





















































































































































































































































































































































































































































marital status, medical condition, national origin, physical handicap, race, religion, gender, or
sex/sexual preference that results in the loss of tangible job benefits or creates a hostile, obnoxious,
or intimidating work atmosphere.

If you think another employee is harassing you because of your age, ancestry, color, creed, marital
status, medical condition, national origin, physical handicap, race, religion, gender, or sex/sexual
preference tell him or her that you find such behavior offensive and that such behavior is against
City policy. Ask him or her to immediately stop that behavior. It is important to let your fellow
employees know when you consider such behavior offensive, as the City hires people from a wide
variety of cultural and ethnic backgrounds, and that person may not realize the behavior he or she
thinks is proper could be seen by others as offensive. If that employee continues to “pester” you,

immediately utilize the grievance procedure by contacting your supervisor, in writing, about the
problem. If vou feel that you cannot seek help from your supervisor, contact his or her supervisor

or the Personnel Official, in writing, for assistance.

If you see another employee being harassed because of his or her age, ancestry, color, creed,
marital status, medical condition, national origin, physical handicap, race, religion, gender, or
sex/sexual preference tell him or her that the City has a policy prohibiting such behavior, that he or
she can demand the other person to stop such behavior, and that he or she can contact his or her
supervisor, in writing, for help.

If another employee tells you he or she finds your behavior offensive, do not get angry or feel
insulted. People have different ethnic values and standards, and may be offended by behavior that
you think is proper. Tell the employee that you did not realize he or she would be offended by
your behavior, then stop the complained of conduct.

If you are harassed by a non-employee, contact your supervisor, in writing, for help. The City
cannot control the offensive behavior of all non-employees, but it will try to remedy the situation if
possible.

Upon being told of such possible harassment, supervisory employees are expected to take prompt
effective action to determine whether or not harassment has or is taking place, and to stop such
behavior where it does exist. Supervisors must submit a written report to the Personnel Official,
including statements from the employees involved and any other documentation, reporting the
incident and detailing what actions they took. Any supervisor who condones, participates in, or
initiates harassment will be severely disciplined, including possible demotion or termination. Any
employee knowing of a supervisor abusing his or her official position by condoning, participating
in, or initiating such harassment should inform a higher-level supervisor or the Personnel Official,
in writing, so the City can take action against the supervisor if appropriate.

No employee will be disciplined or otherwise retaliated against for complaining about such
harassment. It is important that you inform the City about such harassment, as the City cannot do
anything to remedy a situation if it does not know it exists.

The City has incorporated awareness training in managerial, supervisory, and employee orientation
courses. A copy of this policy will be made available to all new employees.
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CITY OF GALLATIN
PERSONNEL RULES AND REGULATIONS
RULE XVIII - MISCELLANEOUS PROVISIONS
Section 1. Availability of Rules and Regulations

These Rules and Regulations shall be made available to employees by displaying a copy in
each department.

Section 2. Amending or Changing Rules and Regulations

These Rules may be amended in accordance with the City of Gallatin Personnel Ordinance,
Section 13-104.

Section 3. Effective Date of These Rules and Regulations

These Rules and Regulations shall take effect from and after their adoption and as provided
for in Section 13-104 of the City Code.

Section 4. All Prior Rules Superseded

These Rules and Regulations shall be the Personnel Rules and Regulations of the
Municipal Government of the City of Gallatin, Tennessee, except for employees of the
Department of Electricity and others excluded by Section 13-100 of the City Code, and
shall supersede all prior Personnel Rules. Any part or parts of rules in conflict with these
Personnel Rules or the Ordinance are, to the extent of such conflict, superseded.

Section 5. Departmental Rules

5.1  Department heads may implement additional policies and procedures to govern
their departments; that is, specific policies and procedures which would apply to
their departments only, but such policies and procedures must not be inconsistent
with these Personnel Rules and Regulations.

5.2 The departmental policies and procedures must be submitted to the Mayor, through
the Personnel Official, for his approval before said policies and procedures go into
effect as provided herein, and a copy shall be made available to all employees at all
times. Personnel activities arising out of the administration of these departmental
policies and procedures shall be subject to grievance and appeal procedures only in
accordance with Rule XII, Section 12 and Rule XIII, Section 3 of these Rules and
Regulations.
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Section 6. Implementing These Rules and Regulations

It shall be the responsibility of the department heads to carry out these Rules and
Regulations. They shall be held accountable to the Mayor for failure to carry out these
Rules and Regulations as written. The Mayor, through the Personnel Official, will advise
and assist the department heads in enforcing and interpreting these Rules and Regulations.

Section 7. Further Implementation

The Personnel Rules and Regulations contained herein is an outline covering personnel
policies and procedures and may be further implemented by specific policies and
procedures duly adopted by the City Council.

Section 8. Provision for Review

In accordance with the provisions of the Personnel Ordinance, it shall be the duty of the
Mayor to review and/or modify any action taken by the Personnel Official while carrying
out the intent of these Rules and Regulations and while acting in the capacity of his
authorized representative.

Section 9. Benefit Plans for City Recorder — Department Heads — Director of Leisure Services
— Personnel Official — City Planner — Asst. Fire Chief — Asst. Police Chief -
Deputy Recorder — Deputy Finance Director.

9.1 The city recorder, department heads, director of leisure services, personnel official,
asst. fire chief, asst. police chief, deputy finance director, and city planner shall be
entitled to receive the following benefit plans:

(a)
(®
(c)
(d)
(¢)
®

(8)

Longevity pay (Rule IV, Section 10);

Retirement (Rule X1, Section 6);

Holidays (Rule XVI, Section 1);

Vacation Leave (Rule X VI);

Sick Leave (Rule XV1, Sections 3,4, 5,6,7, 8,9, 10, 11);

Health insurance, long term disability, life insurance, and workers’
compensation all as established by the City Council for classified personnel;
Dental program, Christmas Club, Credit Union, holiday gift certificate
program, and savings bonds program as established by the City Council for
classified personnel;

9.2  Inthe event the sections of the Personnel Rules and Regulations cited herein in this
Section 9 require any department head approval and/or notice to, said reference
shall be deemed to require the Mayor’s approval and/or notice to.
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CITY OF GALLATIN
PERSONNEL RULES AND REGULATIONS

RULE XIX - SAVINGS CLAUSE

The provisions of these Rules and Regulations are hereby declared to be severable; and, if
any rule, section, or subsection, provision, exception, sentence, clause, phrase, or parts of
these Rules and Regulations be held by any Court to be invalid or unconstitutional, the
same shall not invalidate or impair the validity, force, and effect of any other rule, section,
or subsection, provisions, exception, sentence, clause, phrase, or parts of these Rules and
Regulations unless it clearly appears that such other part or parts is wholly or necessarily
dependent for its operation upon the part or parts so held invalid or unconstitutional. The
remainder of these Rules and Regulations shall continue in full force and effect, it being
the corporate intent, now hereby declared, that these Rules and Regulations would have
passed even if such unconstitutional or void matter had not been included herein.
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