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DISCLAIMER
NOTHING IN THIS EMPLOYEE HANDBOOK OR ANY SEPARATE
POLICY OF CITY OF TEGA CAY IS INTENDED TO CONSTITUTE A
CONTRACT OF EMPLOYMENT. ALL EMPLOYEES OF CITY OF
TEGA CAY ARE EMPLOYED ON AN “AT WILL” BASIS WHICH
MEANS THAT THE EMPLOYEE MAY DISCONTINUE THE
EMPLOYMENT RELATIONSHIP AT ANY TIME, WITH OR WITHOUT
NOTICE OR CAUSE, AND THAT CITY OF TEGA CAY MAY
DISCONTINUE THE EMPLOYMENT RELATIONSHIP ON THE SAME
GROUNDS. ONLY THE CITY MANAGER OF CITY OF TEGA CAY HAS
THE RIGHT TO ENTER INTO ANY AGREEMENT REGARDING
LENGTH OF EMPLOYMENT OR GROUNDS FOR TERMINATION AND
ANY SUCH AGREEMENT MUST BE IN WRITING AND SIGNED BY
THE CITY MANAGER.
NOTHING IN THE CITY OF TEGA CAY’S HANDBOOK, MANUAL,
POLICIES, PROCEDURES, RULES, OR OTHER DOCUMENTS
RELATING TO EMPLOYMENT CREATES AN EXPRESS OR IMPLIED
CONTRACT OF EMPLOYMENT.
NO PAST PRACTICES OR
PROCEDURES, WRITTEN OR ORAL, CREATE AN EXPRESS OR
IMPLIED AGREEMENT TO CONTINUE SUCH PRACTICES OR
PROCEDURES.
EVERY EMPLOYEE NEEDS TO UNDERSTAND THAT THE POLICIES
SET FORTH IN THIS HANDBOOK ARE MERELY NON-BINDING,
GENERAL GUIDELINE POLICIES WHICH MAY NOT APPLY TO
EVERY EMPLOYEE IN EVERY SITUATION. WHEN IT IS NOT
PRACTICAL OR DESIRABLE TO FOLLOW THESE GENERAL
GUIDELINES POLICES, THE CITY OF TEGA CAY WILL HANDLE
THESE SITUATIONS AS CITY OF TEGA CAY DEEMS APPROPRIATE.

Employee Signature

Date

Employee Name (Please Print)

Date
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CITY OF TEGA CAY
EMPLOYEE ACKNOWLEDGEMENT
REGARDING SIGNATURES & CONTENT
OF
“DISCLAIMER PAGES”

My signature below acknowledges that I have reviewed and
signed both the “Disclaimer” page that appears in the newly issued
Employee Handbook with an issue date of October 31, 2013, that
has been given to me, and a duplicate copy of the “Disclaimer” page
that my employer has retained. I acknowledge that I have had the
opportunity to compare the content of these two documents, and
that these two documents are identical in content.

Employee Signature

Date

Employee Name (Please Print)

Date
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CITY OF TEGA CAY
EMPLOYEE ACKNOWLEDGEMENT OF
RECEIPT OF NEW EMPLOYEE HANDBOOK
My signature below acknowledges my receipt of a copy of the City’s
revised Employee Handbook with an issue date of October 31, 2013, and my
understanding that the collection of polices set forth in the Employee
Handbook is intended to and does hereby replace all previously issued City
policies and procedures which have been rescinded.
My signature acknowledges my specific understanding that the City has
rescinded all previously issued or otherwise communicated Employee
Handbook and procedure statements that relate to, but are not limited to,
disciplinary action and the termination of employment, and my recognition
that the only personnel policies in effect with regard to disciplinary action and
termination of employment are set forth in the revised Employee Handbook.
I further acknowledge that I have been instructed to direct any
questions about these policy changes/additions to the City Manager or Human
Resources Department. My signature below evidences that I have received
“actual notice” of these policy changes/additions/rescissions. All City
employees are employed on an “at will” basis. This means that all employees
may terminate their employment at any time, with or without notice or cause,
and that the City retains the same right.

Employee Signature

Date

Employee Name (Please Print)

Date
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CITY OF TEGA CAY
EMPLOYEE HANDBOOK
INTRODUCTION
This Handbook explains certain policies and procedures which the City of Tega Cay may use in
handling personnel related matters. Although not every personnel matter can be reduced to
writing, this Handbook serves as a general guide to employees regarding policies, benefits, and
general information. Employees of the City of Tega Cay work for a very important group of
people: the citizens and taxpayers of our community.
Every employee contributes to the provision of essential services. These services include:
protection of life, protection of property, and improving the quality of life of its citizens.
Therefore, it is important that you take your job seriously and perform assigned duties to the very
best of your ability. Attitude is part of your job. Your attitude toward the public and fellow
employees should be one of courtesy, efficiency, and willingness to serve. Your attitude toward
your co-workers and supervisors should also be one of cooperation and responsibility. Your words
and deeds should help to achieve harmony, efficiency, and pleasant working conditions.
Keep in mind that as a public employee, you are paid with public funds and you use publicly
owned equipment. You work in the public’s eye. Your behavior, both on and off the job, reflects
directly on the City of Tega Cay.
Special Note: For ease of readability, these policies follow the traditional English practice of
referring to unidentified individuals by the use of masculine pronouns. Whenever such a
pronoun is used, it is intended to apply to both males and females.
HISTORY
In 1982, residents of Tega Cay chose to incorporate into a municipality. The City has been able to
provide for planned, orderly and organized growth, and as a political entity, to provide a higher
level of services for the citizens of Tega Cay. The City has a Council-Manager form of
government.
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EMPLOYEE CATEGORIES
Introductory Employee: Any full or part-time employee who has not completed a three (3) month, (or
longer as determined by the City) introductory period of employment from date of hire or date of
promotion.

Employee: A City employee is anyone who receives wages or salary from the City and is not
considered a contract, leased or agency worker.
Regular Full-Time Employee: An employee, who is not an introductory or temporary employee,
and who is normally expected to work no less than the department regularly scheduled work hours,
and who is eligible for all City benefits.
Regular Part-Time Employee: An employee who is not an introductory or temporary employee,
and who is normally scheduled to work fewer hours per week than the departments regularly
scheduled work hours. Eligibility for other City benefits such as retirement and insurance
coverage vary based on specific eligibility requirements for each benefit as outlined in various plan
documents furnished to employees.
Temporary Employee: An employee who is employed full-time or part-time on a temporary basis
as determined by the City. Temporary employees are not eligible for City benefits.
Exempt Employees: Employees who are exempt from certain provisions of the Fair Labor
Standards Act (wage/hour law). These employees do not receive overtime compensation.
Nonexempt Employees: Employees who are not exempt from the minimum wage, overtime, and
time card provisions of the Fair Labor Standards Act as amended. These employees receive
overtime pay for hours actually worked over the maximum established by the Fair Labor Standards
Act during that employee's specific pay period.
Overtime compensation is based on hours “actually worked” which excludes annual leave,
holidays, and sick leave. (Note: There are special rules for calculating overtime compensation that
apply to the Fire and Police Departments.)
CHANGE OF STATUS
Promotion: Promotion involves the movement of an employee to a different position having a
greater degree of responsibility and a higher job classification.
Transfer: Transfer involves the movement of an employee from one position to another having
the same job classification.
Suspension: Suspension refers to the action taken to temporarily relieve an employee of
prescribed duties.
Resignation: Resignation refers to separation from employment at the election of the employee.
EQUAL EMPLOYMENT OPPORTUNITY
City of Tega Cay provides equal employment opportunities (EEO) to all employees and applicants
for employment without regard to race, color, religion, gender, national origin, age, disability,
veteran status, or other characteristics protected by law. This policy applies to all terms and
conditions of employment, including, but not limited to, hiring, placement, promotion, termination,
transfer, leaves of absence, compensation, and training.
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It is the policy of the City of Tega Cay to select the most qualified applicant for a job opening.
Candidates must be at least 18 years of age. In selecting the most qualified applicant,
consideration will be given, but not limited to, the following factors:
1.
2.
3.
4.
5.
6.
7.

Work Experience
Education
Skillset
Ability
Reliability
Honesty and Integrity
Other Relevant Factors
PRE-EMPLOYMENT MEDICAL EXAMINATION

After a conditional offer has been extended to a candidate for regular employment, he/she will be
required to submit to a physical examination, by a City authorized medical practitioner, and drug
screening. The City shall determine the scope of the exam. The City will pay for all costs of these
examinations.
INTRODUCTORY PERIOD OF EMPLOYMENT
Employees are considered Introductory Employees during the first three (3) months following their
date of hire, or after promotion, demotion or transfer to a new position. The introductory period is
actually an extension of the interview process. This introductory period provides an opportunity
for you as a new employee to evaluate your new work situation and, in turn, provides the City an
opportunity to judge your performance and suitability for continued employment. This
introductory period is not a guarantee of minimum employment. All Employees of the City are
employed on an at will basis. An employee shall be considered an Introductory Employee until
he/she has successfully completed the (3) three month introductory period and the City has
formally accorded the employee regular status through an official document signed by the
employee’s supervisor. The City may extend the introductory period at its discretion. A thirty (30)
day introductory period is required for all promotions.
Introductory employees are entitled to file a grievance under the Grievance Procedure during the
introductory period of employment, but may not pursue their grievance past the level of
Department Head.
NON-DISCRIMINATION / ANTI-HARASSMENT POLICY
The City of Tega Cay’s policies, as well as various laws and regulations, generally prohibit
employment decisions from being made on the basis of race, gender, religion, national origin, age,
disability, veteran status, or similar distinctions. In addition, it is our policy to provide a working
environment in which employees are free from discomfort or pressure resulting from jokes,
ridicule slurs, and harassment either relating to such distinctions or simply resulting from a lack of
consideration for a fellow human being.
If you feel that this policy has been violated by anyone with whom you come into contact on
the job, regardless of whether it is by a fellow workers, a supervisor, or a member of the
general public, you MUST IMMEDIATELY report this incident to the City Manager, the
Director of Human Resources, or whoever is in charge in the event these individuals are
8|Page
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unavailable. Your complaint will be kept as confidential as possible, consistent with its
effective investigation.
In the event you believe that the City Manager is the alleged harasser, you must immediately
contact the Mayor of the City of Tega Cay or the City Attorney. (The telephone numbers of the
Mayor and City Attorney are available from City Hall.)
Employees, including supervisors, who are determined to have violated this policy will be subject
to serious disciplinary action up to and including termination, commensurate with the seriousness
of the conduct.
Special Note: For ease of readability, these policies follow the traditional English practice of
referring to unidentified individuals by the use of masculine pronouns. Whenever such a
pronoun is used, it is intended to apply to both males and females.
ANTI-SEXUAL HARASSMENT POLICY
The City of Tega Cay has taken special steps to prevent employees from being subjected to
inappropriate conduct in the workplace. The City believes that a professional, productive, and
pleasant work environment is desired by all employees. Providing such a work environment
necessarily requires the cooperation of all employees.
The City’s “Non-Discrimination/Anti-Harassment” policy addresses all forms of harassment in a
single policy.
The City wishes to highlight in this policy a particular form of harassment which is often
described as “sexual harassment.”
Sexual harassment includes but is not limited to any inappropriate behavior which, because of an
individual’s gender, has the effect of creating a hostile, intimidating, or otherwise unpleasant
work environment. The following, in no particular order, are some of the more obvious types of
behavior that the City considers to be highly inappropriate in the workplace:






Displays of sexually explicit pictures or objects;
Demands or requests for sexual favors;
Sexually oriented banter, jokes, or commentary;
Repeated social invitations;
Compliments of a sexual or suggestive nature.

If you feel that you have been subjected to any of the above conduct or otherwise made to
feel uncomfortable in the workplace because of your gender, you MUST IMMEDIATELY
report this conduct to the City Manager, the Director of Human Resources, or whoever is
in charge in the event these individuals are unavailable. Your complaint will be kept as
confidential as possible, consistent with its effective investigation.
In the event you believe that the City Manager is the alleged harasser, you must immediately
contact the Mayor or the City Attorney. (The telephone numbers for the Mayor and the City
Attorney are available through City Hall.)
Employees, including supervisors, who are determined to have violated this policy, will be
subject to serious disciplinary action up to and including termination, commensurate with the
seriousness of the conduct.
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Special Note: Listed above are general descriptions of some of the types of conduct which may
constitute sexual harassment or which can lead up to sexual harassment, depending upon the
circumstances. Importantly, not all of the prohibited conduct listed above rises to the level of
what would meet the legal definition of this term. The City of Tega Cay, however, does not want
you to have to worry about whether conduct which makes you feel uncomfortable meets or does
not meet a particular legal definition. What the City wants, and insists upon, is that you notify
the City immediately in the event someone else’s conduct offends you or otherwise makes you
feel uncomfortable.
BULLYING IN THE WORKPLACE
The City of Tega Cay considers workplace bullying unacceptable and does not tolerate it under any
circumstances. Workplace bullying is behavior that harms, intimidates, offends, degrades or
humiliates an employee, possibly in front of other employees, customers, or residents. Workplace
bullying may cause the loss of trained and talented employees; reduce productivity, morale, and
create legal risks.
Examples of workplace bullying include, but are not limited to the following:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Unwarranted or invalid criticism
Blame without factual justification
Being treated differently than the rest of your work group
Being sworn at or use of profanity
Exclusion or social isolation
Being shouted at or being humiliated
Being the target of practical jokes
Excessive monitoring
Any type of hazing

If you feel that you have been subjected to any of the above conduct or otherwise made to
feel uncomfortable in the workplace because of your gender, you MUST IMMEDIATELY
report this conduct to the City Manager, the Director of Human Resources, or whoever is
in charge in the event these individuals are unavailable. Your complaint will be kept as
confidential as possible, consistent with its effective investigation.
In the event you believe that the City Manager is the alleged harasser, you must immediately
contact the Mayor or the City Attorney. (The telephone numbers for the Mayor and the City
Attorney are available through City Hall.)
Employees at the City of Tega Cay deserve to work in an environment free of bullying.
Employees who threaten or bully another co-worker are subject to severe disciplinary action, up to
and including termination of employment.
ANTI-NEPOTISM
1. Two or more members of an immediate family may not be employed within the same
department. For purposes of this policy, immediate family includes: spouse, parent, child,
grandparent, grandchild, brother, sister, aunt, uncle, niece, nephew, parent-in-law,
grandparent-in-law, brother-in-law, and sister-in-law. Step-relatives are considered family
members under this policy.
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2. Employees in the same immediate family may not be employed or continue to be employed
if one directly or indirectly supervises another or has responsibility for reviewing the work
of the other family member.
3. If employees become related by marriage and create a situation prohibited by this policy,
one of the employees must give up his position. If the employees cannot choose which of
them it will be, the employee having the lowest budgeted annual compensation will be
removed.
The City will make an effort to find another position for the removed employee, but the
City does not guarantee the result of such an effort.
4. If a violation of this policy occurs because of the promotion of an immediate family
member, one of the employees must give up his position. If the employees cannot choose
which of them it will be, the employee having the lowest budgeted annual compensation
will be removed. The City will make an effort to find another position for the removed
employee, but the City does not guarantee the result of such an effort.
5. Unrelated employees residing together in an apparently romantic relationship will be treated
as being within the immediate family of each other for the purposes of this policy.
6. Only the City Manager, after being properly authorized by City Council to do so, has the
authority to make an exception to this policy.
WORKPLACE VIOLENCE
Violence in the workplace is a reason for all employees to be vigilant to potential threats to their
safety. City policies prohibit violent, abusive, or threatening behavior by one employee towards
another or from an employee towards a citizen.
Employees must immediately warn or advise their Supervisor, Department Head, or Human
Resources Department of any suspicious workplace activity or situations or incidents of which they
are aware or have observed. Such activities/incidents may include verbal threats of violence or
other aggressive behavior, physical intimidation or contact, or any behavior that a reasonable
person might find threatening. This also includes “joking” threats.
ZERO TOLERANCE: The City will not tolerate direct or indirect threats or violent acts
toward persons or property. All threats and violent acts must be reported immediately to
Human Resources Department or to the City Manager.
SAFETY
It is the responsibility of every employee to observe safe practices in all daily activities.
Employees must immediately report safety hazards to their Supervisors. Personal protective
equipment must be used in appropriate situations. The City annually adopts a Safety Policy, and all
employees must adhere to the Safety Policy. Violations of the City’s Safety Policy will result in
disciplinary action up to and including termination.
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SEAT BELT POLICY
Purpose: To establish a policy to assure maximum operator and passenger safety, thus
minimizing the possibility of death or injury as a result of motor vehicle crashes. This policy
will apply to all personnel operating or riding in city vehicles.
Discussion: Research clearly indicates that the use of safety belts has a significant effect in
reducing the number of death and severity of injuries resulting from traffic crashes. The use of
safety restraints reduces this risk to death and serious injury and assists personnel in
maintaining proper control of their vehicles in pursuit and/or emergency high speed
operations.
Policy: To assure the safety of all personnel, safety belts shall be worn by drivers and
passengers in all vehicles owned, leased or rented by the city at all times. This also applies to
the operation of privately owned or other vehicles if used on duty.
Recommendation: It is strongly recommended that safety belts be utilized by City personnel
and their families at all times in vehicles while in an off duty capacities to further reduce the
risk of death or injury.
Procedures:
 City personnel shall use the safety belts installed by the vehicle manufacturer
properly adjusted and securely fastened when operating or riding in any vehicle
so equipped if used while on duty.
 Lap belts shall be properly secured in those vehicles equipped with automatic
safety systems that require the lap portion of the belt be manually secured.
 The driver of the vehicle is responsible for insuring compliance by all occupants
of the vehicle they are operating. Approved child safety restraints shall be used
for all children of age, size or weight for which such restraints are prescribed by
law.
 No person shall operate a City vehicle in which any safety belt in driver’s seating
position is inoperable. No person shall be transported in a seating position in
which the safety restraint is inoperable.
 No person shall modify, remove, deactivate or otherwise tamper with the vehicle
safety belts except for vehicle maintenance and repair and not without
authorization.
 Personnel who discover an inoperable restraint system shall report the defect to
the appropriate supervisor. Prompt action will be taken to replace or repair the
system.
WORKPLACE SEARCHES and PRIVACY
Every employee must understand that he/she should have no expectation of privacy regarding
communications received or stored on City equipment and items brought into the workplace. If
an employee does not want communications or items accessed by the City, then the employee
should not allow these communications and items to be present in the workplace.
The City reserves the right to search City property and documents in employee desks, lockers,
file cabinets, etc.
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The use of electronic media raises similar issues. The City provides electronic and telephonic
communication and, when necessary, computers to employees. Although assigned to the
employee, these items still belong to the City. Similarly, any computer files created on a Cityowned computer are the property of the City. Employees should not use City computers for
personal business without the permission of the City. Unauthorized programs and files may not
be used on City computers without the permission of the City. The City also reserves the right to
review voice mail, electronic mail, computer files, and other electronic information generated by
or stored on the City’s electronic systems. Specifically, the following use of City computers is
absolutely forbidden:
1. Accessing any material that the City considers to be pornographic;
2. Transmitting or knowingly accepting receipt of any communication which is
pornographic, obscene, or in the City’s opinion, might contribute to a hostile
work environment in that it demeans employees on the basis of race, color,
religion, sex, age, national origin, disability, veteran status, or similar
distinctions; or
3. Conducting business or activities outside employment for personal financial gain.
IMPORTANT NOTICE: The City has the capacity to examine the computer usage of
employees in detail. Even though an item has been “deleted” and the employee cannot retrieve
it, this does not mean that the City cannot do so. It is also possible to generate a report of every
Internet connection made by each user and of how much time was spent in each connection.
Employees should have no expectation of privacy regarding communications received or
stored on City equipment, and items brought into the workplace.
DRUG USE AND DRUG TESTING POLICY
It is well recognized that drug abuse has a harmful effect on public health and safety, on the
welfare of employees, on morale, and on productivity. It is therefore the policy of the City of
Tega Cay to establish and maintain drug-free workplaces. The City prohibits the unauthorized or
unlawful manufacture, distribution, dispensation, possession, and use of controlled substances
both on and off the job.
I.

GENERAL RULE

All employees of the City are prohibited from swallowing, inhaling, injecting, dealing in,
or otherwise using illegal drugs and substances (such as marijuana, cocaine, LSD, heroin,
etc.) and prescription drugs which are not prescribed for the employee's own use or
prescription drugs that are used improperly according to prescription instructions. This
prohibition applies to use at any time, both on the job and off the job. City employees
are, of course, permitted to possess any substance when required by their jobs or for the
purpose of lawful delivery to another person.
II.

APPLICANTS FOR EMPLOYMENT

The City will conduct pre-employment drug tests for applicants tentatively selected for
employment. The City will not hire any applicant tentatively selected for employment
who refuses to submit to a drug test or who tests positive for use of illegal or
unauthorized substances. An applicant who is rejected under this policy may be
considered for future vacancies if he can demonstrate that he is no longer a user of any
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unlawful substances. (This may include successful completion of a rehabilitation program
as well as a negative drug test result.)
III.

CURRENT EMPLOYEES

A.

All City employees are subject to drug testing by urinalysis where "particularized
suspicion" of drug use in violation of this policy exists or under other lawful
conditions.
1.

Particularized suspicion is deemed to exist when:
a.
information that an employee has used illegal drugs or substances
in violation of this policy is provided by a reliable informant;
b.
a “serious” accident occurs due to the apparent fault of the
employee; “serious” accident is defined as:





c.

an employee exhibits any of the following:









B.
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an accident involving a fatality, [NOTE: DOT regulated
employees will be tested after an accident involving a
fatality regardless of fault];
an accident causing bodily injury that requires medical
treatment away from the scene of the accident;
an accident causing total aggregate property damage of
$2,000 or more based on reliable estimates;
an accident involving one or more commercial motor
vehicles which results in one of the vehicles having to be
towed from the scene by a tow truck or other vehicle;
or other conditions suggest that testing is warranted.
extreme mood swings;
slurred speech;
unusual clumsiness;
staggering;
dilation of pupils;
sleeping on the job or lethargy;
excessive unexplained sweating; or
other aberrational behavior;

d.

an employee has been arrested for violation of drug laws;

e.

an employee has admitted violating the City's drug policy;

f.

an employee has tested positive for illegal drugs within the past
five (5) years.

Employees required by their jobs to possess a commercial driver's license must
provide a specimen for testing within 32 hours following a serious accident for
which they arguably are at fault. (Such employees who are injured and cannot
provide a specimen at the time of the accident will provide necessary
authorization for obtaining hospital reports or other documents that would
indicate the presence of controlled substances in the employees' systems.)
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IV.

C.

Employees required by their jobs to possess a Commercial Driver's License must
submit to a drug test whenever they are issued a citation for a moving violation in
connection with an accident.

D.

Particularized suspicion testing may not be conducted without the approval of the
Department Head or his designee(s). The Chief of Police or an authorized Police
Department Captain shall approve particularized suspicion testing for Police
Department employees.

E.

Random testing for illegal or unauthorized drug use may be conducted for all
sworn police officers, firefighters, or other employees classified by the City
Manager as “safety sensitive” positions.

F.

Random testing for illegal or unauthorized drug use may be conducted for all
employees who are required by their jobs to possess a commercial driver’s license
and for employees who occupy positions the City deems to be safety sensitive.

G.

If an employee refuses to submit to a drug test when ordered to do so, the
employee will be terminated.

TESTING PROCEDURE
A.

Drug testing will be by urinalysis.

B.

The collection of samples will be performed by a licensed practitioner contracted
by the City.

C.

Urine normally will be collected under conditions of semi-privacy -- that is, a
person of the same gender will be in a position to observe obvious attempts to
substitute or adulterate a urine sample. Collection of the urine sample may be
directly observed by a person of the same gender, however, where the person
supervising the collection believes an employee has tampered with an earlier
urine sample or the employee has previously admitted or been proved to have
used drugs in violation of this rule.

D.

Urine samples will be sealed, labeled, and documented in accordance with the
procedure of the drug testing company. Labeling, storage, and transportation of
samples are expected be performed so as reasonably to preclude the probability of
erroneous identification, sample contamination, or sample adulteration.

E.

Specimens will be checked for a minimum of the following six substances:







F.
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marijuana
cocaine
opiates
amphetamines
phencyclidine
barbiturates

Applicants and employees will have an opportunity to provide any information
which they consider relevant to the test, including identification of currently used
prescription or nonprescription drugs, or other relevant information.
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V.

VI.

G.

Samples that initially result in a positive finding for drug use will be re-tested by
the gas chromatography/mass spectrometry (GC/MS) method. If the GC/MS test
results in a positive finding of drug use, and is verified by the Medical Review
Officer, the written report of the Medical Review Officer shall be conclusive for
all employment-related purposes.

H.

The City’s Medical Review Officer will normally allow an employee whose drug
test results have been confirmed as positive the opportunity to justify the result
before the Medical Review Officer notifies the City of the test results.

NOTICE TO EMPLOYER, STATE, FEDERAL GRANTOR AND CONTRACTING
AGENCIES, AND LAW ENFORCEMENT AUTHORITIES.
A.

As a condition of employment, employees agree to notify the City within five
calendar days after any criminal conviction for the workplace, manufacture,
distribution, dispensation, possession, or use of illegal drugs and prescription
drugs not prescribed for the employee employee's use. The City shall notify all
state and federal grantors/contracting agencies of such employee convictions if
required by the state and federal Drug Free Workplace Acts. "Conviction" means
a finding of guilt, imposition of a sentence, a plea of no contest, or a plea of
guilty.

B.

The City shall notify law enforcement authorities whenever illegal drugs are
found in the workplace.

CONSEQUENCES OF VIOLATING THIS POLICY
Violations of this policy will result in discipline up to and including discharge.
A.

For sworn police officers, firefighters, and other positions classified by the City
Manager as “safety sensitive” the employee will be terminated if found to be in
violation of this policy.

B.

For employees still in the introductory period of employment, the employee will
be terminated if found to be in violation of this policy.

C.

For all other employees, the City may impose discipline up to and including
discharge for an employee who tests positive for illegal drug use or who
otherwise violates this policy.
1.

2.

In lieu of terminating an employee, the City may condition the continued
or future employment of an employee who tests positive for or admits to
the use of illegal drugs, upon the successful completion of a drug
counseling/rehabilitation program.
After considering all of the relevant circumstances, if the City agrees to
allow an employee who is found to be in violation of this policy to
continue as a City employee, the City may do the following:
a.
b.
c.
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employee to return to duty;
Require the employee to authorize the counseling agency or other
facility to report periodically to the City during the course of
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d.
e.

VII.

VIII.

Place the employee on probation for at least six (6) months
following the employee's return to duty; and
Require the employee to submit to unannounced follow-up drug
testing for a period not to exceed five years.

D.

Should an employee, whose continued or future employment is conditioned upon
the successful completion of a counseling or rehabilitation program, refuse or fail
to participate in a single counseling or treatment session, the employee will be
terminated.

E.

Any employee whose return-to-duty test sample is positive for illegal drug use
will be terminated.

COMING FORWARD WITH SUBSTANCE ABUSE PROBLEMS
A.

All employees (other than sworn police officers, firefighters or other employees in
safety sensitive positions) who have substance abuse problems and report them to
the City before being selected for testing, and before the occurrence of an event
which normally would result in testing, normally will not be disciplined upon the
first violation. However, the City reserves its right to take disciplinary action.

B.

If an employee admits to a violation of this policy or tests positive for drugs in
violation of this policy, but seeks counseling and remains an employee of the
City, the employee will be discharged if he/she again either admits to a violation
of this policy or tests positive for drugs in violation of this policy.

CONFIDENTIALITY
Any drug test results or information supplied by employees and applicants as part of the
City's drug testing program will be kept as confidential as possible, consistent with the
purposes of this policy.

IX.

TESTING COSTS
The City will pay the costs of all drug tests to which the City requires an employee to
submit. However, an employee subject to unannounced follow-up testing pursuant to
Part VI (C) (2) (e) of this policy will be solely responsible for the cost of all follow-up
tests.

X.

NOTIFICATION OF TEST RESULTS
A. Upon written request, job applicants may learn of the results of a pre-employment
drug test if the City receives the request within 60 days of disposition of their
application for employment.
B. Employees will be notified of the results (including the drug(s) discovered) of all
drug tests, provided the results are positive.

XI.

EMPLOYEE ASSISTANCE PROGRAM
The use of illegal drugs and similar substances is a serious threat to our nation's collective
health, safety, and welfare. Drug abuse in the workplace is dangerous because it leads to
physical impairment, loss of judgment, safety violations, and the risk of injury and death.
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In order to prevent these consequences of drug abuse, the City has implemented this
policy. Employees who feel they have a problem with controlled substances should seek
assistance.
A.

B.

For information on where to obtain treatment or assistance for drug or alcohol
problems, one of the best places to look is on the internet or in your phone book's
Yellow Pages under "Drug Abuse & Addiction Information & Treatment Centers"
or "Alcoholism Information & Treatment Centers." Under these headings, there
is often a listing for a local "Council on Alcohol and Drug Abuse." These
organizations are most helpful, as are Alcoholics Anonymous (AA) and Narcotics
Anonymous (NA) in identifying sources for treatment and assistance. Set forth
below is a list of organizations that may provide information or referrals.
1.

Keystone Substance Abuse Services
199 S. Herlong Avenue
Rock Hill, SC 29730
803-324-1800

2.

First Sun EAP
1-800-968-8143

3.

National Clearinghouse on Alcohol and Drug Information
1-800-729-6686

4.

National Council on Alcoholism
1-800-622-2255

Periodically, the City may make available to employees information regarding
substance abuse. All employees are encouraged to attend such programs and to
review any material supplied. Some employees may be required to attend such
programs or to review such material.
ALCOHOL USE AND ALCOHOL TESTING POLICY

The abuse and misuse of alcohol is a very serious problem that threatens our nation's collective
health, safety, and welfare. The City of Tega Cay is committed to maintaining a safe and
productive work environment. Alcohol in the workplace is dangerous because it leads to
physical impairment, loss of judgment, safety violations, and the risk of injury and death.
It is therefore the policy of the City of Tega Cay to establish and maintain alcohol free
workplaces, to comply with applicable government regulations, and to prohibit the unauthorized,
improper, or unlawful use of alcohol on the City’s premises or time.
For these reasons, the City has implemented the following Alcohol Use and Alcohol Testing
policy.
I.

GENERAL RULE
Effective immediately, all employees of the City are prohibited from using or possessing
alcoholic beverages on City premises or City time. The term "City premises or time”
includes: City vehicles and private vehicles on City premises; parking lots, recreation
areas, and any circumstances in which an employee is representing the City such as off-
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premises business meetings or conferences. Employees are not prohibited, however,
from having unopened containers of alcoholic beverages in their personal vehicles. The
City Manager may approve moderate alcohol use at designated social or business
functions.
All employees of the City are prohibited from reporting to or being at work while under
the influence of alcohol. (An employee is considered to be "under the influence of
alcohol" if he has any detectable amount of alcohol in his system.)
Employees who are required by their jobs to possess a commercial driver's license (CDL)
are subject to the federal regulations of the US Department of Transportation and, more
specifically, to 49 CFR Part 382 which addresses the misuse of alcohol among DOT
regulated employees. These regulations prohibit the following:






II.

Using alcohol within four (4) hours of reporting for duty;
Reporting for work with an alcohol concentration of .02 or greater;
Using alcohol while on duty’
Using alcohol within eight (8) hours following an accident which requires
an alcohol test (or until a post-accident test is conducted, whichever occurs
first);
Possessing alcohol while on duty;
Transporting alcohol in any DOT regulated vehicle (except when alcohol
is manifested cargo).

CURRENT EMPLOYEES
A.

All City employees are subject to alcohol testing where "particularized suspicion"
of alcohol use in violation of this policy exists.
1.

Particularized suspicion is deemed to exist when:
a.
b.
c.

information that an employee has used or possessed alcohol in
violation of this policy is provided by a reliable source;
an accident occurs due to the apparent fault of an employee.
"an accident” is defined as:
(1)

(2)
(3)
(4)

d.
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an accident involving a fatality, [NOTE: DOT regulated
employees will be tested after an accident involving a
fatality regardless of fault];
an accident causing bodily injury, which requires medical
treatment away from the scene of the accident;
an accident causing total aggregate property damage of
$2,000 or more based on reliable estimates; or
an accident involving one or more Commercial Motor
Vehicles which results in one of the vehicles having to be
towed from the scene by a tow truck or other vehicle.

an employee exhibits behavior consistent with alcohol use such as
but not limited to:

Employee Handbook- revised 2013

This

is

not a

contract

(1)

(2)
(3)

2.
B.

erratic behavior (mood swings, slurred speech, staggering,
bloodshot eyes, sleeping on the job or lethargy, excessive
unexplained sweating, etc.);
the apparent odor of an alcoholic beverage on an
employee's breath;
other aberrational behavior such as but not limited to
absenteeism or tardiness, significant deterioration in job
performance, repeated errors or rules violations, etc.

e.

an employee has admitted violating the City’s alcohol policy;

f.

an employee is arrested for or convicted of an alcohol related
offense;

g.

an employee has tested positive for alcohol in violation of this
policy within the past five years.

Particularized suspicion testing may not be conducted without the
approval of the City Manager or his designee;

All employees occupying positions designated by the City as "safety sensitive"
are subject to random selection alcohol testing to determine compliance with this
policy. A list of safety sensitive positions is listed on page 27.
All DOT regulated employees are subject to random selection testing pursuant to
49 CFR Part 382. Random selection testing is unannounced.

C.
III.

If an employee refuses to submit to an alcohol test when ordered to do so, the
employee will be terminated.

TESTING PROCEDURE
A.

Employees will have an opportunity to provide any information which they
consider to be relevant to the test.

B.

Alcohol tests are conducted to determine if an employee has violated this policy.

C.

The City shall use DOT approved non-evidential screening devices and DOT
approved evidential breath testing (EBT) devices for alcohol testing pursuant to
this policy.

D.

A non-evidential screening device may be utilized to initially determine
compliance with this policy. If the screening device indicates the presence of
alcohol, or if the City deems the results of the screening device questionable, then
a confirmatory test will be conducted utilizing an EBT device.

E.

The EBT confirmatory test will be conducted by an employee properly certified to
use the equipment.

F.

A confirmatory test result generated through the use of an EBT that indicates a
presence of alcohol in violation of this policy will be conclusive for purposes of
this policy.
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IV.

CONSEQUENCES OF VIOLATING THIS POLICY
Violations of this policy may result in discipline up to and including discharge.
A.

For sworn police officers, the City will terminate an employee if he is found to be
in violation of this policy.

B.

For employees still in the introductory period of employment, the City will
terminate the employee if he is found to be in violation of this policy.

C.

For all others, the City may impose discipline up to and including discharge for an
employee who is found to be in violation of this policy.
1.

2.

In lieu of terminating an employee, the City may suspend the employee
and condition his continued or future employment upon the successful
completion of an alcohol counseling/rehabilitation program.
After considering all of the relevant circumstances, if the City agrees to
allow an employee found to be in violation of this policy to continue as a
City employee, the City may do the following:
a.

b.

c.
d.
e.

V.

Refer the employee to a Substance Abuse Professional for
assessment and require the employee to follow the SAP's
prescribed program of counseling/treatment;
Require the employee to authorize the Employee Assistance
Program or other facility to report periodically to the City during
the course of counseling/treatment;
Retest the employee for alcohol use in violation of this policy
before allowing the employee to return to duty;
Place the employee on probation for at least six months following
the employee's return to duty; and
Require the employee to submit to unannounced follow-up alcohol
testing for a period not to exceed five years. (The employee will
be solely responsible for the total cost of all follow-up alcohol tests
conducted pursuant to this policy.)

D.

Should an employee, whose continued or future employment is conditioned upon
the successful completion of a counseling or rehabilitation program, refuse or fail
to participate in a single counseling or treatment session, the employee will be
terminated.

E.

An employee whose return-to-duty alcohol test indicates that the employee is in
violation of this policy will be terminated.

COMING FORWARD WITH ALCOHOL ABUSE PROBLEMS
A.

Employees who have alcohol abuse problems and report them to the City before
being selected for testing, and before the occurrence of an event which normally
would result in testing, may not be disciplined and may be subject to Section
IV(C)(2) of this policy.

B.

If an employee admits to a violation of this policy or tests positive for use of
alcohol in violation of this policy, but seeks counseling and remains an employee

21 | P a g e

Employee Handbook- revised 2013

This

is

not a

contract

of the City, the employee will be discharged if he again either admits to a
violation of this policy or tests positive for alcohol in violation of this policy.
VI.

TESTING COSTS
The City will pay the costs of all alcohol tests to which the City requires an employee to
submit. However, the employee is solely responsible for the total cost of all follow-up
alcohol tests conducted pursuant to Section IV(C) (2) of this policy.

VII.

EMPLOYEE ASSISTANCE PROGRAM
Employees who feel they have a problem with substance abuse should seek assistance.
A.

For information on where to obtain treatment or assistance for drug or alcohol
problems, one of the best places to look is in your phone book's Yellow Pages
under "Drug Abuse & Addiction Information & Treatment Centers" or
"Alcoholism Information & Treatment Centers." Under these headings, there is
often a listing for a local "Council on Alcohol and Drug Abuse." These
organizations are most helpful, as are Alcoholics Anonymous (AA) and Narcotics
Anonymous (NA) in identifying sources for treatment and assistance. Set forth
below is a list of organizations that may provide information or referrals.
1.

Keystone Substance Abuse Services
199 S. Herlong Avenue
Rock Hill, SC 29730
803-324-1800

2.

First Sun EAP
1-800-968-8143

3.

National Clearinghouse on Alcohol and Drug Information
1-800-729-6686

4.

National Council on Alcoholism
1-800-622-2255

B. Periodically, the City may make available to employees information regarding
alcohol abuse. All employees are encouraged to attend such programs and to review
any material supplied. Some employees may be required to attend such programs or
to review such material.
C.

The following positions are subject to random testing:
1.
2.
3.
4.
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Sworn Police Officers
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Anyone employed in a position classified by the City Manager to be
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Employee Handbook- revised 2013

This

is

not a

contract

COMPUTER, INTERNET, AND E-MAIL POLICY
The City maintains a computer network and an electronic mail system. The City also provides
internet access for many employees through the computer system. The computer and e-mail
systems and internet access are provided for the sole purpose of conducting and facilitating City
business. City employees are required at all times to use these systems/this access in a
responsible and professional manner.
City Property
All City communications equipment and services, including any messages or images
transmitted or stored on them, are the property of the City. The City may access, monitor,
delete, and/or disclose employee telephone calls, e-mail messages, and other communications
and files as the City deems fit. SPECIAL NOTE: If a City employee does not wish for
information, communications, or images to be accessed by the City, then the employee
should not use City communications equipment or services to store or transmit the
information, communications, or images. Employees should have no expectation of
personal privacy when using City communications systems.
Improper Use (General) Prohibited
Improper use of the City’s communications equipment and services will result in disciplinary
action up to and including termination of employment. Improper use includes, but is not limited
to, the misuse described in this policy. Improper use includes any harassing, offensive,
demeaning, insulting, intimidating, threatening, hostile, vulgar, profane, obscene, or sexually
suggestive written, recorded, stored, or electronically transmitted images or messages.
Improper Use (Specific Types) Prohibited
It is impossible to list all acts and omissions pertaining to the use of the City’s communications
systems which are inappropriate and which will subject an employee to disciplinary action up to
and including discharge. The above section addresses in general fashion harassing and offensive
communications and information. This section lists some of the other, more obvious types of
prohibited activities. This list is not exhaustive.
A.
B.
C.
D.

Illegal Activities;
Commercial Activities, Direct or Indirect, for Profit or Personal Gain;
Recreational Activities;
Personal Activities.

Authorship and Sources of Communication
City employees are prohibited from providing misleading or false information regarding the
source or authorship of documents, information, messages, or images.
Accessing Information
Use of City provided equipment or facilities to access any commercial on-line service or Internet
provider is authorized only through use of a City provided internet browser and City provided
service provider, unless specific permission to do otherwise is provided by the City Manager or
his designee. City employees are not authorized to use their personal subscriptions to access
internet providers using City equipment, unless specific permission to do so is provided by the
City Manager or his designee. Accessing databases for which there are access or usage charges
is not permitted without proper authorization.
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Circumventing System Controls
Any attempt to circumvent communications system controls or violate security systems will
result in serious disciplinary action up to and including termination. (This provision is in no way
to be construed as a limit on the City’s ability to access any information which has been stored or
transmitted through the use of the City’s communication system.)
Authorized Software
Only City authorized and acquired software can be installed and used on the City’s computer
equipment. The City’s Information Services/Computer Consultant must authorize use of any
software before it is installed on City equipment. (Note: The Information Services
Department/Computer Consultant must provide machine-specific authorization before the
installation of software.)
Passwords and Access Codes
All employee passwords and access codes must be disclosed to the City’s Information
Services/Computer Consultant. Employees are prohibited from divulging passwords or access
codes without proper authorization.
PROFESSIONAL ETHICS - CONFLICT OF INTEREST
Political Activity: All City employees are prohibited from engaging in political activities while on
City time or property, or while using City equipment including but not limited to telephones, cell
phones, computers, pagers, messaging systems, e-mail, and etc.
Any use of official authority, or influence for the purpose of interfering with an election, or
nomination for office, or affecting the results thereof is prohibited.
Directly or indirectly coercing, attempting to coerce, instructing or advising any other employee or
the residents of this City to pay, lend, or contribute any part of his compensation or anything else
of value to any party, organization, agency, or person for political purposes in the City is
prohibited.
In certain circumstances involving real or potential conflicts, employees who run for public office
may be placed on an unpaid leave of absence until after the election. If an employee is placed on
leave of absence, his employment will terminate upon his election to a partisan/non-partisan public
office.
For purpose of this policy, an employee is considered a “candidate for public office” as soon as
he/she begins actively campaigning for nomination or election, or when he/she files for candidacy,
whichever comes sooner.
Gifts & Gratuities:
Employees may not accept any gift, favor, or item of value. City employees must be fair and
impartial in their dealings with any person, firm, corporation which may be interested directly or
indirectly in business dealings with the City.
Conflict of Interest: All City employees are subject to South Carolina’s Ethics laws. The South
Carolina Ethics Act requires a public official or employee to remove himself or herself from
possible conflict of interest actions or decisions. Business dealings with a governmental agency
can take place only after (1) public disclosure of the possible conflict of interest; (2) public notice
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and competitive bidding when that is the normal contract award process; and (3) complete removal
of the interested official or employee from the agency's decision making process.
COURTESY
Employees are expected to be courteous and respectful when dealing with the public and
coworkers. This will not always be easy when others are rude, sarcastic, or insulting, but as public
employees your behavior is held to a higher standard. You must never use coarse, violent, profane,
or abusive language or gestures when communicating with others
PERSONAL APPEARANCE & DEMEANOR
Your appearance while on duty reflects on the City of Tega Cay, and inappropriate dress may be
disruptive to the operation of a professional workplace. Department Heads/Supervisors are
authorized to determine whether an employee’s dress is appropriate for their position and duties.
Employees are also expected to keep their work environment clean and orderly. Before departing
at the end of the employee's workday, he/she must take all appropriate steps to ensure that
confidential information is made inaccessible to unauthorized persons. He/she should lock the files
and cabinets when required, and clear all work of sensitive or confidential materials from desk
surface.
CONFIDENTIALITY
During the course of employment an employee may come into possession of information that is
confidential and should not be disclosed to other employees or the public. If you do not know
whether information is confidential, the safest course is not to disclose it. Direct all questions of
this nature to your Supervisor or Department Head.
SMOKING
Smoking is prohibited in all City vehicles and buildings except in designated smoking areas.
DEPARTMENT SPECIFIC POLICIES
Employee departments may have policies that are specific and unique to their operations, and that
do not apply to employees outside of that department. Such policies may be more restrictive than
the general policies contained in this handbook, but in no case shall department specific policies be
less restrictive. To the extent that there is conflict between a department specific policy and the
policies of this handbook, the latter controls. Department Heads are responsible for creation and
administration of department specific policies. You may obtain information on such policies from
your Department Head. Under no circumstances will department policies create an express or
implied contract of employment.
HIRING
Persons interested in applying for employment with the City of Tega Cay must complete an official
employment application form. The City does not accept applications for employment unless there
is a posted and advertised opening.
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Newly hired employees are not permitted to start working until they have supplied the Human
Resources Department with all personal information and/or documentation required for their
personnel file.
Recruitment: The City of Tega Cay seeks to recruit and employ the most suitable persons
available as determined by the City, without regard to race, color, religion, national origin, sex,
age, disability, veteran status or other protected characteristics. The City encourages promotion
from within and, when it is in the City’s best interest, existing employees may be given preference
over outside applicants for available positions. However, the City reserves sole discretion to
determine an employee’s suitability for an available position, and whether applicants from other
sources should be considered and selected.
Promotions and Transfers: While promotion from within is generally encouraged, a current
employee must have a performance record of meeting expectations in his or her current position in
order to be considered a candidate for promotion. The City selects the most suitable candidate, as
determined by the City, for an available position opening. Transfer opportunities for current
employees may also be available. Nothing herein prevents the City from considering candidates or
hiring from outside the ranks of current City employees.
WORK HOURS AND SCHEDULES
Many of the City's functions require twenty-four (24) hour service and work hours and
requirements may vary depending on the Department. Employee departments may have special
policies regarding work hours and your supervisor will advise you of your schedule and policies.
Daily and weekly work schedules may be changed from time to time at the discretion of the head
of a department to meet the varying needs and conditions of the City.
DISASTER PROCEDURE
In the event of a declared emergency, natural disaster or other unusual circumstance affecting the
City, employees may be required to provide extra hours of service and duties. If such an event
occurs, it is the responsibility of the employee to contact his or her supervisor to see if his or her
services are needed.
INCLEMENT WEATHER
The City has adopted the following policy with respect to inclement weather:
The City Manager is responsible for decisions to close the City Offices because of inclement
weather. The City Manager will notify each Department Head of the closing of the City Offices.
Each employee is required to check with his/her Department Head to determine the status of the
City Offices to open, delay opening, or close.
Non-Law Enforcement Personnel will be broken into two (2) categories with respect to inclement
weather responsibilities. Non-essential personnel are not required to come in to the office, and will
be paid at their regular rate. ESSENTIAL personnel will be required to report to work. Those
classified as essential personnel are so designated by the Department Head or City Manager.
The City will try to assist essential personnel to get to their stations. However, it remains the
responsibility of the employee to report to work if he/she is considered essential personnel
employee.
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If an employee refuses to come to work when called by the Department Head, then he/she will not
be paid for the day unless the day is counted as a vacation day.
ATTENDANCE
Punctual, regular, and predictable attendance is an essential function of each employee's job at the
City. Tardiness and absenteeism cause problems for fellow employees and supervisors.
Employees are expected to report to work as scheduled, on time and prepared to start work.
Employees are also expected to remain at work for their entire work schedule, except for break
periods or when required to leave on authorized City business.
In all cases of absence or tardiness, employees must provide their supervisor with an accurate
reason or explanation. Documentation of the reason may be required. Employees must also
inform their supervisor of the expected duration of any absence. An employee is expected to call
his/her supervisor in advance of his or her regular starting time on any day on which the employee
is scheduled to work and will not be reporting to work. If the employee cannot personally
telephone, the employee should have a reliable person do so.
Excessive absenteeism or tardiness will not be tolerated. Each situation of absenteeism or
tardiness will be evaluated on a case-by-case basis. However, even one instance of unexcused
absence or tardiness may be considered excessive, depending on the circumstances. Further, any
employee who fails to report to work without notification to his or her supervisor for two (2) or
more consecutive days or shifts will be considered to have voluntarily resigned. The City, in its
sole discretion, will determine what is excessive.
RECORDING WORK HOURS
All employees’ time sheets shall be checked and signed by the employee and the Department
Head. Un-worked time for which an employee is entitled to be paid (paid absences, paid holiday,
or paid vacation time) shall be entered on the time sheet. Employees eligible for overtime
compensation must record their hours manually on time sheets, or by means of time clocks.
Properly completed leave slips must be submitted in order to take any approved leave.
Unapproved absences are not compensable through sick leave or annual leave. The Department
Head shall inform the employee if he/she will not be paid for a period(s) of absence.
The Department Head is responsible for turning in the time sheets to the Human Resources
Department no later than 10:00 a.m. on Mondays after the end of a two-week work period.
Filling out another employee’s time sheet or falsifying one’s own time sheet is prohibited, and is
grounds for severe disciplinary action up to and including termination.
The Human Resources Director has the right to ask for and shall receive any other back up
documents as necessary to verify attendance on the job.
Any changes, corrections, strikeovers, on an employee’s time sheet shall be initialed by both the
employee and the employee’s supervisor or the entire sheet becomes void.
Accurate time reporting is extremely important. Questions about compensation should be
immediately brought to the attention of Human Resources Department.
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PERFORMANCE EVALUATION
Each employee shall be appraised regularly on his performance of duty for the classified position
he/she occupies. Employees shall be evaluated at the end of the introductory period, and again at
the end of the twelve month period. Thereafter, each employee shall receive an annual appraisal or
evaluation of his/her performance. All employee evaluation reports shall be made by the
employee’s Department Head. The appraisal must be signed by the rater and the employee.
JOB DUTIES
While employees generally may be assigned a job title and a set of essential job duties, it should be
understood that every employee is expected to fulfill any reasonable job related task assigned to
the employee.
RESIGNATION
Employees are free to resign at any time and for any reason or no reason, with or without notice.
Similarly, the City may terminate the employment relationship at any time, with or without notice,
for any reason or no reason, with or without cause.
However, employees who do not give and work a two-week written notice of their intent to resign
ordinarily will not be considered for employment upon reapplication, and will not be paid the cash
value of accrued but unused annual leave.
SEPARATION PROCEDURES
The following procedures apply to all terminating employees:
Exit interview: An exit interview is held for the purpose of obtaining information that might be
used to promote improvement. A record of the interview is kept in the confidential official
personnel file. The employee may request that his final interview be held with the City Manager.
Otherwise, it will be held with the Department Head.
City Property: All City property must be turned into the Department Head. The Department
Heads will then notify the Human Resources Department in writing to draw the final paycheck.
Only the Human Resources Department can issue to the employee the final check.
References: You may use the City as a reference when seeking other employment; however, it is
the City’s policy to provide only “neutral references” (dates of employment, salary, and position
held) to a prospective employer. All references will be given by the Human Resources
Department.
Final Pay: Cash, debts owed the City, fringe benefits, uniforms, keys, tools, equipment, tablets,
computers, cellphones, vehicles, instruction manuals, insurance prescription drug cards,
identification cards, and any other items belonging to the City and advanced or issued to an
employee and not repaid or returned by him/her at the time of his separation from employment
are considered advances of wages, the value of which may be deducted from the employee’s
final pay check(s). By accepting or continuing employment, the employee authorizes these
deductions.
Additionally, final paychecks are issued on the regular payday. The final paycheck is issued as a
check rather than as direct deposit, and is usually available at the regular place of pay on the next
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regular payday; however, if the employee does not retrieve the check, it may be mailed to the
terminated employee's last known home address. Employees who change their addresses after
leaving the City must notify Human Resources Department, so that they can receive their W-2
forms the following January.
PAY POLICIES
City employees are paid according to schedules established by the department. The Human
Resources Department advises you in writing of your pay schedule. All payroll checks will be
direct deposited. When a scheduled payday falls on a holiday or a weekend, employees are
normally paid on the immediately preceding weekday or thereafter.
Payment of overtime compensation to employees is governed by federal wage and hour laws (the
Fair Labor Standards Act, “FLSA”) which define categories of employees which are exempt or
non-exempt from those provisions and the circumstances under which overtime payments must be
made.
Employees who are eligible to receive overtime compensation are paid overtime compensation
based only on hours “actually worked.” Annual, sick, holiday, and other paid time off is not
considered in calculating overtime compensation.
Work subject to an overtime rate of payment must be approved in advance by the employee's
department head and the City. In emergencies, the Department Head may schedule overtime work
as required.
The City of Tega Cay makes a good faith effort to pay overtime consistent with the FLSA.
Concerns regarding overtime compensation are to be directed to the Human Resources Department
at (803)-548-3512. The City will make all adjustments that are necessary in the event of a
confirmed error regarding compensation.
Exempt Employees – Exempt employees are paid a salary that is intended to compensate the
exempt employee for all hours necessary to get the job done. Exempt employees are not paid
overtime compensation. In unique circumstances where an exempt employee has worked an
extraordinary number of hours beyond what is expected, the City, at its sole discretion, may
acknowledge the extraordinary effort by allowing the exempt employee to take time off with pay
without the time being charged against the exempt employee’s annual balance. However, as
with yearly vacations, any such special leave is taken at the convenience of the City. You are
encouraged to schedule this leave when you can best be spared from your job. In no case will
cash compensation be paid for such time.
EMPLOYEE BENEFITS, PRIVILEGES AND SERVICES
The City specifically reserves the right to unilaterally amend, alter and/or end any or all benefits,
privileges and/or benefit plans described in the Employee Handbook subject to any statutorily
required notice to employees. However, should the information in this Employee Handbook
conflict with any master contracts or plan documents, the master contracts/plan documents will
control.
TRAVEL AND SUBSISTENCE ALLOWANCE
Employees required to travel outside the Tega Cay area on official City business are eligible to
be reimbursed for reasonable expenses as approved by the Department Head. The rate of
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reimbursement for particular expenses may change from time to time and the current
reimbursement rates are available from the office of the Finance Director. Employees are
required to provide receipts for all reasonable expenses.
MEDICAL AND LIFE INSURANCE
Regular full-time employees will be entitled to group medical, dental, vision, short-term disability,
long-term disability, and life insurance coverage. Coverage begins the first day of the month
following 30 days of employment, subject to any special eligibility requirements contained in the
City’s plan document. Any special eligibility issues may be determined at the time that an
employee makes application for coverage. Currently, the City pays the employee’s premium for
coverage, and currently subsidizes a portion of the dependents’ premiums. The type and extent of
such coverage is determined by the City at its exclusive discretion, and is subject to change at any
time.
WORKERS’ COMPENSATION
All workers are covered under Workers' Compensation for injuries sustained while on the job.
Injuries or work-related illnesses must be reported to your Department Head or Supervisor
immediately, but no later than 24 hours after the injury, or if incurred on a weekend, no later than
the following Monday. Department Heads/Supervisors must complete all necessary reports and
turn these in to the Human Resources Department within this 24 hour period. Employees must
report all injuries and accidents, even if they do not require medical attention. FAILURE TO
REPORT AN INJURY MAY AFFECT AN EMPLOYEE’S RIGHT TO RECEIVE
BENEFITS.
For information about payment of group health insurance premiums during leave due to an onthe-job injury, please refer to the City’s leave of absence policies contained in this Employee
Handbook.
The City of Tega Cay has designated a health care center/physician for the treatment of all work
related accidents and injuries. If an employee needs medical treatment for an on-the-job injury
or work related illness, the initial treatment must be provided by the City’s designated physician
(unless the condition is so serious that the employee must be immediately transported to a
hospital emergency room/urgent care center). The Department Head will supply the name and
address of the designated physician. If an employee fails to utilize the physician designated by
the City for Workers’ Compensation claims, the employee may be held financially responsible
for all or part of the costs of care provided by non-designated health care providers.
If you are released for light duty, the City may allow you temporary placement in an alternate
position for which you are suited (such as answering phones or sorting mail) provided that such a
position is vacant and needs to be filled. Light duty is not guaranteed and is dependent upon the
actual needs of the City.
TEMPORARY LIGHT DUTY
The City of Tega Cay guarantees “light Duty” to no one. As a general rule, an employee who is
unable to perform all of the essential functions of his job will not be permitted to work.
However, in limited circumstances and on a case by case basis, the City may choose to permit an
employee who has been injured on the job to perform temporary light duty functions, provided
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the City determines that there is a legitimate need and to do so would be in the best interests of
the City. Compensation, duties, and hours shall be determined by the City.
In such situations, the City will require clearance from the treating physician that the employee is
able to perform the proposed temporary light duty functions. The City, in its discretion, shall
determine the duration of the temporary light duty period. However, under no circumstances
shall an employee be permitted to perform temporary light duty beyond thirty (30) calendar days.
If, at the conclusion of the period of temporary light duty, the employee is unable to perform the
essential functions of his regular job, then he will be returned to leave of absence status in
accordance with City policy.
RETIREMENT
All regular City employees, and part-time City employees whose work schedules meet the
conditions set forth in the State Retirement Plan, are members of the South Carolina State
Retirement System. Police Officers and Firefighters who meet specific eligibility requirements are
covered instead under the South Carolina Police Officer Retirement System.
EMPLOYEE ASSISTANCE PROGRAM (EAP)
The City of Tega Cay has established an EAP counseling services program for employees and
their family members. They offer counseling for any of a number of personal problems that may
arise, such as marriage problems, financial problems, substance abuse, legal advice, etc. The
program is accessible seven (7) days per week (24) twenty-four hours a day and voluntary
contact with the EAP staff is confidential.
EAP counselors are available to meet with employees or family members to assess a problem
and then develop a plan for resolution. The counselors may suggest referral to an outside source,
such as a therapist, agency, physician, treatment facility, or other professional as needed. The
EAP counselors will make every effort to coordinate treatment with the employee’s health
insurance coverage and his/her ability to pay. Any charges not covered by insurance will be the
responsibility of the employee who utilized the services.
Employees who need to visit the EAP during regular work hours must use accrued sick or
vacation time. Employees may be required to undergo employer referred, or mandatory EAP
counseling if a supervisor observes deterioration in an employee’s job performance, job
attendance, or if the employee’s behavior has become erratic, etc. In such cases continued
employment is contingent upon the employee successfully completing EAP counseling and
improving the noted deficiencies. However, mandatory counseling in lieu of other disciplinary
action is at the City’s sole discretion.
REMINDER: All contact between an employee and the EAP is confidential. Even in cases of
mandatory referral, the EAP counselor will only verify whether or not the employee has
contacted the EAP and if ongoing treatment is necessary and being followed through by the
employee.
SOUTH CAROLINA DEFERRED COMPENSATION PROGRAM
The City of Tega Cay participates in the State of South Carolina Deferred Compensation
Program 401(k) or 457 Plans. This is a voluntary tax sheltered retirement program available
only to public employees. Employees have the ability to save for retirement on a pre-tax basis
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with the program. The City does not participate in funding this program. For more information,
please contact Human Resources Department or the website for the South Carolina Deferred
Compensation Program.
FLEXIBLE BENEFITS PLAN
The City presently offers a pre-tax flexible benefits plan to eligible City employees. This is a
voluntary program where an employee may elect by payroll deduction to cover such expenses as
vision care, un-reimbursed medical expenses, and other types of insurance not offered by the
City. This plan, more particularly known as a “Cafeteria” or “Section 125” Plan, allows the
employee to select only the coverage he/she desires and may include his/her eligible dependents.
The primary appeal of this program is to allow employees to purchase some or all benefits on a
pre-tax basis, which has the effect of reducing an employee’s taxable income. The plan once
elected cannot be revoked or changed before the next anniversary date of the plan unless a
change in family status occurs. The City does not participate in funding this program.
ANNUAL LEAVE
All regular, full-time employees accrue annual leave with pay at a rate depending upon the
number of years of service, up to a maximum equivalent of 240 hours per year. Any leave
accrued in excess of 240 hours as of December 31 of each year will be forfeited. Employees do
not receive pay in lieu of annual leave except upon separation from employment with a two (2)
week notice, and if the employee is not being terminated for disciplinary reasons as determined
by the City.
The maximum amount of accrued, but unused annual leave that will be paid out at termination
(provided eligibility requirements are met) is 240 hours. Upon retirement, an employee will
receive a lump sum payment of all accumulated and unused annual leave time not to exceed 240
hours. Upon the death of an employee while in active service, the legal beneficiary or designee
shall be entitled to the lump sum payment.
Annual leave must be taken in whole hour increments and with advance permission of the
employee’s Department Head. Department Heads must obtain the approval of the City Manager.
An employee may be allowed to take administrative leave in excess of accumulated annual leave
days, not to exceed five (5) days, due to extenuating circumstances. This leave shall only be
afforded to an employee by the City Manager. Should the employee choose not to return to work
with the City, the cash value of these days shall be deducted from the employee’s final paycheck.
Annual leave accrues bi-weekly based on your years of service and the number of hours in your
shift.
Years of Continuous Employment
For first through fifth years of service
For sixth through tenth years of service
For eleventh and additional years of service

Accrual Hours (per year)
80 hours
120 hours
160 hours

While a regular, full-time employee accrues annual and sick leave bi-weekly from the first day
worked, he/she may not take paid annual or sick leave until after he/she has completed the first
ninety (90) days of employment.
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There may be times when an employee’s request to take annual leave may not be in the City’s
best interest. If so, the supervisor may ask the employee to re-schedule the taking of his/her
leave until another time.
If more than one employee requests to take annual leave at the same time, the Department Head
determines which employee may take leave.
EMPLOYEE SICK LEAVE
Regular full-time employees will accrue sick leave with pay based on the following plan:
Years of Continuous Employment
For first through fifth years of service
For sixth through tenth years of service
For eleventh and additional years of service

Sick Leave Accrual Rate (per year)
80 hours
120 hours
160 hours

Years of continuous employment are determined in the same manner as in the Annual Leave
Policy.
Use of Sick Leave: Sick leave may be taken when an employee is unable to work due to
personal illness, pregnancy, bodily injury, or injury, when the employee's presence may
endanger the health of other employees, for personal medical or dental appointments, or illness
in the employee’s immediate family which requires the care of the employee. An employee may
accumulate and carry forward 960 hours of sick leave. However, the City considers sick leave a
privilege, not an entitlement.
The excessive or unnecessary use of sick leave may be considered a performance issue. The
City may require a doctor's certificate for an employee's absence. In addition, the City may
require a certificate of the employee's physical and emotional readiness to return to duty. Under
no circumstances will an employee be paid for the cash value of accumulated, but unused
sick leave.
Procedure for applying this policy includes the following:
a. When an absence is planned or expected, please provide a written statement from
the employee's physician giving the dates and duration of the absence.
b. Employees requiring sick leave must notify the appropriate supervisor as soon as
possible.
c. The Department Head reports to the Human Resources Department each pay
period the number of days of sick leave taken by employees.
d. Sick leave is charged in whole hour increments. A completed leave request form
must be approved by the Department Head for pre-approved medical or dental
appointments for non-exempt employees.
OFFICIAL HOLIDAYS
The following days shall be observed as paid holidays by all regular full-time City employees,
totaling 12 days: New Year's Day, Martin Luther King, Jr. Day, President’s Day, Good Friday,
Memorial Day, Independence Day (July 4th), Labor Day, Veterans Day, Thanksgiving, day after
Thanksgiving, Christmas Eve half-day, Christmas Day, and day after Christmas. A holiday falling
on a Saturday shall be observed on Friday; a holiday falling on Sunday will be observed on
Monday for 8 hour employees. Employees working shifts will observe the holiday on the actual
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day. Any unexcused absence on the day preceding or following a holiday will result in the
employee's forfeiting pay for the holiday.
An employee already on approved sick leave, or on annual leave when a holiday occurs, will not
have that holiday charged against the annual or sick leave.
Holiday Pay
If an employee actually works on an official holiday, they are essentially being paid “doubletime.” This is accomplished by paying for the hours actually worked on the holiday as
regular hours, plus an equal number of “holiday” hours, but in no case less than 8 hours. By
virtue of variable schedules, if an employee is not scheduled to work on an official holiday,
whether fire, police or other, the employee is paid 8 hours of holiday pay. In all cases, only
hours actually worked count towards calculation of overtime.
When an employee works shifts, the official holiday is observed when the employee reports on the
actual holiday. For example, a police officer that reports to work at 6pm on Labor Day will be
working the holiday for their entire shift. The same is true for a firefighter who reports at 7am on
Labor Day. The holiday is observed for the entire shift.
LEAVES OF ABSENCE
MILITARY LEAVE
Employees are entitled to such leave of absence and reinstatement upon return from leave of
absence for military service (including Reserve and National Guard duty) as may be provided
by applicable state and federal law. The provisions of such laws change from time to time and
for that reason no effort is made to set forth the law in this policy
Physical Incapacity and Personal Leave (Applies Only to Employees Employed Less Than
12 Months, to Employees Who Have Worked Fewer Than 1250 Hours in the Preceding 12
Months, and to Longer-Term, Regular Full-Time Employees Whose Reasons for Leave
are Not Covered by the Family and Medical Leave Act).
1.

2.

3.
4.

5.

An employee who has completed his initial probation (and any extension thereof) is
entitled to a leave of absence for up to six (6) months when unable to work because of
sickness, pregnancy, or injury on or off the job. Such an employee may also apply for a
leave of absence for personal reasons. Personal leaves are granted only in the discretion of
the City Manager upon recommendation by the employee’s Department Head. Employees
who have not completed their initial probation or introductory period may be granted a
leave of absence in accordance with this policy at the discretion of senior management.
Employees are requested to apply for leaves of absence as far in advance of need as is
possible, but an employee may be placed on leave status without application when the
circumstances warrant such action.
Physical incapacity leaves will begin on the first day of absence.
After the employee has exhausted his annual and/or sick leave, as a general rule, an
employee on leave of absence is not entitled to wages or fringe benefits and does not
accumulate fringe benefits. Certain exceptions may be established by law.
Employees desiring to return to work from an unpaid leave of absence should notify the
City Manager in writing at least ten (10) days prior to their desired date of return. If the
City finds that the employee is fit to resume his duties, the employee may be recalled to his
former job if a vacancy exists which is to be filled.
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If no such vacancy exists, the employee may be recalled to any job in which there is a
vacancy which is to be filled and for which he is qualified. If no such vacancy exists at the
time the employee desires to return to work, the employee’s leave of absence shall be
continued.
Any employee who has not been reinstated within six (6) months following the
commencement of a leave of absence shall be terminated.
This action shall not affect the employee’s eligibility to be considered for hire as a new
employee at some future time.
Family and Medical Leave Act (Applies Only to Employees Who Have Been Employed 12
Months Or Longer AND Who Have Worked 1250 Hours or More in the Preceding 12
Months, BOTH Prior to Commencement of Leave.)
General: Employees who meet the length of service and hours worked requirement described
above have rights under the Family and Medical Leave Act. As a general rule, employees may
request leaves of absence under this law and policy, but in appropriate situations, employees may
be placed on leave status without application.
Reason for Leave of Absence:
An eligible employee will be granted a leave of absence under this law and policy if:




A serious health condition prevents the employee from being able to perform his job
The employee’s spouse, child, or parent has a serious health condition and the employee
must be absent from work in order to care for that relative; or
To Care for a natural child, adopted child, or formally placed foster child, provided that
entitlement to leave to care for a child who is newly born or newly received in the
employee’s household shall end 12 months after a natural child is born or 12 months after
an adopted or foster child is received in the employee’s household. Proof of need for
leave of absence may be required.

Length of Leave:
An eligible employee is entitled to the equivalent of a total of 12 work weeks of leave during any
12 consecutive months. Leave to care for a newly born or newly received child must be taken
consecutively. Leave required because of the employee’s own serious health condition or that of
a spouse, child, or parent, may be taken intermittently or by means of a modified work schedule
when necessary.
Effect of Leave on Paid Time Off:
An employee who must be absent due to his own incapacity will be paid for time lost from first
from accrued sick leave balances and then from accrued annual leave balances and then from
similar balances. An employee who takes leave for any other reason will be paid for time lost
from work from his annual leave balance and similar balances.
Effect of Leave on Accrual of Fringe Benefits:


Health Benefit Plan: Employees taking leave under this policy must continue to pay their
portion of health benefit plan premiums on the same date that such portion of premiums
would be deducted from employee’s wages.
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Unpaid time lost from work due to leave granted under this policy is not considered time
worked for the purpose of accrual of paid time off.

Employee Responsibility:
Employees who request leave under this policy must give 30 days’ advance notice or such lesser
amount of notice as is possible in the particular circumstances.
Termination of Leave of Absence:
A leave of absence under this policy will end when the need for the leave of absence ends, or
when the maximum leave descried above has been taken, whichever occurs sooner.
Reinstatement:
At the conclusion of the leave absence, the employee is entitled to reinstatement to his former
position or to a position equivalent to his former position. The employee must demonstrate that
he is fit for duty and must give reasonable notice of his intent to return to work.
Extension of Leave Without Benefits:
An employee who has been unable to perform the duties of his position due to his own
incapacity and who has exhausted his entitlement to leave under the Family and Medical Leave
Act by taking 12 consecutive weeks of leave will, upon written application to the Human
Resources Director, be granted up to an additional 14 weeks of leave (Under no circumstances
shall an employee’s cumulative period of leave exceed 26 weeks.) This additional period of
leave does not entitle the employee to reinstatement nor to payment of any portion of his health
benefit plan premiums. If the employee is able to return to work prior to the exhaustion of his
extended leave, he may be returned to his previous position if there is a vacancy in it while is to
be filled, or to some other position of equal or lesser compensation for which he is qualified and
in which there exists a vacancy which is to be filled. If the employee is not returned to active
employment, he will be continued on extended leave of absence status until he is returned to
active duty status or his extended leave of absence expires, whichever occurs sooner.
Automatic Termination of Employment:
An employee’s employment will automatically terminate if he does not return to full active
employment status at the conclusion of his leave of absence or extended leave of absence.
Special Situations:



Spouses: When both a husband and a wife are employed, their combined right to a leave
of absence to care for a child or parent is 12 weeks in a 12 month period.
Key Employees (salaried employees in highest paid 10% of all employees). Such
employees may be denied reinstatement rights if reinstatement would cause substantial
and grievous economic injury to operation.

Military Caregiver Leave:
An eligible employee whose spouse, parent, child or next-of-kin is a covered service member of
the Armed Forces of the United States may be entitled to leave of absence to care for the service
member if he is injured while on covered active duty.
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Qualifying Military Exigency Leave:
An eligible employee whose spouse, parent or child is a member of the Armed Forces of the
United States, and is on active duty or called to active duty in federal service may be entitled to a
leave of absence due to one or more qualifying exigencies arising out of the active duty or call to
active duty. Qualifying exigencies are:









Short-notice deployment (i.e., notice of 7 days or less)
Military events and related activities
Childcare and school activities (regular or routine childcare by the employee does not
count)
Financial and legal arrangements
Counseling
Rest and recuperation
Post-deployment activities
Additional activities not encompassed in the other categories, but agreed to by the
employer and employee.

Additional Information:
In no case will an employee have a greater right to a job than he would have had if he had not
taken leave under this policy.
LEAVE FOR JURY DUTY OR OTHER COURT APPEARANCES
An employee will be paid for time actually lost from scheduled work due to jury service for up to
a maximum of fifteen (15) work days or one hundred twenty (120) hours per calendar year,
whichever is less. In order to qualify for this payment, an employee called for jury service must:




Provide his supervisor with at least three work days advance notice of the date on which
the employee has been directed to report for jury service.
Report for work if released by the court before 12:00 noon on any day of jury service
Submit written documentation from the court indicating the days of jury service, and the
time released each day.

This policy of paid leave does not apply to personal litigation. The absence from work of an
employee to appear in any capacity in personal litigation not connected with his or her work for the
City shall be charged to annual leave or leave without pay.
ADMINISTRATIVE LEAVE
It is the policy of the City to preserve the salary and leave benefits of regular full-time employees
who must be absent because of civic responsibility, deaths in the immediate family, or other
reasons. Administrative Leave is granted for this purpose for a reasonable length of time and is
leave with pay which is not chargeable to annual or sick leave. In each case, the approval and
length of such leave shall be judged on an individual basis by the Department Head. If leave is for
longer than (1) day, it must be approved by the City Manager. Such leave shall be noted on the
employee’s time record as AL with pay.
Examples of reasons for which administrative leave may be granted are:
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1. Registering and Voting
2. To attend to personal business that could not be completed during time off.
BEREAVEMENT LEAVE
Bereavement leave is defined as absence from work because of a death in the immediate family of
the employee or spouse. Immediate family is spouse, mother, father, sister, brother, grandparents,
children, stepchildren, stepparents and step-siblings, grandchildren, and in-laws of employee or
spouse. This type of paid leave, up to three (3) days, may be granted to regular full-time
employees without being charged against other earned leave. Employees working regular parttime hours of at least 30 hours / week year round but less than 40 hours / week may be granted two
(2) days of bereavement leave.
Additional bereavement leave with pay may be approved if the employee has annual leave.
Additional bereavement leave without pay may also be granted if the employee does not have
accrued leave. Any employee may take unpaid leave (accrued annual or other appropriate leave)
for bereavement purposes. All bereavement leave is subject to approval of the Department Head
and/or City Manager.
TRAINING, DEVELOPMENT, & EDUCATIONAL ASSISTANCE
In-house training is a continuous process. Usually this takes place on an informal basis, as when
you first start to work with the City. All members of the staff are encouraged to continue their own
education in the interest of advancing their professional careers.
Your professional effectiveness depends on your efforts to increase your knowledge and ability.
The City of Tega Cay will make reasonable efforts to adjust work assignments to permit
attendance at seminars, classes, and training session that can help you to stay abreast of rapidly
expanding technology in our field.
OUTSIDE EMPLOYMENT
In the event that an employee desires to engage in outside employment, the employee is expected
to not allow the outside employment to interfere with his/her City employment. Employees must
notify their Department Head, Supervisor or the City Manager prior to accepting any
outside employment.
DISCIPLINARY ACTION
The City expects employees to meet its standards of performance and behavior and to comply with
and carry out the City’s rules and directives. As is the case with all organizations and entities,
instances arise when an employee must be reprimanded, suspended, or discharged, with or without
notice.
THE CITY WILL ADMINISTER DISCIPLINE ACCORDING TO THE
SITUATION AND THE CITY’S NEEDS. IMPORTANTLY, THE CITY DOES NOT
GUARANTEE AND DOES NOT PROMISE THAT PROGRESSIVE DISCIPLINE WILL
BE USED. ANY DISCIPLINARY ACTION THAT IS ADMINISTERED WILL BE AT
THE SOLE DISCRETION OF THE CITY.
Disciplinary action taken against an employee may include:
1. Informal counseling
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2.
3.
4.
5.
6.
7.

Oral reprimand
Written reprimand
Suspension without pay
Probation
Demotion
Dismissal

THE CITY DOES NOT GUARANTEE AND DOES NOT PROMISE THAT
PROGRESSIVE DISCIPLINE WILL BE USED. EMPLOYEES SHOULD HAVE NO
EXPECTATION THAT PROGRESSIVE DISCIPLINE WILL BE USED.
1.

Example of Conduct Warranting Disciplinary Action

It is not possible to list all acts and omissions which may result in disciplinary action. The
disciplinary action that is appropriate for any particular misconduct depends upon a number of
factors including, but not limited to the length of the employee’s service, the quality of that
service, the employee’s prior disciplinary record, the seriousness of the misconduct, and the
impact of the misconduct on others.
THE DISCIPLINARY ACTION WHICH IS ADMINISTERED FOR ANY PARTICULAR
ACT OR ACTS OF MISCONDUCT RESTS IN THE SOLE DISCRETION OF THE
CITY.
The following list is merely representative of some of the more obvious types of misconduct
which may result in discipline up to and including discharge:
a. Incompetency
b. Unauthorized absence
c. Insubordination, including disrespect for authority, or other conduct that tends to
undermine authority
d. Intentional failure or refusal to carry out instructions
e. Unauthorized possession or removal, misappropriation, willful destruction, theft
or conversion of city property or the property of others
f. Violation of safety rules, neglect, or engaging in unsafe practices
g. Interference with the work of other employees
h. Threatening, coercing, or intimidating fellow employees
i. Dishonesty
j. Willful disregard of others
k. Excessive tardiness or absenteeism
l. Failure to provide or falsification of any information required in the employment
application.
m. Failure to report properly an accident or personal injury
n. Neglect or carelessness resulting in damage to City property or equipment or the
property or equipment of others
o. Repeated convictions during employment on misdemeanor and/or traffic charges.
(This provision is in no way intended to limit the City’s ability to terminate the
employment relationship for a single incident or an incident that does not result in
a conviction. See section (q) below.)
p. Introduction possession, or use of illegal or unauthorized prescription drugs or
intoxicating beverages on City property or while on duty anywhere; working
while under the influence of illegal or unauthorized drugs or intoxicating
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q.

r.
s.
t.
u.

beverages; or, the off-the job illegal use or possession of drugs. (For purposes of
this policy, an employee shall be determined to be “under the influence” if he has
any detectable amount of any such substance in his system.)
Acts of misconduct at any time which are unbecoming of a representative of the
City and which reflect unfavorably upon it. (This necessarily includes “charges”
of misconduct.)
Unsatisfactory performance
Inappropriate behavior or conduct directed toward or affecting a co-worker,
vendor, customer, or member of the public
Violation of the City’s policies and procedures
Any other reason deemed appropriate by the City
OPEN DOOR/COMPLAINT HANDLING PROCESS

The City has established a channel of communication called the Open Door Complaint Handling
Process. It is a means by which employees may communicate with management to bring to
management’s attention matters of employment that is of concern, but may not rise to the level of a
grievance under the Grievance Procedure. If an employee has a job-related problem, question or
complaint, he or she should first discuss it with his or her supervisor. The simplest, quickest and
most satisfactory solution may often be reached at this level. However, the employee may ask for
an opportunity to discuss his or her concerns at the next higher level of management if resolution
by his or her supervisor is unsatisfactory.
When the issue involves the Department Head, supervisor or manager with whom the employee
would ordinarily discuss a problem, the employee may bypass that employee and proceed to the
next person in authority. At any time the employee may seek the advice and guidance of the
Human Resources Director. If the matter remains unresolved, the employee may still opt to file a
formal grievance through the Grievance Procedure.

GRIEVANCE PROCEDURE
(See Appendix A)
VEHICLE POLICY
(See Appendix B)
REHIRING OF FORMER EMPLOYEES
(See Appendix C)
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GRIEVANCE PROCEDURE
1.0 General.
This procedure is adopted in accordance with the “County and Municipal Employees Grievance
Procedure Act, “ Section 8-17-110, et seq., Code of Laws of South Carolina, 1976, as amended.
1.1
A grievance is defined as any complaint by an employee that he has been treated unfairly,
unlawfully, or in violation of his rights under City policies, with regard to any matter pertaining
to his employment by the City. This definition includes, but is not limited to, discharge,
suspension, involuntary transfer, promotion, and demotion. If an employee believes that he has
not received or been credited with or has otherwise lost wages or benefits to which he is entitled,
he must present his grievance in accordance with this procedure or such wages or benefits may
be forfeited.
1.2

An employee who feels that he has a grievance must follow the following procedure:

Step 1. He must discuss the grievance with his immediate supervisor. If his supervisor is
unable or unwilling to adjust the grievance to the satisfaction of the employee, the employee
must take Step 2.
Step 2. The employee must follow the chain of command in his department, appealing to
each successive level of supervision. All Step 1 and Step 2 appeals may be oral. At each level
each supervisor shall have two (2) work days (Saturdays and Sundays excluded) to render a
decision. If no decision is made within this time, the grievance shall be considered denied. If a
supervisor at a particular level is unavailable to consider the grievance, it shall be considered
denied and the employee shall appeal to the next level of supervision.
Step 3.
If the head of the department in which the employee is employed denies
the grievance, this decision shall be final as to any grievance brought by a probationary
employee. A new employee shall be considered probationary until his probationary evaluation is
completed and approved by his department head.
1.3
Other employees may appeal to the Employee Grievance Committee the denial of their
grievances by department heads by filing a written request for appeal at the City’s personnel
department. This must be done within 14 calendar days of the time at which the facts on which
the grievance is based became available to the employee. The written request for appeal must
include the following information:
(a)

The purpose of the appeal and what recommendation is requested of the
Grievance Committee; and

(b)

A statement that the chain-of-command has been followed in the appeal as is
required by the grievance procedure.

The personnel department staff will assist in preparing the appeal, if requested.
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1.4
Within ten (10) days of receipt of the employee’s request, the chairman of the Grievance
Committee shall schedule the requested hearing and notify the Grievance Committee, the
employee requesting the hearing, the affected department, and the personnel department.
2.0

The Employee Grievance Committee

The City Council shall appoint a Committee composed of ______ ( ) employees to serve for
terms of three (3) years, except that the members appointed initially shall be appointed so that
their terms will be staggered, and approximately one-third continue to serve after the expiration
of his term until a successor is appointed. Any interim appointment to fill a vacancy for any
cause prior to the completion of a member’s term shall be for the unexpired term. Any member
may be reappointed for succeeding terms at the discretion of City Council. All members shall be
selected on a broadly representative basis from among City employees. Members employed in
the same department as the grieving employee and members having formed an opinion on the
issues prior to the hearing, shall not participate in that employee’s hearing.
2.1
The committee annually shall select its own chairman from among its members. The
chairman shall serve as the presiding officer at all hearings which he attends but may designate
some other member to serve as presiding officer in his absence.
2.2

A quorum shall consist of at least _______ ( ) [two-thirds of Committee] members, and
no hearings may be held without a quorum.

2.3
The presiding officer will have control of the proceedings. He shall take whatever action
is necessary to ensure an equitable, orderly, and expeditious hearing. Parties shall abide by his
decisions, except when a Committee member objects to a decision to accept or reject evidence,
in which case the majority vote of the Committee will govern.
2.4
The Committee shall have the authority to call for files, records, and papers which are
pertinent to any investigation and which are subject to the control of the City Council; to call for
or consider affidavits of witnesses; to request and hear the testimony of witnesses, to consider the
results of polygraph examinations; and to secure the services of a recording secretary in its
discretion. The Committee shall have no authority to subpoena witnesses, documents or other
evidence, nor shall any City employee be compelled to attend any hearing. All proceedings shall
be tape recorded. Witnesses, other than the grieving employee and the department
representative, shall be sequestered when not testifying. All witnesses shall testify under oath.
2.5
All hearings shall be held in executive session unless the grieving employee requests at
the beginning of the gearing that it be held in open session. The official tape recording and the
official minutes of all hearings shall be subject to the control and disposition of City Council.
2.6
Neither the grieving employee nor the department may be assisted by advisors or by
attorneys during the hearing itself. However, the Committee shall have an attorney available to
it at any and all times it considers necessary and the personnel department shall provide
assistance in reading written materials to the Committee at the request of a grieving employee.
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2.7
In disciplinary actions by department heads and their subordinate supervisors, the
employee must receive in reasonable detail written notice of the nature of the acts or omissions
which are the basis for the disciplinary action. This notice may be amended at any time 24 hours
or more before the commencement of the hearing. The department must demonstrate that the
disciplinary action is for the good of the City. The department shall make the first presentation.
The Committee may base its findings and recommendations (and City Council its decision) on
any additional or different grounds developed from the employee’s presentation.
2.8
In non-disciplinary grievances the employee must establish that a right existed and that it
was denied him unfairly, illegally, or in violation of a City policy. The employee shall make the
first presentation.
2.9
In all grievances, the grieving employee and the department shall each be limited to one
(1) hour of initial presentation. The party required to make the first presentation shall be entitled
to a ten (10) minute rebuttal of the other party’s presentation. The chairman shall appoint
himself or another member of the Committee as timekeeper.
2.10 In all grievances, presentations may be oral or in writing or both and may be supported
by affidavits or unsworn signed statements from witnesses, by records, other documentary
evidence, photographs, and other physical evidence. Presentations shall be made by the grieving
employee (with reading assistance from a member of the personnel department if the employee
desires) and by a managerial employee of the affected department. Neither party may call
witnesses or question the other party, or question any witness called by the Committee.
2.11 The Committee shall, within 20 days after hearing an appeal, make its findings and
recommendation and report such findings and recommendation to the City Administrator for
transmittal to City Council. If Council approves, the recommendation of the Committee shall be
its decision and copies of the decision shall be transmitted by the Committee to the employee and
to the head of the particular department involved. If, however, City Council rejects the decision
of the Committee, Council shall make its own decision without further hearing, and that decision
shall be final. Copies of the decision shall be transmitted to the employee and to the head of the
particular department involved.
2.12 Nothing in this grievance procedure creates a property interest in employment or a
contract of employment, nor does this procedure limit the authority of the City to terminate any
employee when the City considers such action to be necessary for the good of the City.
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I.

Purpose
The purpose and intent of this policy is to provide for safe, efficient and effective use of all City
vehicles.
It is intended to provide regulations and procedures for effective vehicle
management. City of Tega Cay promotes the safety of all employees and citizens through this
policy. These procedures are in addition to all Federal, State and Local transportation laws
and guidelines.
When using City vehicles, employees should be aware that they are representatives of City of
Tega Cay government and that their conduct is a reflection on the entire organization.
Any abuse of the provisions of this policy or failure to comply may result in disciplinary actions
up to and including suspension or dismissal from employment. City Vehicle privileges may also
be suspended or terminated.

II.

Vehicle Definition
Vehicles shall include any automobile, motorcycle, boat, truck, tractor, heavy equipment, or
any other motorized vehicle which is owned, leased, or in possession or control of City of Tega
Cay.

III.

Vehicle Authorization – All City Vehicles are to be used only for City Business
purposes. A Vehicle User Agreement will be signed by all new employees and
maintained in their personnel file in Human Resources.
A.

Incidental Stops
Personnel assigned City vehicles shall use the vehicles for City business purposes only.
Personal use is limited to incidental stops which are approved as long as the stop is in
line with the shortest practical distance between two approved points. Personal use is
restricted to obtaining meals, approved breaks or performing small personal errands
such as dropping off or picking up children from school/daycare on the way to or from
work. These personal uses are approved insofar as the most practical and closest
source is utilized and the recommended distance does not exceed 6 miles from the
normal travel route to and from worksites.

B.

24 Hour Usage (Take Home)
A 24 Hour Usage Authorization Form (See Exhibit A) must be completed before
employees are assigned vehicles on a 24 hour basis. The authorization form should be
prepared by the Department Head and forwarded to the City Manager for approval.
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Justifications for 24- hours usage must be due Economic Savings, Emergency
Response, or need for Special Equipment.
C.

In accordance with IRS guidelines, a non-cash, taxable fringe benefit of $3.00 per day
shall be included in the employee's reported compensation for tax purposes.
Employees provided with a vehicle are responsible for maintaining proper
documentation of use and for submitting use records to the Finance (Payroll)
Department. Personnel who are classified as “emergency” are exempt from this
requirement. Emergency Personnel include the following:
1. Police Officers

D.

Business Hour Usage
Business hour use vehicles will be assigned to personnel by Department Heads for City
business purposes only.

E.

Overnight Usage
City vehicles taken home overnight shall be locked and parked in a safe location, which
is in close proximity to the employee’s residence. City Vehicles shall not be kept
overnight at residences outside of the City of Tega Cay unless approved by the City
Manager. Temporary overnight usage may be approved by department heads.

F.

Personal Vehicles
Personal vehicle use may be allowed in the performance of City business when a City
vehicle is not otherwise appropriate or available. Employees who use personal vehicles
for City business are responsible for maintaining adequate insurance to meet the
circumstances of employment. The mileage reimbursement rate approved in the annual
budget is intended to cover all costs related to vehicle operation. Accurate mileage
records must be maintained and submitted to Finance for reimbursement.

G.

Authorized Passengers are: (NOTE: City of Tega Cay carries only liability insurance on
vehicles. Injuries to passengers are not covered under that policy. Employee injuries
would be covered by the Workers Compensation program)
1.
2.
3.
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City of Tega Cay employees;
Persons having official business with City of Tega Cay at time of said trip;
Other persons that may travel with the driver from any approved site to another
approved site as long as the particular trip is in line with the shortest practical
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distance between the two approved points or meets the criteria for limited
personal use described in Section III (A).
Cargo – Any items carried in a City passenger vehicle must meet all of the following
criteria:

H.

1.
2.

3.

V.

Be of a size and weight that they in no way offer any danger to or the ability to
harm, damage, or cause to depreciate any City vehicle;
Be normally handled by one individual without the aid of any special loading
equipment or any special parking needs. Building Maintenance and Public Works
vehicles would be an exception to this criteria.
The City is not responsible for damage or loss of any personal items used or
placed in a City vehicle.

Driver Requirements
A.

All drivers who operate vehicles owned by City of Tega Cay are responsible for proper
care, use and safety of City property.

B.

Drivers must adhere to the following minimum responsibilities:
1.
2.

3.

4.

5.

6.
7.
8.
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Possess and maintain a valid State Driver’s License which is appropriate to the
class of vehicle they will be operating.
Receive physicals every two years if they have positions for which a Commercial
Driver’s License is necessary, and also be subject to random drug/alcohol
testing.
Notify their Supervisor and Human Resources of any change in driver’s license
status within 24 hours. If an employee is found to have a suspended license, the
employee's driving privileges will be taken away and the employee will be subject
to disciplinary measures.
Practice safe and defensive driving by observing all public safety traffic laws and
driving courtesy. Follow all suitable safety procedures including wearing seat
belts
Submit with employment application a three year driving history from the South
Carolina DMV or other appropriate state agency and be subject to the Safety
Sensitive random drug screen pool of employees if their position requires driving
a City vehicle.
Ensure that all vehicles are used for authorized purposes only.
Follow the established accident reporting procedures.
Accept legal responsibility for violations and fines resulting from actions of driver
and report violations to immediate supervisor in writing.
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Refrain from transporting excessive loads of unsecured cargo.
Pay for parking of City vehicles in situations where free parking is not provided.
Parking charges will be reimbursed if conducting official City business. Violators
are personally responsible for tickets or other fines resulting from illegal parking.
Use off-street parking, if available, for those vehicles assigned on a 24 hour basis
and driven to and from a place of residence.
Employees shall not smoke or use other tobacco products in City vehicles.
It shall be the responsibility of the person assigned a vehicle to see that the
vehicle receives proper maintenance and care and to report any damage or
breakdown of vehicular equipment immediately. All maintenance requests shall
be submitted to City of Tega Cay Maintenance Shop. Mechanical problems due
to operator neglect may result in disciplinary action. It shall be the responsibility
of the operator to keep his/her own vehicle as clean as practical at all times.
Personnel who are assigned a vehicle should monitor all fluid levels daily.
All fueling should be done at the Fueling Stations approved by the City of Tega
Cay.
Employees are not permitted to operate a City vehicle after any use of alcohol.

Human Resources Requirements
The Human Resources Department is responsible for acquiring and maintaining the following
documentation in the applicant’s/employee’s personnel files. This list pertains to driving
requirements only.
1.
2.
3.
4.

VII.

Copy of Driver’s License;
Any documentation relating to vehicle accidents or driving violations;
Signed understanding of contents of City vehicle policy and Vehicle user
Agreement and if necessary a copy of the 24-hours usage authorization form.
Current Three Year Motor Vehicle Driving Record – to be provided by the
applicant at time of application.

Department Head/Supervisor Requirements
Before an applicant is interviewed, the Three Year Motor Vehicle Driving Record should be
reviewed to ensure suitability for positions requiring use of City vehicles.
Department heads are assigned the responsibility of completing and obtaining approval of the
24-hour Vehicle Authorization form for any employees assigned a vehicle for 24 hours use.
Department heads/supervisors should also ensure that all accidents are reported in a timely
manner and submitted to Human Resources.
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Risk Management Requirements
A.

Maintain and administer an aggressive program for City employees, that seeks to
reduce vehicular collisions and liability claims against the City.

B.

Maintain complete records on City collisions, property damage, and liability claims, and
provide the City Manager and his/her staff with meaningful reports on program
progress.

B. Schedule regular Safety Committee meetings to review all vehicle accidents and safety
hazards and make recommendations for improvements.
IX.

Marking
A.

It is the policy of City of Tega Cay that City vehicles are marked only with official City
decals approved and placed on City vehicles by Equipment Maintenance personnel. No
personalized decals or other insignia is authorized.
Any exceptions must be approved by the City Manager. Approvals should be forwarded
to the Human Resources Director.

X.

Vehicle Record Management
The City of Tega Cay Operations Director will maintain an information system for all City
vehicles, which will record at least, but not be limited to, the oil and fuel use, mileage and
maintenance history.

XI.

Safety Equipment
Seat belts shall be installed in all vehicles and must be worn by the driver and all passengers
at all times.

XIII.

Mobile Communications
A.

Mobile communications equipment in City vehicles is to be used for City business only.

B.

Personnel should use hands free features on mobile phones or calls should be made
with the vehicle parked. Calls with the vehicle in motion are to be kept as brief as
possible and should not interfere with the driver’s concentration of vehicle operations.
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XIV.

Accident Reporting
A.

Each Department Head is responsible for instituting and reporting accident
investigations, which involve City vehicles and his/her department personnel. Reports
will be submitted in writing to Human Resources no later than twelve (12) hours after the
accident occurred. If an accident occurs on a weekend or holiday, the written accident
report should be submitted to Risk Management no later than 9:00 a.m. on the first
business day following the accident. A first report of injury should be submitted for
employee injuries for workers compensation purposes.

B.

Any employee involved in an automobile accident while operating a City vehicle which
results in personal injury and/or damage to property shall complete each of the following
steps unless prevented by injury.
1.
2.

3.
4.

5.

6.

7.

8.
9.
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Stop as soon as it is safe to do so and turn off engine.
Call 911 for police and if necessary for medical assistance. Guidelines for
worker’s compensation injuries should be followed, depending on the severity of
injuries of the City employee. The City of Tega Cay Police Department shall
not conduct the on-scene investigation of accidents involving City of Tega
Cay owned vehicles.
Do not move vehicle unless directed by law enforcement.
Do not comment or give information regarding responsibility to other driver(s) or
by-standers. An investigating law enforcement officer will ask pertinent questions
for determination of fault.
Notify your Supervisor immediately. As soon as the employee is able they should
provide a detailed statement of the accident to Risk Management. The FR-10
Proof of Insurance form from the investigating officer and a TR-310 Uniform
Traffic Collision report should also be submitted to Risk Management as soon as
possible.
Notify the Operations Director. If the City vehicle cannot be driven, then it shall
be towed to the Public Works Facility. The Operations Director will give
additional instructions when notified.
Obtain the name and insurance company of other drivers, and provide all
required information to the officer investigating the incident. Names and
addresses of witnesses are also helpful.
Cards containing the name of the City’s insurer are located in vehicle glove
compartments.
If the accident results in a fatality and/or three (3) or more people are
hospitalized, the City Manager or Operations Director must be informed
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immediately. If such an accident occurs at night or on holidays or weekends, ask
911 to contact the City Manager or Operations Director
Any employee driving a vehicle who has an accident will be drug/alcohol tested.

Accident Review
A. The City of Tega Cay Safety Committee has established an Accident Review
Subcommittee. This committee reviews all accidents and losses involving City of Tega Cay
vehicles, employees, on the job injuries and property damage, and presents its findings to
the full Safety Committee for review. The accident committee has the right to request
appropriate information from supervisors or employees in order to adequately review the
accident.
B.
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The Subcommittee will present its findings and recommendations to the Safety
Committee, which will determine what recommendations should be made to the City
Manager, Department Head and the driver. Department Heads may take disciplinary
action in accordance with current personnel policies.

