers’ compensation benefits. By signing your name to the acknowledgment of the receipt of
this handbook, you acknowledge that you have received and read the foregoing Safety Shoes
Policy and information, that you under the dangers involved in violating this Policy and failing
to use safety shoes at all times, that compliance with this Policy is a requirement of your
continued employment with the WCHD, and that you agree to comply with the requirements
herein.
Seat Belts
Federal and state law requires all persons to wear seat belts at all times. Seat belts are an
essential safety device for the operation of all WCHD vehicles and equipment and are vital to
ensuring the safety of WCHD employees. According to the U.S. CDC, seat belts reduce the risk
of death by 45% and the risk of serious injury by 50% for drivers and front-seat passengers.
Individuals not wearing a seat belt are 30 times more likely to be ejected from a vehicle during a
crash. The WCHD requires all employees to follow all federal and state laws and WCHD
policies. This Seat Belt Policy will be enforced as follows:
1. Employees are to wear seat belts in vehicles or equipment at all times, including as a
driver or as a passenger;
2. Employees may be stopped and randomly checked at any time by supervisors to ensure
compliance with this Seat Belt Policy;
3. Employees will be issued a letter of reprimand for first two occurrences;
4. After the first two occurrences, Employees violating this Policy will be subject to
suspension without pay or termination, as determined necessary by the Highway
Superintendent.
Please note that under Tennessee law, an employee’s failure to use a safety device, like a seat
belt, without a valid excuse for violating this Policy may be grounds for denial of worker’s
compensation benefits. By signing your name to this policy, you acknowledge that you have
received and read the foregoing Seat Belt Policy and information, that you under the dangers
involved in violating this Policy and failing to use a seat belt at all times, that compliance with
this Policy is a requirement of your continued employment with the WCHD, and that you agree
to comply with the requirements herein.

WORKERS' COMPENSATION
WCHD Employees are protected under the State of Tennessee’s Workers’ Compensation Law for
injuries and occupational diseases that result out of and in the course of employment.
Employees experiencing an on-the-job injury, incident or illness are required to:
1. Report the incident to their immediate Supervisor, Foreman or the Highway
Superintendent.
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2. Execute a TN 1st report of injury form within 24 hours and deliver/fax to the attention of
the Washington County Benefits Coordinator.
3. Choose a physician from the panel of primary physicians provided by the WCHD.
4. Keep all appointments with physicians as scheduled.
5. Provide a copy of the Return to Work forms received from the physician to the Benefits
Coordinator.
Employees shall complete the necessary paperwork provided within twenty-four (24) hours, at
which time it will be sent to the Employee Benefits Department. If an Employee is injured and
unable to report the injury immediately in writing, he or she should verbally report the incident
and injury to his or her Supervisor, or Foreman for completion of the necessary paperwork.
Employees requiring emergency medical treatment for an injury that is life or limb threatening
should use the emergency room at any local hospital. Only one visit to the emergency room will
be covered by Workers Compensation. Notification to the Employee’s Foreman, the Highway
Superintendent, and the Benefits Coordinator should be made as soon as possible. If a followup appointment is required after the initial emergency room visit, Employees must choose from
the panel of primary physicians. Employees are not authorized to return to the emergency room
for follow-up treatment.
If an authorized treating physician releases an Employee to return to work with specific
temporary restrictions (i.e., light duty) and the WCHD is able to provide a job within the
recommended restrictions, the Employee must return to work and attempt the restricted duty.
The authorized treating physician will determine what restricted duty work is appropriate. The
WCHD will make an effort to accommodate the restrictions; however, light duty assignments are
based upon availability and the restrictions as determined by the treating physician.
PERSONNEL RECORDS
The WCHD maintains an individual personnel file for each Employee at the WCHD Main Office
and also with the Washington County Benefits Coordinator. All such files are maintained
securely and with limited access. It is the responsibility of each employee to provide accurate
information to the WCHD. Employees are also responsible for reporting to the WCHD any
change in the information which they have previously provided. WCHD Employee personnel
files will be retained from seven years following termination of employment or retirement.
Please review all Exhibits attached hereto and expressly incorporated herein to this Handbook.
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ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK
(Employee Copy)
This Handbook contains important information about my employment with the Washington
County Highway Department, and I understand that I should consult the Highway
Superintendent regarding any questions not answered in the Handbook.
Since the information, policies, and benefits described herein are subject to change at any time, I
acknowledge that revisions to this Handbook may occur. All such changes will generally be
communicated through official notices, and I understand that revised information may
supersede, modify, or eliminate existing policies.
Furthermore, I understand that this Handbook is neither a contract of employment nor a
legally-binding agreement, but rather is intended to provide guidance to me regarding the terms
and conditions of my employment. I further acknowledge that I am being employed on an at
will basis, and that I or the WCHD can end my employment at any time, for any lawful reason
that is sufficient to either myself or to the WCHD, or for no reason at all.
I have had an opportunity to read this Handbook, and I understand that I may ask the Highway
Superintendent any questions I might have concerning this Handbook. I accept the terms of the
Handbook and acknowledge my receipt of the same. I also understand that it is my
responsibility to comply with the policies contained in this Handbook, and any revisions made
to it. I further agree that if I remain with the WCHD following any modifications to this
Handbook, I thereby accept and agree to such changes.
I have received a copy of WCHD Handbook on the date listed below. I understand that I am
expected to read the entire handbook. Additionally, I will sign the two (2) copies of this
Acknowledgment of Receipt, retain one copy for myself, and return one copy to the WCHD Main
Office. I understand that this form will be retained in my personnel file.

_______________________________________
Signature of Employee

_______________________________________
Employee's Name - Printed
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__________________
Date

ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK
(WCHD Copy)
This Handbook contains important information about my employment with the Washington
County Highway Department, and I understand that I should consult the Highway
Superintendent regarding any questions not answered in the Handbook.
Since the information, policies, and benefits described herein are subject to change at any time, I
acknowledge that revisions to this Handbook may occur. All such changes will generally be
communicated through official notices, and I understand that revised information may
supersede, modify, or eliminate existing policies.
Furthermore, I understand that this Handbook is neither a contract of employment nor a
legally-binding agreement, but rather is intended to provide guidance to me regarding the terms
and conditions of my employment. I further acknowledge that I am being employed on an at
will basis, and that I or the WCHD can end my employment at any time, for any lawful reason
that is sufficient to either myself or to the WCHD, or for no reason at all.
I have had an opportunity to read this Handbook, and I understand that I may ask the Highway
Superintendent any questions I might have concerning this Handbook. I accept the terms of the
Handbook and acknowledge my receipt of the same. I also understand that it is my
responsibility to comply with the policies contained in this Handbook, and any revisions made
to it. I further agree that if I remain with the WCHD following any modifications to this
Handbook, I thereby accept and agree to such changes.
I have received a copy of WCHD Handbook on the date listed below. I understand that I am
expected to read the entire handbook. Additionally, I will sign the two (2) copies of this
Acknowledgment of Receipt, retain one copy for myself, and return one copy to the WCHD Main
Office. I understand that this form will be retained in my personnel file.

_______________________________________
Signature of Employee

_______________________________________
Employee's Name - Printed
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__________________
Date

EXHIBIT NO. 1

OVERTIME COMPENSATION AGREEMENT FOR NON-EXEMPT EMPLOYEES

Employee Name:_____________________________ SSN:___________________
Location:_____________________ Job Classification:________________________
Washington County Highway Department has defined its workweek for non-office staff to
include 40 hours of work. Any time worked over 40 hours is considered overtime. In
accordance with the FLSA, non-exempt employees are entitled to compensation at time and
one-half the regular rate for all hours worked after 40 hours in a workweek. The Highway
Department provides its employees with the option to elect to receive compensatory time in lieu
of overtime pay. Accumulation of compensatory time is limited to 200 hours. You shall be paid
for hours of overtime that exceed this limit.
Please indicate below whether you agree to accept compensation for overtime in the form of
compensatory time off:

I agree to receive COMPENSATORY TIME at the rate of one and one-half for hours worked in
excess of 40 hours in a given workweek. I understand I cannot accrue more than 200 hours of
compensatory time.
Employee:_______________________________ Date:_______________________
Supervisor:_______________________________Date:_______________________

I request OVERTIME PAY for all hours worked over 40 hours in a given workweek. I will be
paid at the rate of one-half time my regular rate of pay for hours worked in excess of 40 hours in
a given workweek.
Employee:________________________________ Date:______________________
Supervisor:________________________________Date:______________________

I understand this election is for the fiscal year, but may be changed at the beginning of each
quarter, (October 1, January 1, April 1 or July 1) by completing another form and turning it into
the office.
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EXHIBIT No. 2
“ZERO TOLARANCE”
DRUG-FREE WORK PLACE POLICY OF
WASHINGTON COUNTY, TENNESSEE
Federal regulations found at 49 C.F.R. part 40, require drug and alcohol testing for
persons who are required by law to have a commercial driver’s license (CDL) in
connection with their employment. These regulations are administered by the United
States Department of Transportation, through the Federal Highway Administration.
Although the regulations originally applied only to interstate truck drivers, they were
amended in 1994 to include state and local government employees. It is the policy of
Washington County to provide a safe and healthful environment for its employees.
Therefore, the following are strictly prohibited during working hours, while on
Washington County property, or while on Washington County business:
1) Being under the influence of illegal drugs or alcohol;
2) The unlawful manufacture, distribution, dispensation, possession, transfer or
purchase of illegal drugs; or
3) The possession of consumption of alcoholic beverages
There are six (6) types of testing that must be performed. Those are
1) Pre-employment testing
2) Random testing
3) Reasonable suspicion testing
4) Post-Accident testing
5) Return to Duty testing
6) Follow up testing
Any employee whose off-duty substance abuse results in on-the-job impairment
(including but not limited to excess absenteeism or tardiness, carelessness or disregard
for safety, or poor work), or who commits an unlawful act or whose conduct discredits
Washington County in any way is in violation of this policy.
Testing for controlled substances (drugs) is done by urine test. All urine samples
are analyzed for ten (10) drugs.
1)
2)
3)
4)
5)
6)
7)
8)
9)
10)

6-AcetyIMorphine
Amphetamines
Cannabinoids (Marijuana)
Cocaine Metabolite
Codeine/Morphine
HYC/HYM
MDMA/MDA
OXYC/OXYM
Opiates (including heroin)
PCP
Page 23 of 41

Split sample testing is required for all drug testing. This means that each urine
sample is divided into two (2) parts. If the first sample test positive, the other portion of
the sample can be tested to confirm the results. The analysis must be done by a
laboratory that is certified by the U. S. Department of Health and Human Services.
The foregoing constitutes the policy of Washington County on substance abuse.
Violation of this policy is immediate termination from employment.
Testing for alcohol is done by breath test. An approved evidential breath testing (EBT)
device must be used, and the test must be performed by a breath alcohol technician
(AAT). Two (2) breath tests are required for a positive result. If the first test is below
0.02, it is considered negative. If it is 0.02 or greater, a second test must be performed.
A result of 0.04 or higher constitutes a positive result.
Washington County may take all appropriate actions against violators, which may
include referral for legal prosecution or requiring the employee to satisfactorily complete
an approved drug use/alcohol abuse assistance or rehabilitation program.
Aside from Washington County policy considerations, the use of illegal drugs
and/or the abuse of alcohol may be harmful to your health. Some of the health risks are
listed below:
ALCOHOL ABUSE HEALTH RISKS
Liver damage – cirrhosis, alcoholic hepatitis
Heart disease – enlarged heart, congestive heart failure
Ulcers and gastritis
Malnutrition
Cancer – mouth, esophagus, stomach, liver
Brain damage – memory loss, hallucinations, psychosis
Damage to fetus if pregnant mother drinks
Death – 50% of fatal auto accidents involve alcohol and 31% of suicides are
Alcoholics
DRUG USE HEALTH RISKS
Overdose – psychosis, convulsions, coma, death
Long-term use – organ damage, mental illness, malnutrition, death
Casual use – heart attack, stroke, brain damage, death
Needles – infections, hepatitis, AIDS, death
If a pregnant mother uses drugs, her baby can be born addicted or dead
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EXHIBIT No. 3
EQUAL EMPLOYMENT OPPORTUNITY POLICY
OF WASHINGTON COUNTY, TENNESSEE
It is the policy of Washington County Tennessee that all persons shall have equal
employment opportunities regardless of race, color, national origin, sex, age, religion or
disability. Discrimination against any person in recruitment, examination appointment,
training, promotion, retention, discipline or any other employment practices shall be
prohibited. Harassment of employees in any form and for any reason is prohibited. The
personal policies of Washington County shall be administered in such manner as to
comply fully with the Civil Rights Act 1964 as amended and other
applicable federal and state laws as set out in this policy.
Any employee or applicant who feels that he or she has not been afforded equal
opportunity for any employment action may file a complaint in accordance with the
discrimination complaint procedure with an assurance of protection from harassment
and retaliation.
I.

THE LAW: In our efforts to achieve equal employment opportunity for
everyone in the service of the government for Washington County, we are
guided by the intent and mandates of all applicable laws. Major laws
governing employment in the public sector include but are not limited to the
following:
A. Federal Laws and Regulations

1. Civil Rights Acts of 1964, Title VII – makes it unlawful for an employer to
discriminate as to hiring, firing, promotion, compensation, terms, conditions or
privileges of employment on the basis of race, color, religion, sex, or national origin. It
also forbids employers to limit segregate or classify employees in any way that tends to
deprive any individual of employment opportunities or adversary affects his or her
employment status because of race, color, religion, sex or national origin. This also
applies to people in apprenticeship, training and retraining programs. It is also illegal to
indicate a preference in advertisements relating to employment.
Major Amendments:
1. Pregnancy Act of 1978 – clarified that women affected by pregnancy
and related conditions must be treated the same as other applicants
and employees on their basis of their ability or inability to work.
2. Guideline on Discrimination Because Of Sex (1972 & 1980) specific
prohibitions of discrimination based on sex makes sexual harassment a
violation of Title VII.
3. Civil Rights Restoration Acts of 1987 – specifies that entire institutions
receiving the funds, must comply with Civil Rights Laws.
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4. Executive Order 12246 (as amended by Executive Order 11375) imposes
on government contractors and subcontractors obligations parallel to
those established by Title VII of the Civil Rights Acts. This order also
prohibits discrimination on the basis of age or physical disability and
required that contractors take affirmative action to ensure equal
opportunity.
5. Fourteenth Amendment to the United States Constitution – declares
that no state shall make any law which shall abridge the privileges or
immunities of citizens of the United States; nor shall any state deprive
28 any person of life, liberty or property without the due process of law;
nor shall any state deny persons within its jurisdiction the equal
protection of the law.
6. Equal Pay Act of 1963 (amendment to the Fair Labor Standards Act) –
mandates equal pay for equal work regardless of sex. The bench marks
for a job are skill, effort, responsibility and working conditions and the
exceptions are applications of seniority or a merit system, a measure of
quantity or quality of production or any other factor other than sex.
7. Age Discrimination in Employment Act 1967 (as amended in 1978) –
prohibits age-based employment discrimination against individuals 40
years of age or older.
8. Rehabilitation Acts of 1973 – Section 503 requires employers with
federal contracts to take affirmative action for the employment of
handicapped people. Section 504 forbids discrimination against
handicapped persons by any employers receiving federal financial
assistance.
9. Americans with Disabilities Act of 1990, Title 1 – prohibits covered
employers from discriminating against a qualified individual with a
disability in all areas of employment.
10. Immigration and Nationality Act (Immigration Reform & Control Act
of 1986, as amended) – The IRCA establishes sanctions against
employers who knowingly recruit or hire illegal aliens. The law
prohibits discrimination against foreign nationals by employers who
are not covered by Title VII of the Civil Rights Act.
State Laws and Regulations:
1. Tennessee Anti-Discrimination Act – forbids job discrimination on color,
religion, sex, age or national origin.
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2. Tennessee Maternity Leave Law – allows a female employee to take four
months leave, paid or unpaid, for pregnancy, childbirth and nursing the
infant.
3. Tennessee Handicapped Discrimination Act – prohibits discrimination
against handicapped persons.
4. Tennessee Equal Pay Act – prohibits discrimination in the rate of pay because
of sex.
GUIDELINES ON DISCRIMINATION:
Administrators and supervisors with the government of Washington
County are familiar with and will comply with all laws, regulations and guidelines in this
document. Furthermore, harassment of any person in the form of verbal or physical
conduct relating to a person’s race, sex, religion, national origin, or handicap will not be
condoned when such conduct:
a. has the purpose or effect of creating an intimidating, hostile or
offensive work environment;
b. has the purpose or effect of unreasonably interfering with an
individual’s work performance; or
c. otherwise adversely effects an individual’s opportunities associated
with employment
d.
RACE DISCRIMINATION: (Civil Rights Acts of 1964, Title VII)
It shall be against the policy of Washington County to discriminate against and
individual in employment matters because of that individual’s race.
A. SEXUAL DISCRIMINATION:
It is the policy of Washington County that there shall be no discrimination against
any individual based on sex. This covers all employment actions and conditions of
employment and benefits.
1. Job Policies and Practices (Civil Rights Acts of 1964, Title VII and Equal Pay
Act of 1963)
a. Personnel policies do not discriminate on the basis of sex
b. Employees and applicants of both sexes are equally considered for any
positions for which they are qualified
c. Employment opportunities, wages, hours, conditions of employment and
benefits, are equally offered to all employees regardless of sex
d. Marital status shall not be a factor in any employment opportunity or
decision
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e. Appropriate physical facilities shall be provided for people of both sexes
2. Maternity Leave (Pregnancy Acts of 1989 and Tennessee Maternity Leave Act
Law)
Accrued sick leave shall be granted for time a woman is physically unable to work
due to childbirth as documented by her physician. Additional vacation and/or leave
without pay may be granted in accordance with State Law. The same vacation and/or
leave without pay may be granted as paternity of adoption leave.
3. Sexual Harassment (Civil Rights Acts of 1964, Title VII and Guidelines on
Discrimination Because of Sex 1980) Sexual harassment of any employee is prohibited.
Unwelcome sexual advances, requests for sexual favors, and physical conduct of a sexual
nature constitute sexual harassment when:
a. submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment; or
b. submission to or rejection of such conduct is used as the basis for employment
decisions affecting such individual; or
c. such conduct has the purpose of substantially interfering with an individual’s
work performance or creating and intimidating, hostile or offensive work
environment
Sexual harassment can take many forms. It is not limited to overt physical acts.
Suggestive comments, jokes of a sexual nature, sexually suggestive objects or pictures,
obscene gestures, sexually graphic stories, as well as unwanted touching, can all
constitute sexual harassment.
Sexual harassment of any employee shall not be tolerated. No employee shall be
allowed to sexually harass, either verbally or physically another employee: or shall any
supervisor allow the harassment of any of his /her employees, either by other employees
or by persons not employed by the Washington County Official or Department Head. It
shall be the responsibility of managers and supervisors to take all steps necessary to
ensure that the provisions of the policy are enforced. Any complaint of harassment will
be investigated immediately and corrected and/or disciplinary action taken if the
charges are found to be true.
C. RELIGIOUS DISCRIMINATION: (Civil Rights Acts of 1964, Title VII)
Washington County expresses its commitment to prohibit
religious
discrimination against applicants for employment and employees in all areas of
employment and benefits. No distinction based on religion shall apply in employment
opportunities, wages, hours of work, other conditions of employment or benefits.
Efforts will be made to accommodate the religious observance and practices of
any employee unless such accommodations are unreasonable and would result in an
undue hardship on the conduct of the business. In making these decisions, supervisors
will consider such factors as:
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1. business necessity;
2. financial cost and expenses; and
3. resulting personnel problems
D. AGE DISCRIMINATION:
(Civil Rights of 1964, Title VII and Age
Discrimination in Employment Act of 1967, as amended).
The policy of Washington County prohibits age-based discrimination against
individuals 40 years of age or older. No appointing authority shall be allowed to refuse
to hire, to discharge, or otherwise discriminate against any individual with respect to
compensation, terms, conditions, or privileges of employment because of an individual’s
age. Nor will any employee be segregated or classified in such a manner as to deprive him
or her of job opportunities.
Exceptions:
1.
2.

There may be differentials in bona fide employee benefit plan
For some areas of work age may be a bona fide occupational qualification

E. NATIONAL ORIGIN DISCRIMINATION (Civil Rights of 1963, Title VII and
EEOC Guidelines effective December 29, 1980)
1.

Policy

It shall be against the policy of Washington County to discriminate because an
individual has the physical, cultural or linguistic characteristics of a national origin
group. Furthermore, it is against the policy to discriminate for reasons which are
grounded in national origin, such as (a) marriage or association with persons of a
national origin group; (b) membership in or association with an organization identified
with or seeking to promote the interests of national origin groups; (c) attendance or
participation in schools, churches, temples or mosques generally used by persons of a
national origin group; and (d) because an individual’s name or spouse’s name in
association with a national origin group. There shall be no discrimination based on
national origin in any area of employment or condition of employment or in the
granting of employment benefits.
2.

Citizenship

Washington County requires that all employees be United States citizens or legal
resident aliens. Specified classification require U. S. Citizenship as a bona fide
occupational qualification.
F. HANDICAP DISCRIMINATION (State and Local Fiscal Assistance Act of
1972 Rehabilitation Act of 1973, and American with Disabilities Act of 1990)
1. Policy
It is the policy of Washington County to assure equal opportunity to persons with
disabilities on the basis of qualifications and ability to perform the job. There shall be no
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discrimination in terms of employment opportunities, wages, and hours of work or other
conditions of employment or benefits. An individual with a disability is one who has a
physical or mental impairment that substantially limits one or more major life activities,
a record of such an impairment, or who is regarded as having such an impairment.
2. Application Process
Persons with disabilities are guaranteed the same application process as other
applicants. Assistance may be provided when needed, such as the following:
a.
A reader may be provided for completing an application or
written examination for qualified applicants who are visionimpaired or functionally illiterate
b.
Waiver of a driver’s license may be requested for qualified
applicants who are not allowed to drive
2. Reasonable Accommodation
A department shall make reasonable accommodation to the known physical or
mental limitations of an otherwise qualified individual with disabilities. The specific
accommodations needed shall be determined jointly by the individual and the employer
with technical assistance provided by the ADA Coordinator for Washington County.
Reasonable accommodations may include, but shall not be limited to:
a. Making facilities readily accessible to and usable by persons with
disabilities, and
b. Job restructuring, job sharing or modified work schedule, acquisition
or modification of equipment or devices and other similar actions
In determining whether an accommodation would impose an undue hardship on
the operation of the department, factors to be considered include:
a. The overall size of the specific work area or program with respect to the
number of employees and budget
b. The type of operation, and
c. The nature and cost of the accommodation needed
3. Accessibility
Each department is required periodically to survey their programs and physical
facilities to determine if they are accessible to persons with disabilities. If structural
problems are found, it is the responsibility of Washington County to budget for changes.
Non-structural problems requiring some form of reasonable accommodation will
be addressed on an individual basis. The ADA Coordinator will provide technical
assistance in areas of accessibility related to employment.
III. COMPLAINT PROCEDURE:
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A complaint of discrimination as outlined in the Guidelines on Discrimination,
including a complaint of sexual harassment, may be filed according to the steps defined
below. A complaint should be initially filed within twenty (20) working days of the
occurrence or reasonable knowledge of the alleged discrimination. If it is a continuing
problem, the complaint should state when it began and the progression to the time of the
complaint. A complaint may be filed by a current employee or by an applicant and by an
individual or a group of people. Any complaint shall have the right to choose one
representative to be with him or her at all stages of the complaint procedure.
Confidentiality will be maintained during the complaint procedure, to the degree
allowed by law.
Reprisal or retaliation against the complainant or witnesses
participating in the investigation is prohibited and is grounds for disciplinary action.
A.
Although individuals are encouraged to try to settle problems on an
informal basis, any employee or applicant who feels that he or she has been subjected to
discrimination may file a complaint with his or her supervisor. The supervisor shall try
to remedy any actual or perceived problem without the necessity of additional formal
procedures. The supervisor shall inform the complainant of his or her decision within
five (5) working days. If the complaint is not resolved at this level, the complainant may
proceed to Step 2 as long as the complainant does so within ten (10) working days or
receiving the supervisor’s decision. If the supervisor is the offending party, or if the
employee feels that the supervisor will not or cannot objectively handle the complaint;
the employee should file a complaint in accordance with Step B.
B.
A complaint of discrimination may be filed, in writing, with the
department head or his or her design. (If the department head is the alleged offending
party, the
individual should file the complaint with the Equal Employment Opportunity
Commission as set out in Step C). The department head or design, after thorough
investigation, should take the necessary steps to correct any problem found to exist.
Such correction may include disciplinary action against an offending employee,
especially if the charge involves harassment. The departmental investigation shall be
completed within twenty (20) working days if needed. The department shall notify the
complaining party of his or her decision within ten (10) working days following the
conclusion of the investigation. If the department head feels that the charges warrant a
third party investigation, or if the charges involve rules or policies which are beyond his
or her scope of authority, the department head may refer the complaint to Step C.
C.
If the individual feels that the complaint has not been remedied by the
department head, the complainant should file a written complaint with the Equal
Employment Opportunity Commission. The written complaint should be filed within
ten (10) working days from the date of the letter sent by the department head as set out
in Step B. Upon receipt of a written complaint or referral by a department head, the
Equal Opportunity Commission will conduct an investigation within twenty (20)
working days, with an extension of up to twenty (20) additional working days if needed.
He or she will make a full report to the complainant and the department head which
shall include findings as to the truth of the allegations of discrimination. As a result of
the Commission, the department head shall then review his or her previous decision to
determine if the appropriated action was taken. Within ten (10) working days after
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receipt of the final report, the department head shall send a written notice to the
complaining party of action being taken.
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EXHIBIT No. 4
WASHINGTON COUNTY HIGHWAY DEPARTMENT
SUBSTANCE ABUSE POLICY
The substance abuse policy that has been adopted by the Washington County
Highway County Highway Department (WCHD) is to make a safer work place for the
employees and the people of Washington County. The WCHD must comply with the
Federal Department of Transportation on drug and alcohol testing requirements.
Substance Abuse Policy USE PROHIBITED
The use, possession, purchase, sale or manufacture of alcohol, illegal drugs, or
non-prescribed drugs or being under the influence of alcohol, illegal drugs, or nonprescribed drugs while on WCHD property while operating WCHD vehicles, equipment
or while engaging in WCHD business is strictly prohibited.
WHO’S REQUIRED
Any employee that drives a county vehicle operates equipment, repairs vehicles or
equipment while flagging or performing any type of work on the county right-of-way or
any other safety sensitive job will be required to participate in a random drug and
alcohol testing program.
PRE-EMPLOYMENT
All applicants for part-time or full-time positions at WCHD will be required to
submit to a controlled substance abuse screening which may include testing of the
applicant’s urine, hair and blood for alcohol and/or non-prescribed drugs. The United
States Department of Transportation (DOT) requires testing according to NIDA
protocols for amphetamines, cannabinoids, cocaine, codeine opiates, oxycontin,
phencyclidine, and illegal substance or non-prescribed drugs.
When an initial drug screen indicates the presence of an illegal substance in
applicant’s system, further tests will be conducted on the original samples for
verification. Verified positive results will be cause to deny employment to any
individual. A Medical Review Officer of the testing agency will be available to discuss
any positive results from NIDA testing. Any applicant refusing to submit to a controlled
substance screening will be disqualified and not considered for employment.
All current employees of the WCHD will be subject to a controlled substance abuse
screening when selected at random for reasonable cause, or to meet post-accident
testing requirements. Test results indicating that an employee has an illegal substance
or non-prescribed drugs in his/her system will be verified by further tests on the original
samples taken. Verified positive results will be cause for termination of employment for
the individual. A Medical Review Officer will be available to discuss any positive results
from the NIDA testing. Any employee refusing to submit to a controlled substance
screening will be terminated from employment.
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REASONABLE SUSPICION
If any employee, while on WCHD or County property while operating a WCHD
vehicle or while engaging in WCHD business, acts in an abnormal manner sufficient to
cause reasonable suspicion (DOT 382.307) that he/she is in violation of this policy will
be required to submit to a controlled substance abuse screening upon the approval of the
Superintendent or Assistant Superintendent of the WCHD. Test results indicating that
the employee has an illegal substance or non-prescribed drugs in his/her system will be
verified by further tests on the original samples taken. Verified positive results will be
cause for disciplinary action up to and including termination of the individual. A
Medical Review Officer will be available to discuss any positive results from the NIDA
testing. Any employee refusing to submit to a controlled substance screening will be
subject to termination.
POST ACCIDENT
If any employee, while operating a WCHD vehicle or equipment is involved in an
accident that results in a fatality or any reportable accident in which the driver is
issued a citation, that employee will be required to submit to a controlled substance
abuse screening. Samples for testing will be taken immediately following such an
accident or as soon as medically and legally possible. In all cases the substance abuse
testing should be completed within thirty-two (32) hours following the accident. Test
results indication that the employee has illegal substance or non-prescribed drugs in
his/her system will be verified by further tests on the original samples taken. Verified
positive results will be cause for disciplinary action up to and including termination. A
Medical Review Officer will be available to discuss any positive results from the NIDA
testing. Any employee refusing to submit to a controlled substance screening will be
terminated.
TESTING PROCEDURES
All drug testing will be performed by an independent and highly reputable
laboratory or health care provider that has been certified by the National Institute on
Drug Abuse as qualified to perform drug testing under federal work place testing
programs. All positive test results will be subject to confirmation testing and, as
required, verification by a qualified Medical Review Officer. Alcohol testing also will be
conducted in accordance with applicable State and Federal regulations.
PERSONAL PROPERTY SECURITY
By law when an employee is pulled for a drug or alcohol test, the testing provider
must provide a secure place for personal belongings while employee is giving a specimen
for controlled substance screening.
Provider: Medworks/NTA (National Trucking Asst.) furnishes a drawer with lock.
Employee is to place personal effects from pockets into drawer. Employee then is to
lock said drawer and put key in pocket. After employee has provided urine specimen,
employee is to unlock drawer and take possession of personal effects.
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Any items that the employee does not want to place in the drawer provided
should either be left in locked vehicle or another secure place before leaving the work
area. Any
employee refusing to follow the procedure of securing personal effects as listed above
which results in a urine specimen not being provided for testing will be considered
refusing to provide a urine specimen, which by law is a positive test and will be
terminated.
RANDOM TESTING
All employees of the WCHD will be subject to random testing for controlled
substance abuse. Random testing will be done on a percentage basis in a fair and equal
manner. Test results indicating that an employee has illegal drugs or non-prescribed
drugs in his/her system will be verified by further tests on the original samples taken.
Verified positive results will be cause for disciplinary action up to and including
termination of the individual. A Medical Review Officer will be available to discuss any
positive results from the NIDA testing. Any employee refusing to submit to a controlled
substance screening will be terminated from employment.
NOTIFICATION OF TEST RESULTS
The Medical Review Officer will notify employee of positive drug test first, then
the employer with the results. Drivers subject to DOT-FHWA testing shall have seventytwo (72) hours from such notification to conduct the Medical Review Officer to request
testing of the split urine specimen.
CONFIDENTIALLY
All test results and information of the controlled substance abuse screening are
strictly confidential and retained only by the main office of the Washington County
Highway Department and shall only be disclosed in accordance with Federal and State
law regulation. All costs for required controlled substance abuse testing will be paid by
the WCHD.
PRESCRIBED MEDICATION
The use of legal drugs prescribed by a licensed physician for specific treatment
will not result in disciplinary action. However, any employee who must use such
prescribed medication while engaged in WCHD business and who had been advised by a
physician that his/her performance or behavior might be adversely affected by such
medication, particularly in safety sensitive situation, should report these facts to his/her
supervisor with appropriate documentation. The supervisor with input from personnel
will determine if temporary reassignment of duties is appropriate.
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REPORT REQUIREMENT
Any employee, who is arrested for a work related drug or alcohol related violation,
must report this fact to the main office within five (5) days after such an arrest. Any
employee convicted of a work related drug or alcohol charge will be subject to
disciplinary action up to and including termination of employment.
EMPLOYEE ASSISTANCE PROGRAM
Employee Assistance Program (EPA) as required by DOT will be available to all
employees. If an employee should approach the WCHD for assistance through
rehabilitation for drug abuse or alcohol abuse prior to a notification of testing request
any WCHD, all possible and positive consideration for medical leave of absence for
treatment and/or counseling will be pursued. If an employee is terminated, the WCHD
will not be obligated to provide assistance beyond the last day of employment.
TESTING STANDARDS
Federal and State Requirements:
ALCOHOL:
A. Anyone testing 0.04 or above will be terminated immediately once the
Medical Review Officer has confirmed the test results.
B. Any employee convicted of a work related drug or alcohol charge will
be subject to disciplinary action up to and including termination of employment. Upon
returning to work, employee can be required to participate in the Employee Assistance
Program and will be responsible for the cost of six (6) tests required by law within a
twelve (12) month period on their own time and at their expense.
C. Anyone testing 0.01 to 0.039 or less will be evaluated.
DRUGS:
A. Anyone who tests positive for drugs will be terminated.
This policy is hereby adopted by the Road Superintendent of Washington County,
Tennessee under his authority provided by T. C. A. 54-7-109. This complies with the
Safety Regulations title 49 Code of Federal Regulations, U. S. Department of
Transportation. If you have any questions regarding this policy they should be directed
to the main office of the Washington County Highway Department at 753-1714.
EMPLOYEE ASSISTANCE PROGRAM (DRUG & ALCOHOL ABUSE)
Each employee of the Washington County Highway Department is eligible to
participate in a rehabilitation program to be used for drug and alcohol abuse. The
number of visits for policy violations is to be determined by the medical professional.
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Progress reports and a letter of rehabilitation verifying employee is eligible to return to
his/her safety sensitive work are to be sent to the Superintendent of the Washington
County Highway Department where they will be strictly confidential. Employees are
responsible for payment of rehabilitation for violation of the substance abuse program.
DOMESTIC ASSISTANCE PROGRAM
Each employee and their dependents of the Washington County Highway
Department are eligible to participate in a counseling program to be used whenever the
employee deems necessary for marriage problems or family problems. Visits are kept
confidential. Each employee is entitled to four (4) visits per employee at no charge.
Below is the name and address of the domestic Assistance Program facilities and
coordinator.
Ms. Diana Finley, EA Coordinator
Frontier Health
607 Baxter Street
Johnson City, TN

(423) 547-5950

Holston Counseling
1570 Waverly Road
Kingsport, TN
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Nolichucky Mental Health
401 Holston Drive
Greeneville, TN

EXHIBIT No. 5
FAMILY AND MEDICAL LEAVE REQUEST FORM
Directions:
1. Employee fills out sections A and B, and signs C, then gives to Foreman.
2. Foreman gives approval in section C, and then gives to record keeper for completion.
3. Record keeper will complete remaining sections D & E and give to Road Superintendent for
signature.
4. Request must be signed by Supervisor prior to record keeper’s signature.

Section A
Vacation________ Sick________ Comp Time________ Personal________
Military________ Leave without pay________ Leave with pay________

Section B
Name_____________________________________ Date__________________
Social Security #____________________________ Block #________________
Hours Requested_____________Dates Requested_______________________
Emergency________________________ Scheduled______________________

Section C
Employee signature________________________________________________
Foreman signature_________________________________________________
Road Superintendent signature_______________________________________

Section D
Total hours accrued__________________ Month ending___________________ Hours
requested____________________ Balance_______________________

Section E
Record Keepers Signature______________________________________________
Date of Entry______________________________________________________

Page 38 of 41

Exhibit No. 6
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Exhibit No. 7
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