
Enrollment 
Eligible employees are automatically enrolled in the service pension plan after six 
months of continuous credited service.  
 
Cost 
Metro pays 100% of the cost of the service pension plan. You make no 
contributions to the plan. 
 
Vesting 
Vesting is your right to receive a pension benefit from Metro. You are fully 
vested after five years of credited service.  
 
If you leave Metro before vesting, you will not be eligible to receive a pension 
benefit (see “When Coverage Ends”). Any contributions to the plan made for you 
by Metro will remain in the pension fund. 
  
Connection of Service 
If you worked for Metro, left, and then returned, you may be able to connect to 
your prior service after a year of continuous service in your new Metro job. By 
connecting prior Metro service to current Metro service, you’ll receive a greater 
service pension benefit at your retirement. To connect your prior service, contact 
Metro Finance Payroll. 
 
Calculating Your Pension Benefit 
The service pension benefit for General Government employees is calculated at 
the flat rate of: 
 

1.75% x Final Average Earnings x Years of Credited Service 
 
The service pension benefit for Police and Fire employees is calculated at the flat 
rate of: 
 

2.0% x Final Average Earnings x  
Years of Credited Service Up To 25 Years 

PLUS 
1.75% x Final Average Earnings x Years of Credited Service Over 25 Years 
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Final Average Earnings is your highest 60 consecutive months of earnings 
worked at Metro, divided by five (years). For example, let’s say your earnings for 
the last 15 years were as follows: 
 
 

Year Earnings 

Year 1 $20,000 

Year 2 $21,500 

Year 3 $23,000 

Year 4 $24,500 

Year 5 $26,000 

Year 6 $27,500 

Year 7 $29,000 

Year 8 $30,500 

Year 9 $32,000 

Year 10 $33,500 

Year 11 $35,000 

Year 12 $36,500 

Year 13 $35,000 

Year 14 $33,500 

Year 15 $32,000 
 
 
The highest consecutive earnings occurred in Years 10 through 14. Your total 
earnings during this five-year period was $173,500. To calculate your Final 
Average Earnings, divide $173,500 by five (years) = $34,700. 
 
Your annual normal retirement benefit is calculated by inserting the Final 
Average Earnings into the formula above. For example, let’s say your Final 
Average Earnings is $34,700 and you are a General Government employee with 
25 years of credited service at retirement. 
 
 To calculate your normal retirement benefit, multiply 1.75% by $34,700, then 
multiply by 25 (years of credited service) = $15,181 per year (life annuity). To get 
your monthly benefit, divide by 12. 
 

1.75% x $34,700 x 25 = $15,181 per year 
$15,181 divided by 12 = $1,265 per month 

Human Resources Guide • Retirement Benefits (Division B) • January 2010 • Page 9 



Why different pension formulas and retirement ages? Metro’s 
pension plan gives Police and Fire employees as well as Sheriff’s 
Correctional Officers and Park Rangers an additional percentage 
for each year of service and allows them to retire earlier for good 
reason: On average, their jobs are more dangerous, more 
physically demanding, and more emotionally stressful than other 
government jobs. As a result, they have shorter careers. Our 
pension formula adjusts for that by giving Police and Fire 
employees the same proportion of salary at retirement as Metro 
employees in less stressful jobs. This is common practice in 
government, and has the backing and support of several federal 
laws. 

 
 
When Service Pension Benefits Begin— Retirement Dates 
You may choose to retire under the Metro service pension plan and begin 
receiving benefits on or after one of three retirement dates:  
 
• normal retirement (with full benefits) 
• early retirement (with reduced benefits) 
• deferred retirement (with full benefits)  
 

Normal Retirement 
General Government employees qualify for normal retirement at:  

 
• Age 60, provided your age plus years of credited service equals 85 points 

or more (the Rule of 85), OR 
• Age 65, with at least five years of credited service 

 
Police and Fire employees qualify for normal retirement at:  

 
• Age 53, provided your age plus years of credited service equals 75 points 

or more (the Rule of 75), OR 
• Age 60, with at least five years of credited service 
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Early Retirement 
Once you have 10 years of credited service and have met the minimum 
age requirement for your pension plan, you may retire early and begin 
receiving pension payments. However, these payments will be less than 
the normal retirement benefit because the benefit formula is based on your 
working until you reach normal retirement age. If you retire early, you will 
not have earned your full benefit under the plan.  

 
• General Government employees qualify for early retirement at age 50, 

with 10 years of credited service 
• Police and Fire employees qualify for early retirement at age 45, with 10 

years of credited service  
 

If you retire early, your benefit is reduced as follows: 
 

• 4% for each of the first five years before you reach normal retirement, and 
• 8% for each additional year 
 
Deferred Retirement 
If you are vested (at least five years of credited service), you can leave 
your job at Metro before early or normal retirement age and receive a 
future pension benefit. Payment of your pension benefit will be postponed 
until you reach unreduced retirement age. At that time, you will receive 
your full pension benefit.  
 
 

If you have less than five years of credited service when you leave Metro, you are 
not entitled to any pension benefits under the plan. Any contributions to the plan 
made for you by Metro will remain in the pension fund. 

  
 
 

Your Pension and Social Security — Timing Is Everything  
If you take either early or normal retirement from Metro, will you 
have enough money to live on comfortably before your Social 
Security benefits begin? Here is the current Social Security  
retirement age: 

• Age 66 if you were born between 1943 and 1954 
• During the year you reach age 66 if you were born between 

1955 and 1959 
• Age 67 if you were born 1960 or later 
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How Service Pension Benefits Are Paid 
Pension benefits are paid monthly, either by direct deposit or check.  
 
 

Direct deposit is a fast, convenient way to deposit your paycheck 
into your bank account automatically. Contact Metro Human 
Resources to sign up for direct deposit today. 

 
 
To ensure that your pension payments begin in a timely manner, call Metro 
Human Resources at least 60 days in advance of your retirement date. An HR 
benefit representative will tell you about the application process and where to find 
more information to help you get started. 
 
 

You can request an estimate of your future Metro pension benefit 
online to help you plan your retirement. Visit www.nashville.gov 
to calculate your own quick and easy estimate or call your 
departmental HR Representative for more information. 

 
 
Survivor Benefits 
When you retire, you can select from a number of payment options (see below). 
Some options provide benefits to your spouse or other beneficiary after your 
death. You can name anyone you want as your beneficiary — your spouse, 
child(ren), friend or other individual. 
 
Survivor benefits will be paid monthly possibly for the rest of your beneficiary’s 
life depending upon the option you choose. If you have no spouse, your 
dependent child(ren) may get these benefits. 
 
 

Is your beneficiary information current? To confirm or change 
your beneficiary designation(s), call Human Resources. 
 
NOTE: You are allowed to name different beneficiaries for your 
Metro life insurance and pension benefits. Be sure to confirm your 
beneficiary for both benefits. 

 

Human Resources Guide • Retirement Benefits (Division B) • January 2010 • Page 12 



Pension Payment Options  
You may choose one of the following service pension payment options: 
 
 

Life Annuity 
(normal form of payment) 

Pays you the full benefit you’re eligible for 
under the plan. You will receive your full 
monthly pension amount for as long as you 
live. Benefits stop upon your death.  

Joint and 100% Survivor 
Option (Option A)  

You receive a reduced pension at retirement, 
but, after your death, the same amount will be 
paid to your spouse (or beneficiary) for life. 

Modified Joint and 50% 
Survivor Option (Option 
B) 

You receive a reduced pension at retirement, 
but after your death, one-half of the amount of 
your pension will be paid to your spouse (or 
beneficiary) for life. 

Social Security Option  
(Option C) 

A payment option for employees who retire 
and do not immediately begin drawing Social 
Security benefits. You receive an increased 
monthly pension until you start drawing your 
Social Security benefits, then receive a reduced 
pension for the remainder of your life. 

120 Months Certain and 
Life Option (Option D)  

Guarantees a minimum of 120 monthly 
payments, with a reduced benefit. If you die 
before receiving 120 monthly payments, the 
remaining payments will be made to your 
designated beneficiary. 

Joint and 100% Survivor 
Option with Pop-Up 
Feature (Option E) 

Same as Option A, except that, if your 
designated beneficiary dies first, your monthly 
benefit will “pop up” to your life annuity 
amount, which you will receive for life. 

Modified Joint and 50% 
Survivor Option with Pop-
Up Feature (Option F) 

Same as Option B, except that, if your 
designated beneficiary dies first, your monthly 
benefit will “pop up” to your life annuity 
amount, which you will receive for life. 
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Deferred Retirement Option Plan (DROP)  
In addition to the options above, you may also be eligible for the Deferred 
Retirement Option Plan (DROP) if you are retiring with a normal service pension 
and you have 25 years of credited service.   
 
Under the DROP, you can get one, two, or three years’ worth of your pension 
benefit paid to you up front in one lump sum when you retire. The amount you 
choose will reduce your monthly benefit to an amount less than you would 
receive if you do not elect the DROP; however, the total value of your pension 
benefit over your life expectancy remains the same. If you elect the DROP, you 
will receive a lump-sum payment and smaller monthly benefit checks.   
 
Before electing this option, be sure to consider whether a reduced monthly 
benefit, along with any other sources of income, will meet your needs in years to 
come. You should also consider the tax implications of receiving a “lump” of 
money, and you should recognize that electing the DROP lowers your future Cost 
of Living Allowance (COLA).   
 
 

You can request an estimate of your future Metro pension benefit, 
including DROP options, to help you plan your retirement. Visit 
the HR section of Metro’s website at www.nashville.gov or call 
your departmental HR Representative for more information. 

 
 
Continuation of Health Care Insurance 
While on a service pension, you can change health care plans during Annual 
Enrollment. However, you may only add or delete dependents within 60 days of 
an eligible change in status (see below). 
 
 

NOTE: If you decline health care coverage at the time you retire 
or any time thereafter, you cannot elect it at a later date. 

 
 
Eligible Change in Status 
The benefits you choose at Annual Enrollment remain in effect for the entire plan 
year unless you have an eligible change in status such as: 
 
• marriage or divorce 
• death of a covered eligible dependent 
• birth or adoption of a child 
• change in job status for your spouse 
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Within 60 days of an eligible change in status, you may: 
 
• change current benefit options, where eligible, or 
• change current coverage levels, or 
• add or drop eligible dependents to/from coverage  
 
Pensioners must add dependent(s) before the 60-day deadline. Pensioner 
dependents cannot be added later, even during Annual Enrollment. 
  
For a complete list of eligible changes in status and instructions on changing your 
benefit elections, call Metro Human Resources. 
 
Continuation of Basic Life Insurance  
When you retire from Metro and receive a service pension, your basic life 
insurance provided by Metro continues, but is reduced from $50,000 to $10,000. 
 
Life Insurance Waiver of Premium 
Pensioners who are under age 60 and disabled, and who meet medical criteria set 
by the insurance carrier, may be eligible for a waiver-of-premium policy under 
Metro’s Basic Life Insurance Plan. The waiver provides pensioners, at no cost to 
them, with life insurance coverage of $50,000 (the amount they have as active 
employees).   If you do not qualify for, or were denied the waiver of premium 
benefit, you may convert your basic term life policy to an individual policy. 
 
To see if you qualify, you must submit an application within 12 months of your 
disability, along with medical documentation, to the insurance carrier.  
 
Pensioners not approved for the waiver are eligible for $10,000 of basic life 
insurance coverage. 
 
Conversion Rights 
When you retire, you have the option to convert to an individual life policy for 
any amount up to $40,000. If at retirement, you were enrolled in supplemental life 
insurance, you may elect to port your supplemental term-life coverage to an 
individual policy in the amount of $10,000 or $20,000.  For more information, 
contact the insurance carrier. 
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457 Deferred Compensation Plan 
 
 
 
The MetroMax 457 Deferred Compensation Plan allows you to invest your 
MetroMax pay specifically for your retirement. You decide whether or not you 
want to participate, how much to contribute through payroll deductions, and what 
funds to invest in. While the plan provider can help inform you about your 
options, ultimately, you’re the one in control. If you like, you can make changes 
at anytime. You can also stop and restart your MetroMax contributions at 
anytime. If you stop, the amount you have accumulated will stay invested. 
 
 

FAST FACTS about the Metro 457 Deferred Compensation Plan 

Purpose Personal retirement savings to supplement 
Metro service pension and Social Security. 

Advantages • Contributions and earnings not taxed until 
you withdraw them 

• Convenient, regular payroll deductions 
• Tax credit available 

Eligibility All full-time Metro employees. 

Participation Optional. You may enroll and begin making 
contributions to the plan at anytime.  

Contributions 100% employee paid. 

Investment Options Choose from a number of mutual funds or  
fixed-income accounts to fit your retirement 
saving goals. 

Human Resources Guide • Retirement Benefits (Division B) • January 2010 • Page 16 



The Advantage of Tax-Deferred Savings 
The two most important reasons to get involved with MetroMax are tax savings 
and tax-deferred growth. The amount you invest each month is actually “deferred 
compensation.” This means that you are telling Metro to place part of your 
income in an account you manage for use at retirement. The advantages to you are 
that the deferred portion is not taxed as income during the current year and your 
investments continue to grow tax-deferred while invested in the plan. Your 
deferred amounts, as well as the earnings on your investment, are taxed as the 
funds are withdrawn.  
 
Contribution and Catch-Up Limits 
As the sponsor of a 457 plan, Metro must follow IRS rules on administering the 
plan for employees. One of the rules is a limit on the amount that may be invested 
in any one year. The most you can contribute is the lesser of 100% of your Metro 
compensation or $16,500 per year beginning in 2009.   

 
The plan also allows for additional contributions for employees closer to 
retirement age. If you are within three years of normal retirement age, you may be 
eligible to “catch up” by investing up to double the amounts shown above. 
Employees over age 50 may invest additional amounts as shown in the following 
chart. These additional amounts do not apply if you are investing at the catch-up 
level.  
 
   

Year Annual 
Contribution 

Limit 

Annual 
Catch-Up 
Amount 

Special  
Catch-Up 
Amount 

2009 $16,500 $22,000 $33,000 

2010 and 
beyond Amounts to be determined by the IRS at a later date 

 
 
Tax Credit 
There is an additional benefit for employees at certain income levels (see chart 
below). A tax credit of up to 50% of your first $2,000 in contributions, depending 
on income, may be taken on your federal income tax.  
                         

Credit Joint Filer Head of Household Other 

50% $0 to $30,000 $0 to $22,500 $0 to $15,000 

20% $30,001 to $32,500 $22,501 to $24,375 $15,001 to $16,250 

10% $32,501 to $50,000 $24,376 to $37,500 $16,251 to $25,000 
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Making Withdrawals 
Withdrawals from MetroMax are allowed after you retire, separate from service, 
die or become disabled. Withdrawals can also be made for “unforeseeable 
emergencies” — a severe financial hardship resulting from a sudden and 
unexpected illness or accident to a plan participant or dependent.  
 
 

NOTE: It is very difficult to qualify for an emergency withdrawal. 
To do so, you must satisfy strict IRS rules. For more information, 
and to obtain the proper forms to request an emergency 
withdrawal, contact your plan service provider.  

 
 
When you withdraw money from MetroMax, you are going to pay current income 
taxes on the money unless you roll it into another tax-deferred vehicle. Upon 
separation of service, you can roll your 457 Plan money into your new employer’s 
retirement plan or into an IRA. If you qualify for withdrawal because of an 
unforeseeable emergency, the funds are taxable when you withdraw. 
 
Investment Options 
When you decide to participate in the MetroMax Deferred Compensation Plan, 
you’ll have a range of choices about where to invest your contributions. It’s 
important that you carefully consider these options and your own investment 
goals before you make a decision.  
 
MetroMax offers investments in a variety of mutual funds and fixed-income 
accounts. When you invest in a mutual fund, your money is pooled with money 
from other investors who have the same investment goals as you. Once you 
decide to participate, a representative of the MetroMax plan service provider will 
meet with you to discuss your investment options. 
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Social Security and Medicare Benefits 
 
 
 
The federal government provides Social Security income and Medicare benefits to 
pensioners who meet certain requirements.   
 

 

FAST FACTS about Social Security Benefits 

Purpose Provides a basic level of retirement and disability income. 

Eligibility All Metro employees (regular and part-time).  

Participation  Required by federal law. 

Enrollment Automatic when you join Metro. 

Benefit A monthly payment to you or your eligible dependent(s). 

Benefits Begin When you retire or become disabled.  

 
 
 

Social Security Alone Will Not Be Enough 
Most financial experts agree that, to live comfortably in retirement, 
you should have an income equal to 70% to 80% of your working 
salary. Social Security will account for only a portion of what 
you’ll need in retirement. Your personal savings and Metro 
pension will have to make up the rest. Have you started saving? 
It’s never too late. 
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Social Security Benefits 
Social Security pays you a regular monthly benefit when you retire, become 
disabled or die. Your dependents may also be eligible for Social Security benefits 
when you retire, become disabled or die. When combined with your Metro service 
pension, personal savings, and other sources of retirement income, your Social 
Security benefits can help you enjoy a financially secure future. 
 
Eligibility 
All Metro employees hired after 1963 are required by federal law to contribute to 
Social Security and are therefore eligible for this benefit. 
 
When Social Security Benefits Begin 
Generally speaking, you can retire at any time from age 62 up to age 70.  
However, if you choose to begin receiving benefits before your full retirement age 
(see table below), your benefits will be reduced to account for the longer period 
over which you’ll be paid. How much your benefit will be reduced is based on 
how many months younger you are than your full retirement age. If you retire 
later than your full retirement age, your benefits will be higher. 
 
 

Birth Year Full Retirement Age 

1937 or earlier 65 

1938 65 and 2 months 

1939 65 and 4 months 

1940 65 and 6 months 

1941 65 and 8 months 

1942 65 and 10 months 

1943 to 1954 66 

1955 66 and 2 months 

1956 66 and 4 months 

1957 66 and 6 months 

1958 66 and 8 months 

1959 66 and 10 months 

1960 and later 67 
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Applying for Social Security Benefits 
Generally, you should apply for Social Security retirement benefits three months 
before you want your benefits to begin. You can apply for your Social Security 
benefits in three ways: 
 
• online at www.ssa.gov 
• over the phone 
• in person at your local Social Security office  
 
Social Security and Your Metro Pension 
Metro’s service pension benefits and Social Security benefits are independent of 
one another — that is, the amount you get from one will not be reduced by the 
other.  Metro does, however, allow you to choose a payment option that 
coordinates with Social Security (See Pension Payment Options section). 
 
Disability benefits, which are provided under Metro’s pension plan, are reduced if 
you qualify to receive Social Security disability benefits. However, your 
combined disability benefit from Metro and Social Security may actually be 
greater than your disability benefit from Metro alone. (For an example of how 
Metro and Social Security benefits disability benefits work together, see 
“Disability Pension Benefits” under the Income Protection section of this binder.) 
 
Working While Getting Social Security Benefits 
You can still work and receive Social Security benefits. However, if you have not 
reached your full Social Security retirement age, a portion of your Social Security 
benefit — up to a certain limit — will be reduced to adjust for earnings from your 
job. The amount of reduction depends on your age. 
 
Annual Social Security Earnings Statements 
The Social Security Administration provides annual earnings statements that can 
play an important role in your financial planning. The statement can help you 
make sure that your reported earnings and other important information are correct. 
Mistakes could keep you from getting all the Social Security benefits you have 
earned. Contact your local Social Security Administration Office if any 
information on your statement is not accurate.  
 
Medicare Benefits 
In addition to Social Security, you may qualify for Medicare. There are two parts 
to Medicare:  
 
• hospital insurance (also called Medicare Part A) 
• medical insurance (also called Medicare Part B) 
 



Eligibility 
Generally, people over age 65 who are getting Social Security automatically 
qualify for Medicare. So do people who have been getting disability benefits for 
two years.  
 
Medicare Part A 
The cost of Medicare Part A is paid by a portion of Social Security taxes. Part A 
helps pay for in-patient hospital care, skilled nursing care, and other hospital 
services.  
 
Medicare Part B 
The cost of Medicare Part B is paid by monthly premiums from those enrolled. 
Part B helps pay for doctor fees, outpatient care, and medical services and 
supplies. Metro’s insurance is specifically designed to work with Medicare Parts 
A and B. This coordination is one reason Metro retirees have quality medical 
insurance that many other retirees do not have. When you need care, 
Medicare pays its share (doctors and hospital bills) and Metro's insurance pays its 
share (prescriptions and the other bills Medicare doesn't cover). That's also the 
reason you get a big discount on your Metro insurance once Medicare kicks in. 
Medicare and Metro's insurance combine to give you a level of coverage 
comparable to what you enjoyed as an employee. 
 
Although Part B is optional under Social Security, Metro requires that you 
enroll in Part B when you are first eligible for it. If you are eligible for Medicare 
Part B but do not elect it, your medical claims will be processed as if you do have 
Part B and you will be responsible for at least 80% of all your medical bills. By 
not electing Part B, you may be responsible for a substantial portion of your 
claims. 
 
Applying for Medicare Benefits 
You should sign up for Medicare three months before you reach age 65, even if 
you don’t plan to receive retirement benefits right away. For more information, 
contact your local Medicare office (see the U.S. Government section of your local 
phone book for the office nearest you). 
 
Critical Alert 
Effective October 1, 1993, all pensioners and their spouses who turn 65 are sent a 
card from Medicare that explains Medicare Parts A and B.  If you return the card, 
you decline Parts A and B coverage. Do not return the card. (If you have 
previously returned the card and declined coverage, please contact Medicare.)   
 
When you elect Medicare Parts A and B, your Medicare premiums will be 
automatically deducted from your Social Security check, and your Metro pension 
will be adjusted to cover the majority of those premium costs. Once you have 
both Parts A and B, you must send Metro Human Resources a copy of your 
Medicare card or Social Security acknowledgement letter so that we can adjust 
your premiums. 
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About This Document 
 
 
 
This document presents an overview of Metro work/life benefits. It is intended for 
informational purposes only. If there is a difference between this overview and 
the official plan documents, the plan documents will govern. For more 
information, contact your department Human Resources Representative or Metro 
Human Resources. 
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Your Metro Benefits in Brief 
 
 
 

Health benefits help you pay  
for care to prevent and treat illness 
and maintain good health.  

• Medical insurance 
• Dental insurance 
• Mental health / substance abuse insurance 
• Optional vision insurance 

Income protection benefits  
replace a portion of your Metro  
pay if you become too sick or  
injured to work and suffer a loss of 
income, or if you die and can no 
longer provide for your family. 
Other types of income protection 
benefits help you keep more of your 
income through tax savings. 

• Sick leave 
• Basic life insurance 
• Accidental death and dismemberment 

insurance (AD&D) 
• Disability pension 
• Optional supplemental life insurance 
• Optional dependent life insurance 
• Optional short-term disability insurance 
• Optional long-term disability insurance 
• Flexible Spending Accounts (FSAs)  
• Before-Tax Premium Savings Plan 

Retirement benefits provide you 
with regular income when you  
retire from work. 

• Service Pension Plan 
• MetroMax 457 Deferred Compensation 

Plan 

Work/Life benefits help bring  
balance to your life, both at work 
and at home.  

• Vacation and holidays 
• Leave of absence 
• Employee Assistance Program 
• Metro credit union membership  

 
The Value of Your Metro Benefits 
Benefits are an important part of your total compensation at Metro. The cost of 
providing them to you amounts to about 25% to 30% of your annual Metro pay. 
You pay for a portion of your health benefits. On certain other important benefits 
— such as employee dental, basic life insurance, AD&D insurance, and disability 
pension — Metro bears the full cost. Metro provides you the opportunity to 
purchase additional insurance at group rates. 
 
Cost is just one way to measure value. Peace of mind is another. Your Metro 
benefits can provide you with the protection and security you need at any stage of 
life, whether you are just beginning your career, starting a family or nearing 
retirement. However you measure them, your Metro benefits are worth more than 
you think. 
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Work/Life Benefits Contacts  
 
 
 

Benefit Website Phone 

Vacation, holidays, 
leave of absence www.nashville.gov 

Departmental HR 
Representative or               
(615) 862-6640 

Metro Credit Unions   

US Courthouse Credit 
Union (Gen. Gov.) www.usccu.com (615) 256-8712 

Nashville Firemen’s  
Credit Union www.nashvillefirecu.org (615) 226-3473 

Metro Police Dept.  
Credit Union www.mpdcu.org (615) 242-5461 

Nashville General 
Hospital Credit Union www.nghcu.com (615) 341-4455 

Employee Assistance  
Program  

Horizon Health www.horizonhealth.com (866) 563-8762 

Metro Training   

In-Service Training www.nashville.gov 
Departmental HR 
Representative or               
(615) 862-6640 
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Work/Life Benefits  
 
 
 
Metro offers a variety of benefits to help you balance the demands of work and 
home. But only you can define what balance means to you. We give you options 
and you choose what makes sense for you and your family. 
 
 
 

FAST FACTS about Your Work/Life Benefits  
Eligibility All full-time Metro employees. 

Benefits • Vacation and paid holidays 
• Leave of absence for a variety of expected and 

unexpected personal and family needs 
• Access to Metro employee credit unions  
• Employee Assistance Program (EAP) offering free, 

confidential counseling and referrals on wide range 
of personal and family issues 

• In-service training for professional growth  

Cost Metro pays 100% of your vacation, holidays, and in-
service training. EAP benefits include six free sessions, 
and if additional counseling is required, employees 
should consult the behavioral health portion of their 
medical insurance coverage. 
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Work Schedules, Rest Breaks and Lunch Breaks 
 
Regular work periods, shifts and work hours for employees in your department 
will be established by your department head and posted in your Departmental 
Rules. 
 
Rest periods and lunch breaks will be determined by the department head or 
designated supervisors. In cases where work can be accomplished in a flexible 
manner, it is neither necessary nor required by law to have a formal break time.   
 
Lunch breaks are scheduled by the department head or a designated supervisor 
and may vary in length according to your Departmental Rules.  
 
 
 
Sick Leave (see Income Protection section) 

Human Resources Guide • Work/Life Benefits • January 2010 • Page 6 



Holidays  
 
Metro observes 10 official paid holidays. If you must work on holidays, you may 
be compensated in extra pay or time off at a later date.    
 

Metro Holiday Schedule 1 

  New Year’s Day   January 1 

  M.L. King Jr. Birthday   Third Monday in January 

  President’s Day   Third Monday in February 

  Memorial Day   Last Monday in May 

  Independence Day   July 4 

  Labor Day   First Monday in September 

  Thanksgiving Day   Fourth Thursday in November 

  Day after Thanksgiving   Fourth Friday in November 

  Christmas Eve   December 24 

  Christmas Day   December 25 

1If you work for Metro Nashville Public Schools or are not covered by Civil Service,  
  your holidays may be different. See your departmental Human Resources 
Representative. 
 
 
Holidays that fall on a Sunday will be observed on the following Monday, while 
holidays that fall on Saturday will be observed on the Friday before by employees 
working Monday through Friday.  
 
When Christmas Day falls on a Monday, the Christmas Eve holiday will be 
observed on Tuesday following Christmas Day. When Christmas falls on a 
Saturday, the Christmas holiday will be observed on the following Monday.  
 
If a holiday is observed on your day off, you may be scheduled for a floating 
holiday during the week of the holiday or the following week. If community 
practice dictates a change in the day observed, the Director of Human Resources 
has the discretion to change the dates that Metro observes holidays that year. 
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Vacation 
 
 
 
Eligibility to Accrue Vacation 
Most employees are eligible to accrue vacation. An employee whose services are 
being terminated, either voluntarily or involuntarily, will not accumulate 
additional vacation days. Employees who average less than 32 hours per week are 
considered part-time and may not accrue vacation at the same rate as full-time 
employees. 
 
How Your Vacation Accrues 
Police Department and Fire Department employees earn 20 days per calendar 
year. Most other Metro employees earn vacation days according to their years of 
service: 
 

Years of 
Service 

Days Earned 
 Per Year 1 

1 through 5 10 days 

6 through 10 15 days 

11 16 days 

12 17 days 

13 18 days 

14 19 days 

15 20 days 

16 21 days 

17 22 days 

18 23 days 

19 24 days 

20 or more 25 days 
1If you work for Metro Nashville Public Schools or are not covered by Civil Service,  
  your vacation may be different. See your departmental Human Resources 
Representative. 
 
Vacation may be accrued to an amount equal to three times the employee’s 
current annual accrual rate. Vacation days for General Government employees 
accrue monthly. Civil Service employees should consult the Civil Service Rules 
for additional requirements for vacation time and accrual limits. 
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Leave of Absence 
 
 
General Leave of Absence Policy 
Through leave of absence, you may take time off for emergencies, unexpected 
personal events, jury duty, and military duty. All leaves must be requested as far 
in advance as possible. The Appointing Authority or designee shall have the 
discretion to approve all leave requests. Unpaid leave of more than 20 cumulative 
workdays in a calendar year will be deducted from your continuous service date 
for the purposes of determining longevity and Civil Service benefits. 
 
Injury Leave 
If you are injured on the job, you are required to give immediate written notice of 
the injury to your supervisor. Your supervisor will be responsible for completing 
a Report of Injury/Occupational Illness form.   
 
Bereavement Leave   
If a member of your immediate family should pass away, up to five days of paid 
bereavement leave may be granted to you by your department head. You may be 
allowed bereavement leave equal to one work shift to attend the funeral of a 
member of your extended family.  Immediate family includes spouse, parent, 
children, siblings, grandparents, grandchildren, mother-in-law, father-in-law, 
daughter-in-law or son-in-law, legal guardians or dependents of the employee; 
step or half relations shall be given the same consideration as blood relatives of 
the same type.  Extended family means aunts, uncles, nieces, nephews, sister-in-
law, brother-in-law of the employee.  
 
Military Leave   
If you are in the National Guard or Reserves, your department will release you to 
attend weekend drills and summer camps, and when ordered to active duty. A 
copy of your military orders may be requested.  Twenty days of paid military 
leave is available for summer camp or active-duty service. Additional time taken 
for military purposes may be taken as vacation or as unpaid leave.   
 
Family Medical Leave 
The Family Medical Leave Act (FMLA) entitles eligible employees to take up to 
12 weeks of unpaid, job-protected leave in a 12-month period for qualifying 
illness or injury. The 12-month period begins on the first day leave is taken under 
FMLA. FMLA leave may be paid (if paid leave is available) or unpaid (subject to 
the Civil Service Rules governing use of such leaves). 
  
When time off under FMLA is granted as unpaid, it is carried as leave without 
pay. A physician’s certification is normally required when leave begins, and a 
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fitness-for-duty statement may be required upon your return to work. Time off 
under FMLA may be granted for one or more of the following reasons:  
 
• for the birth or placement of a child for adoption or foster care 
• to care for an immediate family member (spouse, minor child or parent) with a 

qualifying illness or injury 
• to take medical leave when the employee is unable to work because of a 

qualifying illness or injury 
 
Metro continues to pay health insurance premiums during FMLA (leave without 
pay).  Employees may choose to pay their premiums in advance, while out on 
leave, or upon their return to work.   
 

Maternity leave at Metro is defined by the Tennessee Maternity Leave Act.  

• Employees with at least 12 months of Metro service are entitled to take up to 
four months of leave upon the birth of a child for pregnancy, childbirth, 
adoption and nursing the infant. With regard to adoption, the four (4) month 
period shall begin at the time the employee receives custody of the child. 

• During maternity leave, Metro will continue to provide you with benefits and 
hold your job (or a similar one) open for you, provided you return to work no 
later than four months after your leave begins.  

• You may not use maternity leave to look for another job or work for another 
employer.  

• FMLA and maternity leave run concurrently. See the Metro FMLA Handbook 
for complete details. 

• Sick leave may be used for the time a physician certifies that the female is 
physically unable to perform her duties. The employee may also use accrued 
vacation and leave without pay.  

• FMLA and maternity leave run concurrently.  
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Employee Credit Unions 
 
 
 
Employee credit unions are non-profit financial institutions that provide loans and 
other financial services to their members. Because credit unions are owned by 
their members — in this case, by Metro employees — they can often provide 
more favorable rates and services to you than traditional banks. Services typically 
include:  

• savings accounts 
• checking accounts 
• home loans (first and second) 
• auto and boat loans 
• individual retirement accounts (IRAs) 
• certificates of deposits (CDs) 
 
Four credit unions are available to Metro employees: 

• US Courthouse Credit Union (for General Government employees) 
• Nashville Firemen’s Credit Union  
• Metro Police Department Employee Credit Union 
• Nashville General Hospital Credit Union 
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Employee Assistance Program 
 
 
 
At Metro, we understand that work situations can impact the quality of your 
personal life and vice versa. When that happens, it's nice to know there’s a place 
to turn for outside help.  
 
Our Employee Assistance Program (EAP) is a confidential source of information 
and resources to support you and members of your household in resolving 
personal matters. This valuable program is handled for Metro by Horizon Health.  
 
Horizon can help you in a range of areas in your life — marriage, parenting, 
family concerns, grief, divorce, work-related difficulties, depression, anxiety, 
stress management, trauma, domestic violence, substance abuse, conflict 
resolution, and more. 
 
Horizon can also assist you in locating childcare, elder care, legal counsel, and 
financial assistance.  
 
All assistance is free and confidential and is strictly between you and your EAP 
counselor.  EAP benefits include six free sessions, and if additional counseling is 
required, employees should consult the behavioral health portion of their medical 
insurance coverage. Horizon’s counselors are available to you 24 hours a day, 7 
days a week, 365 days per year. If you need help, simply call for an appointment 
(see the contact information at the front of this section). 
                                                                        
EAP is an outside agency under contract with Metro. Any request you make for 
information or assistance will remain confidential to the extent permitted by law.  
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In-Service Training 
 
 
 
Training is essential to the future of Metro. It provides opportunities for you to 
grow professionally and personally, ensures that our services are of high quality, 
and helps attract other talented employees. 
 
The training department has numerous offerings, including two certificate 
programs, MMI and MEPD.   
 
The Metropolitan Management Institute (MMI) is the supervisory series 
comprised of 40 hours of instruction. This course is CEU approved. This program 
is endorsed by Middle Tennessee State University which offers college credit for 
this program. 
 
The Metropolitan Employee Professional Development (MEPD) is a 20 hour 
series open to ass Metro employees. 
 
Customized in-service and departmental training is offered as well on a request 
basis. 
 
The current training schedule and locations can be found on the Metro Human 
Resources webpage under training. Brochures for the certificate programs and the 
training catalog may be viewed as well. 
 
Requests for training should be made through your department’s training 
representative.  For more information, contact Metro Human Resources - Training 
at (615) 862-4344. 
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About This Document 
 
 
 
This document presents an overview of general Metro Human Resources policy 
information. If you are in a department that is not under the jurisdiction of the 
Civil Service Commission, your departmental policies may differ. For more 
information, contact your departmental Human Resources Representative. 
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General Employment Practices 
 
 
 
Citizenship 
The Metro Civil Service Commission requires that all employees be United States 
citizens, legal resident aliens, or aliens authorized to work in the United States. 
Specified classifications require U.S. citizenship as a bona fide occupational 
qualification. 
 
Civil Service System 
Many employees are members of the Civil Service system. If you are not certain 
if you have Civil Service status, ask your Human Resources Department. You can 
access the Civil Service rules on Metro’s website (www.nashville.gov) or you can 
get a copy from your HR Representative.    
 

Note: It is the responsibility of the Appointing Authority to ensure 
the applicant meets the minimum requirements and to inform the 
applicant of the non-Civil Service status and the ramifications 
thereof. 

 
Metro Job Announcements 
Job announcements are posted on the Internet, on department bulletin boards, and 
at the Department of Human Resources. If you are interested in applying for a 
position, contact your Human Resources Representative or the Department of 
Human Resources for information and instructions. 
 
Outside Employment 
Outside employment is any paid work performed by an employee outside of the 
employee’s Metro job, including self-employment. Before accepting such 
employment or entering into self-employment, you must obtain approval from 
your Appointing Authority. This policy ensures that there is no conflict of interest 
and that the work will not interfere with your Metro job (see Ethics Policy 
section). 
 
Resigning 
If you resign from Metro, you are expected to return all Metro property in your 
possession and give written notice to your supervisor at least two weeks before 
leaving. This policy will allow the department sufficient time to plan for staffing 
the position without a disruption of services. Failure to give adequate notice will 
be noted in your personnel file and could become a factor should you seek 
reemployment with Metro. If you resign, you will be paid all wages due and any 
unused vacation days. Employees are not compensated for unused sick days. 
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Re-Employment and Connection of Service Time 
If you are re-employed by Metro, you may be eligible to receive credit for your 
previous service. Contact your Human Resources Representative for more 
information. 
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Workplace Violence 
 
It is the intention of the Metropolitan Government to create a productive, safe, 
and healthy work environment for all employees and members of the general 
public and to provide for the efficient and effective operation of Metro’s 
activities. The Metropolitan Government will not tolerate verbal or physical 
conduct by an employee that harasses, disrupts, or interferes with another’s work 
performance or which creates an intimidating, offensive, or hostile environment. 
All allegations of violence and harassment will be investigated and, if found to be 
true, may result in disciplinary action. 
 
Employees are prohibited from carrying weapons on Metro property unless 
required to do so pursuant to the employee’s job description. Employees who are 
required as part of their job to carry a weapon must complete training and periodic 
re-training as required by Metro. 
 
 
 
Political Activity 
 
Political activities, including running for office, are not to be conducted at the 
workplace or during work hours. Time off for such purposes will be in accordance 
with applicable leave policies. If you have any questions, please contact your 
Human Resources Department. 
 
 
 
Grievance Procedure 
 
Employees are encouraged to resolve complaints informally before filing a 
grievance. The grievance procedure gives employees an opportunity to formally 
present work-related complaints to management when other attempts to resolve a 
problem have failed. If you have further questions, contact your Human 
Resources Representative. 
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In-Service Training 
 
 
 
Training is essential to the future of Metro. It provides opportunities for you to 
grow professionally and personally, ensures that our services are of high quality, 
and helps attract other talented employees.  
 
The training department offers a number of in-service opportunities and 
development programs that are open to all employees. The semi-annual training 
schedule is located on the Metro website. Once on the site, select HR and then 
clink on Training.  The training schedule is posted under Quick links.  Requests 
for training should be made through your department's training coordinator.  
 
Professional trainers and subject matter experts serve as instructors for these 
programs, which are conducted year-round at sites throughout Metro Nashville. 
These programs include MEPD for non-supervisory employees and MMI for 
supervisory employees. 
 
In addition, supervisors may receive training through the Metropolitan 
Management Institute (MMI). MMI is an educational partnership with Middle 
Tennessee State University and the Human Resources Training Division. CEU 
Credit is available to those completing the program and submitting the necessary 
form to MTSU. The training division will assist you in this process. MMI's 
mission is “to provide effective training and educational opportunities that 
promote the professional development of employees in a diverse municipal 
workforce and to prepare these employees for the future challenges of public 
service.” The 10-course program totals 40 hours of instruction.  
 
For more information, contact the Human Resources Department - Training 
Division at 862-4344.  
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Payroll Provisions 
 
 
 
Payday 
Employees are paid on a Bi-weekly payroll and Police and Fire employees are 
paid on a Semi-monthly cycle. Checks for the semi-monthly payroll are 
distributed on the 7th and 22nd of each month and Bi-weekly employees are paid 
every other Friday. If either of these dates for the Bi-weekly or Semi-monthly 
payrolls fall on a weekend or holiday, payday is on the preceding Friday.  

Direct deposit us mandatory for all new employees.  

Payroll Deductions 
Employees may have designated payments deducted from their checks, including 
deposits to the employee credit union, deferred compensation plans, union dues, 
etc. Contact your Human Resources Representative or the Payroll Section of the 
Finance Department for details. 
 
Tax withholding forms are completed at the time of employment. The Payroll 
Section of the Finance Department will assist you if you need to make changes in 
the number of dependents you are claiming. 
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Employee Conduct and Discipline 
 
 
 
Employee Conduct 
Certain rules and regulations regarding employee behavior are necessary for the 
efficient operation of the Government and for the benefit and safety of all 
employees. Conduct that interferes with operations, that discredits the 
Metropolitan Government, or that is offensive to the public and/or co-workers 
will not be tolerated. 
 
Employees are expected to conduct themselves in a manner so as to promote the 
best interests of the Metropolitan Government and to comply with the rules and 
safety procedures of the employee’s department. 
 
Guidelines on Discrimination 
Administrators and supervisors in the Metropolitan Government are familiar with 
and will comply with all laws, regulations, and guidelines governing various 
forms of discrimination. Specific guidelines are summarized on the following 
pages. Furthermore, harassment of any person in the form of verbal or physical 
conduct based on a person’s race, gender, age, color, religion, national origin, or 
disability will not be condoned when such conduct: 

• Has the purpose or effect of creating an intimidating, hostile, or offensive 
work environment; 

• Has the purpose or effect of unreasonably interfering with an individual’s 
work performance; or 

• Otherwise adversely affects an individual’s opportunities associated with 
employment. 

 
Race Discrimination 
It shall be against the policy of the Metropolitan Government to discriminate 
against an individual based on that person’s race. This policy applies to applicants 
for employment as well as current employees. 
 
Sexual Discrimination 
It is the policy of the Metropolitan Government that there shall be no 
discrimination against any individual based on his/her gender. This policy covers 
all employment actions and conditions of employment and benefits. 
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Job Policies and Practices 
• Personnel policies do not discriminate on the basis of gender. 
• Employees and applicants of both genders are equally considered for any 

positions for which they are qualified. 
• Employment opportunities, wages, hours, conditions of employment and 

benefits are equally offered to all employees regardless of gender. 
• Marital status shall not be a factor in any employment opportunity or decision. 
• Appropriate physical facilities shall be provided for people of both genders. 
 
Sexual Harassment 
The Metropolitan Government prohibits sexual harassment of any employee. 
Unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature constitute sexual harassment when: 

• submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual’s employment, or 

• submission to or rejection of such conduct is used as the basis for employment 
decisions affecting such individual, or 

• such conduct has the purpose of substantially interfering with an individual's 
work performance or creating an intimidating, hostile, or offensive work 
environment 

Sexual harassment can take many forms. It is not limited to overt physical acts. 
Suggestive comments, jokes of a sexual nature, sexually suggestive objects or 
pictures, obscene gestures, sexually graphic stories, as well as unwanted touching, 
may all constitute sexual harassment. 
 
Sexual harassment of any employee will not be tolerated. No employee will be 
allowed to sexually harass, either verbally or physically, another employee; nor 
shall any supervisor allow the harassment of any of his/her employees, either by 
other employees or by persons not employed by Metro Government. It will be the 
responsibility of managers and supervisors to take all steps necessary to enforce 
the provisions of this policy. Any complaint of harassment will be promptly 
investigated and corrective and/or disciplinary action taken if the charges are 
found to be true. 
 
Action can only be taken when managers and supervisors have knowledge of 
sexually harassing conduct. Employees have a duty to inform managers and 
supervisors when they observe or they are aware of improper sexual conduct 
exhibited by a Metropolitan Government employee. This obligation to inform 
includes improper conduct committed by non-government employees if the 
conduct is directed toward government employees. 
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Religious Discrimination 
The Metropolitan Government expresses its commitment to prohibit religious 
discrimination against applicants for employment and employees in all areas of 
employment and benefits. No distinction based on religion shall apply in 
employment opportunities, wages, hours of work, and other conditions of 
employment or benefits. 
 
Efforts will be made to accommodate the religious observance and practices of an 
employee unless such accommodation is unreasonable and would result in an 
undue hardship on the conduct of business. 
 
Age Discrimination 
The policy of the Metropolitan Government prohibits age-based discrimination 
against individuals 40 years of age or older. No Appointing Authority shall be 
allowed to refuse to hire, to discharge, or otherwise to discriminate against any 
individual with respect to compensation, terms, conditions, or privileges of 
employment because of an individual’s age. Exceptions: 

• There may be differentials in bona fide employee benefit plans. 
• For some areas of work, age may be a bona fide occupational qualification. 
 
National Origin Discrimination 
It shall be against the policy of the Metropolitan Government to discriminate 
because of an individual’s (or his/her ancestors’) place of origin or because an 
individual has the physical, cultural, or linguistic characteristics of a national 
origin group. Furthermore, it is against the policy to discriminate for reasons that 
are grounded in national origin, such as: 

• marriage or association with persons of a national origin group 
• membership in, or association with, an organization identified with or seeking 

to promote the interests of national origin groups 
• attendance or participation in schools, churches, temples or mosques generally 

used by persons of a national origin group 
• an individual’s name or spouse’s name is associated with a national origin 

group 
 
There shall be no discrimination based on national origin in any area of 
employment or condition of employment or in the granting of employment 
benefits. 
 
Disability Discrimination 
It is the policy of the Metropolitan Government to assure equal employment 
opportunity to disabled persons on the basis of qualifications and ability to 
perform the job. There shall be no discrimination in terms of employment 
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opportunities, wages, hours of work, or other conditions of employment or 
benefits. 
 
An individual with a disability is one who has a physical or mental impairment 
that substantially limits one or more major life activities, a record of such an 
impairment, or who is regarded as having such an impairment. 
 
Americans With Disabilities Act (ADA) 
The Metropolitan Government complies with the ADA. A disabled employee, as 
defined by the ADA, should discuss with his/her supervisor reasonable 
accommodations necessary to perform essential job functions. For further 
information, call the Department of Human Resources. 
 

Application Process 
Disabled persons are guaranteed the same application process as other 
applicants. Assistance may be provided when needed, such as the following: 

• A reader may be provided for completing an application or written 
examination for qualified applicants who are vision-impaired or illiterate 
due to a learning disability. 

• Waiver of a driver’s license may be requested for qualified disabled 
applicants who are not allowed to drive. 

 
Post-Offer Physical Exam 
All new appointees are considered provisionally hired until a standard post 
offer physical examination, where applicable, is completed at the Metro 
Health Department at Metro expense. If a physical limitation is determined 
which is considered by the Appointing Authority as justification for reversing 
the provisional appointment, the applicant and Appointing Authority shall 
determine the possibility of reasonable accommodation. Information obtained 
in the post-offer physical shall be confidential except for the following: 

• Supervisors shall be informed of any restrictions on the duties required for 
reasonable accommodation. 

• Safety personnel shall be informed of any possibility of emergency 
treatment. 

 
Reasonable Accommodation 
A department shall make reasonable accommodation to the known physical or 
mental limitations of an otherwise qualified disabled individual unless to do 
so would be an undue hardship. The specific accommodations needed shall be 
determined jointly by the individual and the Appointing Authority with 
technical assistance provided by the EEO Coordinator. Reasonable 
accommodation may include, but shall not be limited to: 

• making facilities readily accessible to and usable by disabled persons 
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• job restructuring, job-sharing or modified work schedule, acquisition or 
modification of equipment or devices, and other similar actions 

• assignment to a vacant position for which the person is otherwise qualified 
 
In determining whether an accommodation would impose an undue hardship 
on the operation of the department, factors to be considered include the: 

• overall size of the specific work area or program with respect to the 
number of employees and budget 

• type of operation 
• nature and cost of the accommodation needed 

 
Accessibility 
All departments are required to periodically survey their programs and 
physical facilities to determine if they are accessible to disabled persons. If 
structural problems are found, it is the responsibility of the Appointing 
Authority to budget for changes. Non-structural problems requiring some 
form of reasonable accommodation will be addressed on an individual basis. 
The EEO Coordinator will provide technical assistance in areas of 
accessibility related to employment. 

 
Employment and Labor Law 
In our efforts to achieve equal employment opportunity for everyone in the 
service of the Metropolitan Government, we are guided by the intent and 
mandates of all applicable laws. Major laws governing employment in the public 
sector include, but are not limited to, the following federal and state laws: 
 

Civil Rights Act of 1964, Title VII — Makes it unlawful for an employer to 
discriminate as to hiring, firing, compensation, terms, conditions or privileges 
of  employment on the basis of race, color, religion, gender, or national origin. 
It also forbids employers to limit, segregate or classify employees in any way 
that tends to deprive any individual of employment opportunities or adversely 
affects his employment status because of his race, color, religion, gender, or 
national origin. This also applies to people in apprenticeship, training, and 
retraining programs. It is also illegal to indicate a preference in advertisements 
relating to employment. Major amendments include: 

 
• Pregnancy Act of 1978 — Clarifies that women affected by pregnancy 

and related conditions must be treated the same as other applicants and 
employees on the basis of their ability or inability to work. 

• Guidelines on Discrimination Because of Sex (1972 and 1980) — 
Establishes specific prohibitions of discrimination based on gender and 
makes sexual harassment a violation of Title VII. 
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Civil Rights Restoration Act of 1987 — Specifies that entire institutions 
receiving federal funds, rather than just programs or activities receiving the 
funds, must comply with Civil Rights laws. 
 
Code of the Metropolitan Government of Nashville and Davidson 
County; Title 4 Procurement Code, Chapter 4.28 — Imposes on 
government contractors and subcontractors obligations parallel to those 
established by Title VII of the Civil Rights Act. This order also prohibits 
discrimination on the basis of age or physical disability and requires that 
contractors take affirmative action to ensure equal opportunity. 
 
Fourteenth Amendment — Declares that no state make any law which shall 
abridge the privileges or immunities of citizens of the United States; nor shall 
any state deprive any person of life, liberty, or property without due process of 
law; nor shall any state deny persons within its jurisdiction the equal 
protection of the laws. 
 
Equal Pay Act of 1963 (amendment to the Fair Labor Standards Act) — 
Mandates equal pay for equal work regardless of gender: the benchmarks for a 
job are skill, effort, responsibility and working conditions and the exceptions 
are applications of seniority or a merit system, a measure of quantity or 
quality of production or any other factor other than gender. 
 
Age Discrimination in Employment Act of 1967 (as amended in 1978) — 
Prohibits age-based employment discrimination against individuals 40 years 
of age or older. 
 
Rehabilitation Act of 1973 — Section 503 requires employers with federal 
contracts to take affirmative action for the employment of disabled people. 
Section 504 forbids discrimination against disabled persons by any employers 
receiving federal financial assistance. 
 
Americans with Disabilities Act of 1990, Title I — Prohibits covered 
employers from discriminating against a qualified individual with a disability 
in all areas of employment. 
 
Immigration and Nationality Act (Immigration Reform and Control Act 
of 1986 as amended) — The IRCA establishes sanctions against employers 
who knowingly recruit or hire illegal aliens and allows preference for U.S. 
citizens or nationals over equally qualified aliens. The law prohibits 
discrimination against foreign nationals by employers who are not covered by 
Title VII of the Civil Rights Act. 
 
Civil Rights Act of 1991 — Amends and provides statutory guidelines for 
implementation of Title VII of the Civil Rights Act of 1964. 
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Tennessee Human Rights Act — Forbids job discrimination on the basis of 
race, creed, color, religion, gender, age or national origin. 
 
Tennessee Maternity Leave Act — Allows a female employee to take four 
months leave, paid or unpaid, for pregnancy, childbirth and nursing the infant.  
 
Tennessee Handicapped Discrimination Act — Prohibits discrimination 
against disabled persons. 
 
Tennessee Equal Pay Act — Prohibits discrimination in the rate of pay 
because of gender. 

 
Utilization Analysis 
A periodic utilization analysis will be done to help monitor representation by race 
and sex in each department. Such analysis will compare departmental 
representation within EEO categories to similar numbers in the local labor market 
workforce. Statistics used are taken from the most current U.S. Census data 
adjusted by State reports on unemployment. 
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Ethics, Conflicts of Interest and Gifts 
 
 
 
Executive Order 
The following is an Executive Order: 
 
“The maintenance of high standards of honesty, integrity, impartiality, and 
conduct by employees and agents of Metropolitan Government is essential to 
ensure the proper performance of government business and the maintenance of 
confidence by citizens in their government. The avoidance of misconduct and 
conflicts of interest on the part of employees of Metropolitan Government is 
indispensable to the maintenance of these standards.” 
 
Employee Responsibilities 
Each employee of Metropolitan Government shall avoid any action, whether or 
not specifically prohibited by this order or departmental codes of ethics, which 
might result in, or create the appearance of: 

• using public office for private gain 
• giving preferential treatment to any person 
• impeding government efficiency or economy 
• losing complete independence or impartiality 
• making a Metropolitan Government decision outside of official channels 
• affecting adversely the confidence of the public in the integrity of the 

government 
 
Persons Covered 
This Executive Order applies to all employees of the Metropolitan Government 
except: employees of the Nashville Electric Service, Metropolitan Nashville 
Airport Authority, Metropolitan Development and Housing Agency, Metropolitan 
Transit Authority, Metropolitan Sports Authority, and the Metropolitan Hospital 
Authority, non-professional employees of the Board of Health, and elected 
officials.  
 
Mayor’s Office Covered 
This order applies to the Mayor and employees of the Mayor’s office. 
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Gifts, Entertainment, and Favors 
No employee shall solicit or accept, directly or indirectly, on behalf of himself, 
herself, or any member of the employee’s household, any gift, gratuity, service, 
favor, entertainment, lodging, transportation, loan, loan guarantee or any other 
thing of monetary value from any person who: 

• has, or is seeking to obtain, contractual or other business or financial relations 
with the department or agency of Metropolitan Government by which the 
individual is employed, or 

• conducts operations or activities that are regulated by the department or 
agency of Metropolitan Government by which the employee is employed, or 

• has interests that may be substantially affected by the performance or 
nonperformance of the employee’s official duties. 
 
Exceptions 
The prohibitions on soliciting or accepting gifts, entertainment or favors do 
not apply to: 
 
• Family members or friends of long standing when the circumstances make 

it clear that it is the relationship, rather than the business of the persons 
concerned, which is the motivating factor, and where the value of the gift, 
entertainment or favor is appropriate to the circumstances and consistent 
with the parties’ historical relationship. If such gift, entertainment or favor 
exceeds $100 in value, the employee shall disclose the nature and value of 
the gift, entertainment or favor in a letter to the Internal Auditor. 

• Loans from established financial institutions made in the ordinary course 
of business on usual and customary terms, so long as there are no 
guarantees or collateral given by any person described in this section. 

• Unsolicited advertising material of nominal value. 
• Food and refreshments of nominal value when they are part of the 

employee’s participation in a charitable, civic, political or community 
event, which bears a relationship to the employee’s office and the 
employee, is attending in an official capacity. 
 

A business lunch or dinner is not an “event” for the purpose of this exception. 
On those occasions, the employee must buy his or her own meal or 
refreshment. If the meal is held at a private club where the employee may not 
pay the establishment directly, the employee must reimburse the member of 
the establishment for the equivalent cost of the meal or refreshment. 
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Financial Interests 
No employee of Metropolitan Government shall enter into or derive any benefit, 
directly or indirectly, from any contractual arrangement with Metropolitan 
Government or any of its agencies. In recognition of the fact that many husbands 
and wives have separate careers, the normal employment compensation of a 
spouse whose regular, ongoing employer or business has a contractual 
arrangement with Metropolitan Government shall not be considered a “benefit” to 
the Metro employee, provided the contract with Metropolitan Government was 
procured without any participation, assistance or influence by the Metro 
employee. 
 
No employee of the Metro government shall have a direct or indirect financial 
interest that conflicts substantially, or appears to conflict substantially, with his or 
her government duties or responsibilities. “Indirect financial interest” in this case 
includes a substantial interest on the part of a parent, spouse, or child of the 
employee. 
 
Use of Information 
No employee of Metropolitan Government shall, directly or indirectly: 

• Use, disclose or allow the use of official information which was obtained 
through or in connection with his or her government employment, and which 
has not been made available to the general public, for the purpose of 
furthering the private interest or personal profit of any person, including the 
employee, or 

• Engage in a financial transaction as a result of, or primarily relying upon, 
information obtained through his or her government employment 

 
Use of Government Property 
No employee shall use the facilities, equipment, personnel, or supplies of 
Metropolitan Government or its agencies for other than officially approved 
activities, except to the extent that they are lawfully available to the general 
public. 
 
Questions on Interpretation of This Order 
When an employee is in doubt as to the proper interpretation of this order, he or 
she is expected to seek the advice of the applicable Department Head or the 
Internal Auditor if time permits, or to use good judgment and report the gift, 
entertainment or favor in writing to the Internal Auditor within seven days. 
 

Human Resources Guide • HR Policies • January 2010 • Page 18 



Departmental Ethics Standards 
Any department or agency of Metropolitan Government may establish such 
additional ethics guidelines and standards as may be lawfully applied and may in 
the opinion of the head of the department or agency be appropriate for the proper 
operation of the department. Such additional standards should be filed with the 
Internal Auditor and any other person required by law as soon as practicable after 
adoption. 
 
This Executive Order does not supersede or revoke those portions of any existing 
departmental or agency policies regarding ethical standards which are stricter 
than, or cover areas additional to, the standards set out herein. 
 
Ethics Guidelines Published by Human Resources Director 
The Human Resources Director is requested, with the permission of the Civil 
Service Commission, and Hospital and Health Boards and their Civil Service 
Commissions, to inform each covered employee of the requirements of this order, 
to distribute the order to covered employees and have them sign a statement that 
they have received and read it, and to modify personnel manuals to incorporate 
these standards as soon as practicable. 
 
Supervisor’s Responsibilities 
Each employee of Metropolitan Government who acts in a supervisory capacity is 
responsible for ensuring compliance with the Executive Order by those persons in 
his or her line of authority. 
 
Required Contractual Provisions  
Department heads and others who approve contracts for their departments shall 
include in every employment contract the provision that employees provided to 
Metropolitan Government under such contracts are covered by this Executive 
Order. 
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Internet and E-Mail Policy 
 
 
Metro has had a long-standing need for an Internet and electronic mail (e-mail) 
policy in order to help provide direction to employees who use the Internet and   
e-mail while at work. Additionally, Tennessee State Law requires Metropolitan 
Government to have a written policy regarding electronic communication. E-mail 
is considered a public record under the Public Records Law and may be subject to 
public viewing. This policy affects all employees in Metro who have Internet and 
e-mail access. (The Internet and E-mail Executive Order is posted on Metro’s 
website).   
 
Any written communication must be carefully considered so that it is not 
misunderstood. E-mail is not necessarily a private form of communication and it 
is unknown who may see your messages, and to whom they may be forwarded.  
E-mail is not like a telephone call. Your e-mails are easier to monitor and 
generally provide more detailed information. E-mail is not like a letter in an 
envelope. The contents of your message are out in the open; they are not 
confidential. E-mail is more like a postcard: someone can see exactly what you’ve 
said or it can be delivered to the wrong address. Your e-mail message can be 
forwarded or printed, or even stored in your directories, or the directories of the 
person who receives them. Also, your e-mail messages are stored on system back-
up tapes, which are saved for long periods of time. E-mails can and have been 
subpoenaed by courts or can be demanded under open records laws. This means 
that e-mails that you send can be used against you or published. 
 
The policy addresses issues of privacy and responsible use of the Internet and      
e-mail system. It defines both acceptable and unacceptable use and gives 
examples. It explains that while e-mail and the Internet are useful tools that can 
help you in the workplace, there are guidelines that must be followed. This policy 
outlines personal responsibilities regarding prohibited use of Internet and e-mail 
such as: 
 
• sexually oriented material 
• threatening, offensive or harassing messages 
• racially or ethnically offensive material 
• junk mail, spam, or chain letters 
 
It will also educate employees that Internet and e-mail communications are 
subject to the same laws, rules and regulations as any other type of office 
communications. As with any Metro-provided resource, the use of the Internet 
and e-mail should be limited to legitimate Metro business. Internet and e-mail 
usage is governed by rules of conduct similar to those that apply to the use of 
other resources, such as the telephone. 
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Substance Abuse Policy 
 
 
It is the policy of Metropolitan Government to maintain a workplace that is free 
from the effects of drug and alcohol abuse. To ensure that employees comply with 
this policy, Metropolitan Government will pursue all reasonable and lawful means 
to enforce this policy. All employees are included under this policy. Police 
Department employees are subject to the department’s General Duty Order. 
Specifically, it is the policy of the Civil Service Commission that: 
 
• It is prohibited for any employee to sell, distribute, use, or possess illegal 

controlled substances on or off duty. 
• It is prohibited for any employee to use alcohol or legal drugs in a manner that 

might interfere with the employee’s performance of duties. 
• This policy authorizes testing of an employee who has been involved in a 

critical incident as defined by this policy, and testing of an employee when 
there exists a reasonable suspicion that the employee has engaged or is 
engaging in prohibited conduct under this policy. 

• Any employee found in violation of these provisions may be subject to 
disciplinary action in accordance with the Civil Service Rules. 

• In accordance with the Drug-Free Workplace Act of 1988, employees must 
notify the Appointing Authority of any criminal drug statute conviction 
occurring in the workplace within five workdays after the conviction. 

 
Persons To Be Tested 
All employees covered under this policy are subject to Reasonable Suspicion 
and/or Critical Incident Testing for controlled substances and alcohol. 
 

CDL Positions 
Employees in safety-sensitive positions that require a CDL are also subject to 
random testing for controlled substances and alcohol. This testing is in 
accordance with the Omnibus Transportation Employee Act of 1991 and 
meets the requirements established by the U.S. Department of Transportation. 
 
Public Health and Safety Positions 
Employees in Public Health and Safety (PHS) sensitive positions that are 
responsible for the health, safety, and welfare of the general public and their 
fellow employees are also subject to random testing for controlled substances 
and alcohol. They have an obligation to work free of impaired judgment or 
physical ability so as to avoid injury to themselves, other employees or the 
public, and to maintain credibility and the trust of the public. Public Health 
and Safety sensitive category employees are broadly defined as: 
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• non-CDL Drivers 
• water treatment personnel 
• hazardous duty workers 
• security and related law enforcement 
• fire, EMS and related support personnel 
• caregivers 

 
Tests Required 
Test for alcohol and controlled substances are required for the circumstances 
listed below. 
 

Pre-Appointment 
Employees required to hold a CDL and employees in a PHS position will be 
tested after a provisional offer of employment has been made but prior to 
performing job duties. Tests must also be completed before an employee is 
promoted, transferred or assigned to a CDL or PHS position, and upon return 
to work when an employee has been on leave or otherwise not performing the 
required duties of these positions for a period of six months or longer. 
 
Critical Incident 
Alcohol and controlled substances tests will be conducted after an accident 
involving an employee, which results in: (1) a fatality; (2) bodily injury which 
requires immediate medical treatment away from the scene of the accident, or 
(3) where one or more vehicles incur disabling damage requiring the vehicle 
to be towed away from the scene and the employee receives a citation under 
state or local law for a violation arising from the accident. 
 
Tests should be done as soon as practical after the accident although there 
should be no delay in any medical treatment required. Controlled substances 
and alcohol tests should be completed within two hours of the accident. If 
circumstances prevent adhering to this time limitation, the employee must 
immediately contact the Appointing Authority or his/her designee to request a 
time extension. 
 
Any employee commissioned to carry a firearm shall be required to submit to 
drug testing after any discharge of the firearm involving death or personal 
injury, and shall be required to report to the collection site as soon as possible 
following the incident or as directed by the Appointing Authority or his/her 
designee. 

 
An employee may be ordered to test at any time force is used that is 
reasonably calculated to produce death or serious bodily injury. 
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Reasonable Suspicion Testing 
An employee is subject to reasonable suspicion testing when after review of the 
specific facts and circumstances in a particular employee’s case, a trained 
supervisor concludes that there exists a reasonable suspicion that an employee has 
engaged or is engaging in conduct prohibited under this policy. Trained 
supervisors must document these conclusions on the approved reasonable 
suspicion form. The Appointing Authority or his/her designee will review this 
documentation and any other pertinent information. If the designated authority 
agrees with the documented findings of the trained supervisor, the employee shall 
submit to a controlled substances and/or alcohol test. 
 
No employee shall be allowed to drive or perform any health or safety function 
when suspected of being impaired until a test reports that the employee is 
qualified to work. 
 
Random Testing 
Employees in CDL and PHS positions are subject to drug and alcohol tests which 
are ordered on a random, unannounced basis. Random selection is done with a 
statistically valid method. An employee’s name remains in the pool after being 
tested each time selections are made in order to ensure that every employee shall 
have an equal chance of being tested each time. When randomly selected, the 
employee will be notified by his/her supervisor to report immediately for a 
controlled substances and/or alcohol test. 
 
Return to Duty and Follow-Up Testing 
• Return to Duty — An employee who has tested positive under this policy, 

and who is allowed to return to work, is subject to further testing under the 
terms of the employee’s Return-to-Work Agreement. Specifically, the 
employee shall present negative test result(s) before returning to work, and 
shall be subject to follow-up testing. 

• Follow Up — Following a determination that an employee is in need of 
assistance in resolving problems associated with the use of alcohol or 
controlled substances, the employee is subject to unannounced testing under 
the terms set by the employee’s Return-to-Work Agreement. 

 
There must be at least six unannounced tests within the first 12 months after an 
employee returns to work. The length of time an employee is subject to follow-up 
testing, and the number of tests required beyond the minimum six tests required is 
determined by the Substance Abuse Professional or Employee Assistance 
Counselor and shall not exceed 60 months. 
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Medication 
Employees are required to immediately report to their supervisor the use of 
prescription or over-the-counter medications that could impair the employee’s 
ability to perform his/her duties safely. 
 
How Tests Will Be Done 
 

Alcohol 
Alcohol is defined as any food, beverage, mixture or preparation, including 
any medication, containing ethyl alcohol. Testing for the use of alcohol will 
be done using approved screening or evidential breath testing (EBT) devices 
approved by the federal government. Testing requirements for alcohol is in 
compliance with U.S. Department of Transportation regulations. A screening 
test will be conducted first and a result 0.040 g/dL or greater is considered 
positive. Although not considered a positive test, a CDL holder or an 
employee in a PHS position shall be removed from driving and/or performing 
a PHS function with an alcohol concentration of 0.020 to 0.039 g/dL, and is 
subject to retesting and possible referral to a Substance Abuse Professional 
(SAP) for assessment. Metro Government reserves the right to order a blood 
test by gas chromatography as additional confirmation in extraordinary 
circumstances. 
 
Controlled Substances 
Testing for the illegal use of controlled substances will be done by urinalysis. 
Pre-appointment and random testing for controlled substances will be 
performed in compliance with U.S. Department of Transportation regulations 
to the maximum extent that they can apply. A reasonable suspicion test will 
check for the presence of controlled substances and/or drugs and their 
metabolites deemed illegal as pursuant to State statutes. Testing may be 
requested for other substances if there is reason to believe they are used. 
 
Samples will be given at a collection site designated or approved by Metro 
Government or may be done on-site according to established procedures. If an 
initial screening test is positive for a controlled substance or metabolite, a 
second confirmatory test is performed using gas chromatography/mass 
spectrometry (GS/MS) analysis. If the resulting confirmatory test reveals the 
presence of a controlled substance and/or illegal drug metabolite at or above 
the defined thresholds, it will be considered a positive test. A donor who 
provides a specimen that tests positive is administratively defined as being 
under the influence of drugs for the purposes of this policy. 
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Testing Procedures 
An employee or applicant will be given a written order to report to a 
collection site for testing. The employee will then report to the collection site 
immediately with proof of identification. 
 
A breath alcohol test (BAT) will be conducted at the site and/or when ordered, 
the employee will give a urine sample for controlled substances. The urine 
sample will be split in case of the possibility of retest. All test and laboratory 
procedures, including the chain of custody procedures, are available for 
review in the Department of Human Resources. 

 
Notification of Results and Role of the MRO 
All controlled substances tests are reviewed and interpreted by a physician 
designated as the Medical Review Officer (MRO) before they are reported to the 
employer. If the laboratory reports a confirmed positive result to the MRO, the 
MRO contacts the employee or applicant to determine if there is an alternative 
medical explanation for the substances found in the urine specimen. If the 
employee provides appropriate justification and the MRO determines that it is  
legitimate medical use of the prohibited substances, the result is reported a 
negative to the employer, although the employee may not be medically qualified 
to perform normal functions. In this instance, the MRO will advise the employe 
that pursuant to this policy, employees are required to report to their superviso 
when taking medication that could impair ability to perform. 
 
Consequences of a Positive Test 
 

Refusal to Test 
Willful refusal to submit to a test, or any attempts to tamper with a test, is in 
violation of this policy and will be treated as a positive test. Refusal to submit 
may include failure to provide an adequate breath or urine sample for testing, 
unless medical reasons are confirmed. 
 
Removal from Normal Duties 
An employee who tests positive for controlled substances or alcohol is in 
violation of this policy and shall be removed from performing normal duties 
pending further action. An employee who is ordered to test based on 
reasonable suspicion shall be removed from any duties in which the employee 
might pose a possible safety risk until such time that negative test results are 
confirmed. 
 
Removal from Register or List 
Employees and applicants who have a confirmed positive pre-appointment 
test result for controlled substances or alcohol or refuse to test will be denied 
appointment and removed from the register or list. 
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Rehabilitation and/or Disciplinary Action 
Employees who test positive on any test for controlled substances or alcohol, 
including pre-appointment tests, shall be subject to further action, which may 
include rehabilitation and/or disciplinary action up to and including 
termination. Disciplinary action is at the discretion of the Appointing 
Authority. The Appointing Authority may take into account factors such as 
the circumstances that led to testing, the employee’s work history, job 
performance, and past corrective or disciplinary action. 
 
Those employees who have not gained Civil Service status who have shown a 
positive test result for drugs shall be entitled to an informal hearing before the 
Appointing Authority or his designee but shall not be entitled to any appeal 
rights to the Civil Service Commission. 
 
Disciplinary action based on a violation of the Metropolitan Government’s 
substance abuse policy is not automatically suspended by an employee’s 
participation in an Employee Assistance Program and disciplinary action may 
be imposed upon the employee if the Appointing Authority finds such action 
warranted. 

 
Re-Test Provision 
Breath alcohol tests are conducted and confirmed while the employee or applicant 
is present, eliminating the need for a re-test. For controlled substances, an 
employee or applicant who has confirmed positive test results may request that 
the split sample be tested at a separate laboratory with federal certification. Such 
request must be made within 72 hours of learning of the confirmed positive test. 
Any action required by this policy as the result of a positive test is not stayed 
pending the result of a test on the split sample. 
 
All costs associated with the re-testing of the split sample must be prepaid by the 
employee, including shipping and handling, transportation, testing and MRO 
assessment. If the retest is negative, the costs will be reimbursed to the employee. 
 
Return to Work and Follow Up 
Employees with a confirmed positive test for controlled substances or alcohol 
may be referred to the Employee Assistance Program for evaluation. If allowed to 
return to work, the employee must complete the following requirements: 

• Sign a return-to-work agreement. 
• Be recommended by the Employee Assistance Program or other appropriate 

counselor to return to work. 
• Submit to a return-to-work test with confirmed negative results prior to return 

to work. 
• Comply with the terms of the Return-to-Work Agreement. 
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Failure to comply with the Return-to-Work Agreement will subject an employee 
to disciplinary action. 
 
Operating a Metro Vehicle 
An employee shall not be allowed to operate a Metro vehicle following a positive 
test for a minimum period of 90 calendar days after presenting a negative return-
to-work test as required by a return-to-work Agreement. 
 
Any employee whose driver’s license is suspended due to a DUI conviction, even 
if the employee is granted a restricted license, shall not be allowed to operate a 
Metro vehicle for a minimum period of 90 calendar days, after presenting a 
negative return-to-work test. A return-to-work agreement is also required in such 
cases. If the employee is required to hold a CDL, or if driving is an essential 
function of the position, or if the employee is in a PHS position, nothing in this 
policy shall prevent appropriate disciplinary action from taking place. 
 
Confidentiality 
Controlled substances and alcohol testing results and records shall be maintained 
under strict confidentiality, to the extent allowed by law, by Metropolitan 
Government, the company contracted to administer the testing program, the 
testing laboratory, and the Medical Review Officer. Statistical records are 
maintained for required reports. 
 
Employees involved in testing and the administration of this policy shall observe 
strict confidentiality of an employee’s test results and treatment. Any employee 
who violates this requirement for confidentiality will be subject to disciplinary 
action. 
 
Substance Abuse Training 
 

Information Program 
A program will be presented for all employees covered by this policy to help 
them understand the policy and Metro’s program on substance abuse. 
Employees shall attend this training every four years. This will include 
training on the provisions of the policy, information about controlled 
substances and alcohol use, and available treatment resources. The policy will 
be made known to all new employees and the information will be incorporated 
in new employee orientation. 
 
Supervisors 
Supervisors shall attend a program of training every three years. This program 
will be designed to teach supervisors how to identify and document substance 
abuse among employees, and to familiarize them with the controlled 
substances testing program, provisions of this policy, and related laws. 
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Program Administrator 
The administrator for this program serves as the liaison with the contracted 
company who manages testing and reporting, and with the departments and 
agencies that are covered under this policy. There is also an administrator 
designated for each department. 
 

Conflict with Other Laws or Court Action 
If any provision of this policy, or the application thereof, to any person or 
circumstance is held to be invalid, the invalidation shall not affect any other 
provisions or the application of this program and to this and the provisions of the 
program are declared to be severable.   
 
Revisions 
This policy may be revised to reflect changes in state and federal laws without 
further approval and re-issuance of the full policy. No substantive changes under 
local authority shall be made without further approval.   
 




