EDGEFIELD COUNTY WATER & SEWER AUTHORITY
BOARD MEETING MINUTES

The March Regular Board of Directors Meeting of Edgefield County Water and Sewer Authority
was held on March 27, 2023, starting at 5:30 p.m. at 100 Waterworks Rd., Edgefield SC
(ECWSA Administrative Building). No individual or organization requested a copy of the
Agenda. Notice of this Board of Directors Meeting was posted in the Administration Office 4
weeks prior to meeting and the Agenda was posted March 23, 2023.

CALL TO ORDER: Kennamer, 5:30 p.m.

INVOCATION: Creswell

MEMBERS PRESENT: Kennamer, Johnson, Smith, Creswell, Kitchens, Clark, Washington
MEMBERS ABSENT: None

STAFF PRESENT: Administrator Hare, Business Manager Carroway

GUEST PRESENT: None

AGENDA: A motion was made by Johnson to approve the March 27, 2023 Agenda. Second by
Smith. Vote unanimous to approve the agenda.

MINUTES: A motion was made by Johnson to approve the February 27, 2023 Minutes. Second
by Creswell. Vote unanimous.

PUBLIC COMMENT: None

FINANCIAL STATEMENT: After the reading of the bank balances, Administrator Hare
discussed the Financial Statement ending February 28, 2023. Budget should be at 66.67%,
Revenues are 73.55%, and Expenses are at 63.34%. Water & Sewer sales are still ahead of last
year.

REPORTS:
John Hare, Administrator covered the following items during the report section:

e Administrator Hare discussed SCIIP awards potentially being announced in April.

e Direct deposit is available to any Board members that would prefer to receive their
per diem payment in that manner.

BUSINESS

A. Employee Handbook Revisions
Administrator Hare presented the Board with a series of minor revisions to the Employee
Handbook. These changes are shown below:
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RESTRICTIONS ON USE OF AUTHORITY VEHICLES AND EQUIPMENT

Authority vehicies shall be operated In a safe and courteous manrer at all times.

1. Authority employees are authorized to drive a vehicte home at night, only when one of the following conditions
prevails:

e Avehicle Is assigned to an employee as a condition of employment
« The employee’s position frequently requires him/her to eperate Authority vehicles after normal work hours
and the Job description Includes the responsibility of being on call 24 hours per day/ 7 days per week. For
the purpose cf this poficy these employces are generofly: General Manoger, Superintendents and Persons
On Call
¢ [n the normal performance of his/her dally dutles, the employee does not drive to a central office or shop,
| but reports Inyla cell phone and goes immediately to a fleld assignment In an Authority vehicle Deletnd: over the
e The Department Head may grant, on a daily basis, permission to take a vehicle home at night when
necessary to conduct Authority business

Authority vehicles should be used ONLY for official Authority business. In those situations where an employee Is
authorized to drive an Authority vehicle home at the end of the day they are prohibited from using Authority
vehictes for personal errands and personal business. No vehicles may be driven outside of the ECW&SA service
area without prior approval of the employee’s supervisor.

2. Only those employees with a valid drivers’ license or CDL (when required) will be permitted to operate Authority
p vehicles. In the event an employee’s license Is revoked or suspended, he/she shall immediately inform his/her
supervisor.

3. Persons not employed by the Authority shall NOT operate an Authority owned vehicle untess authorized by the
Authority to pick up and deliver the vehlcie for repalrs.

4. No driver of Authority vehicles or equipment will permit the carrying of passengers in or on any vehicles with
these exceptions:
e Other Authority employees on Authority business
e Others engaged In advising or assisting in matters related to Authority business
o Family members ONLY when being transported while the employee Is directly on route to or from work

| S. Authority owned vehicles, when not In use, shall have all windows closed, doors and toolbox locked, At no time _—{__ Detetod: , cxrteiep
shall keys be left in 8 vehicle when [t Is unattended In Authority designated parking locatlons.

6. Authority equipment shall be used for official Authority business only. This rule prohibits the use of Authority
equlpment for personal use.

OPERATOR RESPONSIBILITIES
It is the responsibility of the driver of an authority vehicles or equipment to operate that vehlcle In a courteous and safe

manner, in compliance with all traffic and parking laws, at all times. Operators will be responsible for any violations. If
seat beits are Installed, they shall be work at all times while the vehicle Is In operation.
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Supasvisorfdepartmant
| company propenty is prohidited. Smaking

ammumwmumnmmwmmummmpmmwmmum
homa to correct the problem. Repeated disregard for this dress and grooming result tn disciplinary action
to and Incluing termination of employment. poey my @

Viere IS wo way that an al-inclusive fist ean be made. We expect our employees to use good judgment et 2l times
regardlng thelr eppearance. if you have questions reganding eppropriate attire, pleasa contact your supervisor.

Dus to heatth and ssfety concems, smoking Is permitted only In dosignated zreas. Please consult with your

mnmummmwm Smoking anywhere efse on
breeks only. wmammmmmmmmmmumm
- mayresitin disipiinary setion, up to erd tnttuding termination.

PERSONAL CELL PHONE USE POLCY

Edgefield County Water ond Sewer Authosity employeos may not use thelr personal cell phones while driving an
Authiority vehide/operating equipment. The use of personal cel) phones may be aliowed durtng breaks, lunch hours or
In emergency situations only. The Edgefleld County Watsr and Sawer Authority aiso doas not permit texting while
mmmw:“mwmmammm Texting while driving or operating equipment poses a significant safety

For some positions, the Authority may provide call phonas to certzin employees to conduct Authority bustness. These
mmmuwmmwmmmmmmwwam

Employees Inviolation of this palicy are subject to discipfinary sction, up to and including the possibility of termination.
TELEPHONE CALLS

The Authotity has installed suffictent teleghone sesvice to conduct the business of the Authortty. All svaliable service
must be held open for Authorlty business. Personal cutgolng calls shoutd be kept to @ minimum and incoming cafls kept
brtsl. The Authostty discourages the use of its teleghone equipment to transsct persond! businoss gad excessive
parsonalusa may be grounds for additional distipiinary ection, up to and inctuding the possibility of termination.

mmmww»mmmmmmw“mmumw
g ent in @ neat

Safety and heatth pratection ks a quatity of work [ife Isswe which has o high priarity [n all of qur business activities, Cur
go3l Is to minimize human injury or liiness and property loss or business Interruption eaused by aectdents, fire, or other
harmards. We belleve this will be achleved to the degres that e} Authority employees accept and fulfill the safety and
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Following are specific ameas of responsibility. The employes is responsible for scelng that the following tems
m:mm& msmmanmmmmmmnmm«mme:

Proper tire Inflation

Checking of all ghts and tum signals

Checking of windshiold washer fiuid and wiper blade condition

Cheeking of transmission fluid and powser steertng Guld lavels

Oitand water checked- each time vehide is refualed

Chacking of rediatar for water and anti-4recze, In aceordance with proper vehicudar operation and tn hamony
with pravaiing weather coaditisns

Checking for ose tesks and hoso wesr

Cheding of battery post and/or termina) corroston

Cleantiness of interior and exterior

(mmadiately reporting eny and ell damages to and malfunction of the vehicle to hisfher mmediate supervisor.
After reposting, the employee shall take proper steps to see the damage or maifunction Is comected

Bvtdence of dellberate abuse o ek of reasonable care of an Authomty vehitie may be grounds for disciptinary actian,
uptoand including the possibiiity of termination.

Any employee involved tn an 2utomobila eccident whila operating an Authority vehide shall follow each of the following
steps unless prevented by sestous injury.

P 1. Render necessary ald to snyone Injured without putting yourself in danger

2. immedistely report the sceident to the sppropriate [sw enforcement agency
Make no statement which could be considered as an admission of fault, or which might abligate the Authority or
its nsurance carnier
Obtaln the name, address, insurance company and policy number of the ather party. Additionafly, obtzin the
Geense plate number, year and make of hisfher vehicla 35 socn as it Is practics! to €0 50.
Noitfy the Business Manager, Sugefintendent or Administrator as soan as passible. ©cietods Geoers!
Stay with tha vehicle untii it s removed for repalr or released by o Law Enforcement Offices.
ECWESA reservas the eight to require a drug/sioohol screening test immediately after a job-refsted accident or
inddent to efther confirm or rafute drug or alcohol use a3 a probabie cause. Failure to comply with this requast
may be grounds for dlscipiinery action, up to and (actuding the possibifty of termination.

Ne® b @

| ¢ Reviewalaccidonts ortosses which exceed §5,000.00
o Estabiish responsibifity for each lass
e Estatlish corrective action and discipline and/or retmbursement to the Authority for each accident or loss

The Accident Review Board will consist of the following personnek

o ThaAuthority’s Board of Directors Member Appointee, who shail also serve as chalrperson of the accident board
o TheAdministrater

«  The Meslnase $acaccs wibhe shall nanca oo sscaades
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At EdgeReld mmwmmmmmwmammwmamm
Authurity poictes, a3 wall s 2ny other canduct considered by Edgefield County Water and Sewer Authority to be
Wumﬂ.mmmmmmmmmmmmmm
peior notice or discipina. Discharge canbe ot eny time and for any reason not grohibited by bw.

HIRING AND RECRUITING

Wa are sn equa] cpportunity employer and will act discriminats tn the hlring process on the basis of sex, religion, ree,
ccioz, 839, Clsabillty, maritel or veteran states, genatic information or national ostgin, Records of the hiting process will
be kept In zocordance with appiicable low, 2nd all Job openings not filled from within the Authostty will be plsced as
equal amployment oppostunity (ECE) ads.

The Authority will ahways try to hire the best qualified applicant. Whanaver possible, new positions for which the
Authority will advertise will be posted intemally. Fles of apalicants will be matntained In Human Resourcas, We may
ventew thesa files when sealdng now employees,

The Authority may conduct its employee selection policles and procedures 50 as to achieve the best possible match
batwaen applicants for jobs and open posttions. (nno woy may any Authority employse or manager exert persona) of
ofessions) prejudice against any 2pplcent because of sex, cotor, race, refigion, age, disabilty, marital or veteran status,
craationslorigin,

Applcents who falsify thelr [ob applications or who furnish misteading informiation are subject to tmmediate tenmination
stthe time that eny such Agpieant et t0 70 priming

LN AR

o appiicants will be considered for hire at the Authority if they are of direct relation (spouse, brother, sister, father,
mother, grandparent, sunt, unde, or Inlow) to 8 current employee or f they cohabitate with a current employee of the
Authority.

R Is the intent of Edgefield County Water and Sewer Authority to clearly dofine the sspects of employment
ciassifications so that employees understand their employment status and benefit ellgibMty.

Regardiess of an employee’s dassification, af) employees of Edgefiald County Water and Sewer Authosity ara at-will
employees. Seethe cover of the Employee Manual,

EMPLOVEE CATEGORIES
The Authority hos estahlished four {4) categortes of employees:

| Gasifiention Besolption

While the empioyee will recoive ofl legally mandated benefits fsuch as Saciz] Securtty and Workers’
Compensation insurance ! progrems,
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mmmmuuammmmwumuuemmmmmmmw
responsibilities with the Authortty. All employaes will be judged by the same performance stardards and subject to
Authartty scheduding demands, regardless of sny existing cutsido wosk requirements.

HMMMWMMWMmWmeWMMMN
mmumuwdwmummmmmwmmmmw
asked to terminata the outsida employment umuumwmmwmmm.

This procedure mesns that supervisors, depertment heads and other Authority emptoyees may not write latters of
recommendation or respond to requests for employment references.

ORIENTATION

The Authority provides an oriantation program to help new employees becoma acquainted with thelr positions and
Mmu&kumam it Is the duty of the Human Resources department to

(\mmwmmmwsmmm«mmmmm

It Is the responsibliity of new employces’ Immediata supervisor to instruct naw employees in thelr job responsibiilties
wmwmmﬁm Al poficies snd practices that have a direct bearing on empioyees snd how thelr
positions contribute to the Authority’s successful operation will be explsined by the supervisor.

Al Authusity employees are pald every two (2) weeks (26 pay pericds per calendar year).

Regular schedule runs from Monday moming al the employee's scheduled starting time through Sunday evening atthe
scheduled end of shift for fourteen (24) days.
&llotherstaff

All employees will receive pay via direct deposit on the Thursday following the end of the pay period. Check stubs may
be picked up 3% the Administrative Offices of the Autharity at 100 Waterworks Rd. Edgefleld, SC 25824.
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WORK SCHEDULES
CRACE/ADMINISTRATIVE STAFF

mmwmwﬂﬁmmm will be at the dicere e Administrator .
R MWWW%MMMMM

WASTEWATER TREATMENT, WATER DISTRIBUTION AND COUECTION

Tha ncrmal working hours for the water treatment employees will generally b2 from 8:00am unttl 4:30pm, five (5) days
perweek. Those employeos will recelve a thirty (30) minute lunch break each day. However, wark hours may ba
MWNWBHWNaWMdMW. Hours may be scheduted fram 36-48 hours per

However, some depariments may, from tima to time, operats outside the Authomy’s nonmal hours of business and
schedulos of employees of those departments may @ffer from the Authosity’s normat hours. Eath department i
responsible for schedullng its employees so as to maet the needs of the Authority. Employees may be required to work
overtima,

Employees will generally be provided two (2) patd ten (10) minite rest perlods tn eny elght (8) hour period, ot the
diseretion of the supervisor.

Employees who ere considered non-exempt {ere pald hourly) end are entitied to ovestime pay at the rate of ena-gnd-
ona-half times thelr regulzr pay for hours worked in excess of 40 hours per work week. They will not be paid overtime
for hours tn excess of 8 per day, or for work on Saturdays, Suadays, holldays, or reguler day of ress, if the 40-hours.of
work ceguirement has not been met.

The Authority will make every reascnable effort to distribute overtime as equitably as possible emong employees
quaiified to do the work required within thalr cwn job classifications. Owartime Is considered @ conditton of
employment and eefused to acoept it when reasonabla rotice has been given Is cause for disetpline, up to and including
termination.

o employes shall work cvertime without direct authaszation from hisfher tmmediate supervisor.

Any non-exempt employee who Is called into work during emergencies will be pald at one and ¥% times the aormal rate
of pay for aetua) hours worked during an emergency.

EMERGENCY STAND BY PAY
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The Authority encoureges ell employees to participate in tralning course o further thelr education and knowledge.

Expenses for registration fees, tima, trovel, seminars, short schools or other tralning courses may be paid by the
Authority when approved steator. No employee should @ penses without

— aad

Qoo

Expenses will generstly only be spproved whey they have clesr efignment betwaen the employee’s educational
wmmmmwsmmmmmmm

Employees who schedule non-required training courses during their off work time shall not be compensated for time.
When the Authiorily schedutes training and requires attendance the employee will be campensated for time,

Imw _—{(cnts evocs

The Authority will pay for employee certification andfor toensa foe cost, to Incfude renewal of such certification for
empioyee whils employed with the Authority, when approved by the General Manager or Administrator. The Authosfty
will genorally pay the Reense fee related to a Commencial Drivers Licanse (CDL) for employees who successflly complete
thelr CDL trelning and certification. Reguiar driver's [itense costs/expenses will remmin the resgonsiiity of the
employee,

Employees may exsmine thelr parsonnel records under the supesvision of the Business Manager, General Manager of
Administrator, Recards exempt from this tnspection tnclude potentis) job assignments, pred!ctions of future salery, and
perscane] planning tnformation. Thay may ba allowed to copy, but will not be allowed to remove documents or filas
from the Human Resources Department, and employea files remaln the property of the Autharity, Employeas are asked
toschedule an appolatment to view the records, with the Business Manager, 23 hours In advante.

The Authortty will retain all employee personnel records for five (5) years after separation from employment, or a3
required by lsw, whichever Is greater.

When emgloyecs are hired, they complote forms 2nd documents. Employees sign 3 statement on the employment
epplication testifylng that all of the information fumished Is true. The statement also wamns that falsification of
employment records s constdered 2 sartous offense and may lead to tenmination ot any point of employee’s career with
the Authority. [T ot some later date R is determined that an employment record has been faksified, the employea will be
subject to Immediate discipine, up to and induding termination.

Appropriate disdpline may also be dispensed for falstfication of any reports pertatning to absence from werk: dalms
made about tajurtes while on the joh or o0 Authortty premises, clsims made for benafits provided by the Authority or
governsment agencles as well es falsification of Authority communieations, production or payrell reconds,
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| Aay empioyea who Is required to be on callto respond to aRertiours emergendles shal recelve $10.00 per day that the e TR
employee Is on cail, This Is in sddition to any ovestime paymant for hours worked during an emergenty (See Overtime
mmwmmwwaﬂmw

The Authortty wil comply with ol state and federal taws regarding eamings garnishments which are court-ordered
deducticns from eamings. Al eppropriate orders Issued by elther state or fodora) sgencles will be foliowed by the

WITHHOLDING TAXES

wmmmmmsm:mmmwmmmmmnmmm

n'&.wum The amount deducted from your paycheck Is shown on the vousher in the bistk Isbelad “Federal income

Your feders] Income withholding tax Is sent to the US Treasury to be credited to your anaual tax Bil. In Sanuary you
mamwzmmwmmwmywwmwwm@rwm
tatal emount of the tax withheld. You wil nged tha orginel copy of tha statement to attach to your lncome tax report,
so take good care of .

bw
(\mmmmwmm. By taw, & certzin percentage of your pay must be deducted and sent to the [yt tenoltedy
federal government. The Authority matches your deduction with an equal contribution to the social secusity fund for
your retirement and family protection bencfits, The emount of your contribution from ezch paycheck Is shown on the
voucher In the block lbeled “Socis) Security Tax” or “ACA”, which stonds for Federal tnsurance Contribution Agt, the
legal suthortty for the soclal security tax.

The total contributtons you make to sotlal security (RCA) during the year will be shown on your form W-2 statement is
prepared by eur Accounting Repantment each Sanuary for your income tax report.

Ermergencies such as severe westher, firas, power fstlures, or earthquakes can disrupt Authority operetions. [n extreme
@ses these drawnstances may require the closing of a work facillty. Inthe event that such an emergenty cocurs durtng
non-werking hiours, loca rzdio andfor television stations will be asked to brosdeast aotification of the closing.

When operetions are officially closed due to emergency conditions the time off from scheduted work wil) not be paid
enless approved by the Authorfty’s Board of Directors. Employees who are required to report to work during emergancy
dosings will be rotifiad by thelr supervisors.
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The Authority has a commitment to the privacy of persons! Information kept In its personnel records. Medical files are
kept segarately from the personnel files.

When spproved, tha actual cast of travel, means, lodging and other expenses directly related to accompiishing business
tavel objectives will be reimbursed by the Autherity. Emplsyees are expected to it expenses to reasgnsbie smounts.

¢ Employees using thelr own vehiles for official business will bo retmbursed for mleaga at the cuent rate 8t

. mwwmmunnlmdmemwwmmmmmmm T odietes,
= Employeos will be relmbursed for actus) meal expenses incumed while traveling, not to exceed the smount
ellowed to State agencies
¢ When travel s completed, employees shoutd submit completed travel expenses reports to thelr Immodiate
superviser within fifteen (£8) days. Recelpts for efl individual expenses should eccompeny seports.
s Employees should contect thelr supervisor for guidance and assistance on procedures reisted to travel
anEngements, expense repoits, retmbursement for specific expenses, o7 any other business travel issue.
o Travel gdvantes may be emada to cover enticipated expenses with approwal from the Genera! Manager of
Administrator,

Albse of this businass travel expease potiy, Including but not Bmited to falstiylng expense reports to refiect costs NOT
tncured by the employee, can be grounds for disdiplinsry action, up to and Including the possibility of termination.

USE OF PRIVATELY OWNED VEHICLES

! The Authority assumes no ability to third parties or to the vehicles for damagas or miskap when the private vehida s in
cperation on Authority bustness. An employee who operates o private vehide on Authority business does so at his/her
own risk and the Authority assumes ao responsibiiity for the operation, matntenznce, Insurance or sisk tnveived in the
operation of such vehicle,

(t will be the continuing duty of all employees in the employment of the Authority to maintain a high standard of
cooperation, efficiency, and economy th thelr work for the Authority.

Whsn work habits, attitude, preduction, tnfraction or regulation or perseaal conduct of any employee falls balow 3
dasirable standard, supesvisors should tmmadiately point out the deficlencies. A written waming with suffident time for
Improvement generally will preceda formal discipline (when possible). HOWEVER, THE DiSCIFLINE IMPOSED (N ANY
PARTICULAR SITUATICN (S AT TIE SOLE DISCRETION OF THE AUTHORITY. NOTHING IN ANY OF THE AUTHORITY'S
POLICIES OR BY VIRTUE OF ANY PAST PRACTICE OF THE AUTHORITY REQUIRES THE AUTHORITY TO FOLLOW ANY
PARTICIAR COURSE OF DISCIPUNE,

Dlscipiinary action should be administered without persona! feeling of anger or setafiation. Employees should,
whenever possible, be subjected to discipiinary action privately. Addittonally, disdpline should be edministered with
regard to the seriousness of the offanse or conduct, tha service record of the tndividual and the future usefulness of the
employes, Examples of disciplinary action utilized inciisde, but are aot imited to:
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Yypo Explanstion
Regrimand A supervisor will Issue a written statement clearly tndicating the manser tn which the employee
has talled to perform properly and providing dser gridance 85 to proper pesformance

Emgloyea grievances arfsing from discipiinary action wil be handied In the seme fashion s GitEned under the Grievance
Procedure of this handbook

Employees must sigo counseling memorando, policy statements, pesformaace evaluations and other similer documents.
The employec’s signature does not necessartly indicate agreement with the contents of the document, onty thot he has
been notified of the contents of the document. If 2n employee refuses to sign the document he will be relieved of duty
without pay. If he does not sign the document by 5:00 pm at the end of his next scheduled work day, ke will be
presumed to have restgned.

EXAMPLES OF CONDUCT WARRANTING DISCIPLINARY ACTION

&t i cot possidle to list all acts and omissions that may result in disciplinary acticn. The discipinary action that Is
appropriate for any particuter misconduct Is at tha sole discretion of the Authority, The following are merely examples
of soma of the more cbvious types of misconduct that may result in disciplinary action, up to end including discharga.

ﬁmmmmmmmmmwmm FOR THEWAYIT
HAS TREATED OTHER EMPLOYEES AND WITKOUT REGARD TO THE WAY IT HAS HANDLED SEMUAR SITUATIONS.

Cenviction of or plea of guilty or 10 contest to a charge of theft, violatien of drug laws, sexuzl misconduct, cffense
tnvolving mara! turpitude, any violent offense or 2ay othor crtmina! offense that affects the Authority’s reputation or
that reasonably could creste concem on the part of fellow employees or the community. Employees whto are strested
shafl result tn immadiate termination,

tzcompetence

Unautherieed absense or tardiness of a pattern of absanteeism or tardiness

tnsubordination, including disrespect for authority, orothorconduct that tands to undennine authority

Fallyre o refusat to carry out instructions

Unauthorized possession of removal, misappropriation, misuse, destruction, theR or conversion of Authority
property or tha property of cthers

Violation of safety rules; neglect; engaging tn unsafe practices

Intetference with the work of others

mmm coercing or inttmidating fellow employees, Incluging “Joking” threats

Fallure to provida Information; falsifying Authority records; providing folsified records to the Authority for sy
popose

Fallure to report personal injury or property damage

Neglect or carelessness

e (ntroduction, possession or use of Hlegal or mauthorized preseription drugs or Intoxicating beversges oo
Authority progerty or while on duty snywhere; working while under the tnfluence of iiegal drugs or intoxicating

e o0 6o [ 2 BN BN B J
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beverages; off-the-job Blegal use or possassicn of drugs. For purposes of this policy, an employee Is “under the
tnfiuence” if he has any datectable amount of any such substance In his system

o Unsatisfzctory performance

Yothai harassmeont
o Anyctherresson that, in the Authority’s sole datermination, wamants discipiine

| Aay empioyes who, without val reason or authartiation, fts o report to work far gwp conseaive workdays sy be__—(Beieditmes

separated from the payroll and considered to hava resigned withaut notice. Nomaly, such 20 employee b act eligible
for re-employmant.

ATTENDANCE ARND PUNCTUALITY

nmmmwmmmmmmmmmmmmmwnml
in reposting for scheduted work. Absenteeism and tardiness piece 2 burden on ether employeas and on the Authority.
mawmmmmmmmmummwam»Mammm
notify thulr supervisor as soon 83 possibla tn advance of the anticipated tardiness or ebsence.

mmmmmmm Either may fead to disciptinary action, up to and tncuting the
possibility of termination of emsployment.

GRIEVANCE PROCEDURE

uummwmmmmmdwmmm. Any employee who belleves
mwmwmwmamdewWwaw
rellef fram that condition. A written report shall bemade at each step.

1. Grievances shoutd first be tekan up with the immediate Superviscr and if the mattar Is not settied then the
employes may present his case to the Superintendant of the employee’s department

2 ammmmwnmwuwmmduwwm
mmmummmyumnmmmmwmw.

tf the grievanca Is still not settied the empioyee may present thelr case to the Administrator.

3. llmm:mmmmwunsammmmawmummm,mm
mw.mwwww.mmmwmuuMdm

nwmmmmmmmmwmmﬂmmmmmmmﬂmm
tothe employee. The deciston of the Board will be fing! tn 21l cases
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ummmrmmmmmwmm You &re asked, but not required, to

mmmmmmMammmbamemm Im«.lnsg:
Sttuations you may or moy not ba asked to work a two-week aotice, Matters relating to your fins) pay check, retum of
ummdmmmwmmmm , and insursnee conversion privileges will be arranged befora your

Your supesvisos is responsibie for coflecting Edgefintd Catnty Water and Sewer Authasfty equipment er cther EdgeReld
mmrmmwmmwwmmwwmmm

ls, umifo phnnes, etc) §f the employee owes Edgafield County Water and Sower Authority ey money or ls
mmmmwummmm those aocounts s1a to bz settied as originally agreed or by deduction from
final g3y, unless prohibited by low.

Terminatica of employment is an tnevitale part of perscanel activity within any organtzation, and many of the reasons
:rwuﬂmmmwm Below ara examples of scme of the most common clrcumstances under which employment

Resignstion | Veluntary esmpioyment termination initisted by sn employee
Discharge | Inveturdasy employment termination initfated by the crganization

Layof! Involuntary employment termination tnittated by the grgantiation for non-disetplinary reasons

Retlrement Veluntary employment termination Initisted by the employee mecting age, length of service, and any
p other atteria far vetirement from the orgarisation

. Stnce employmant with the Authority ks based on mutual consent, both tha empioyee and the Authority have the right
toterminate employment, at witl, with or without cause, st any time. Employees will recelve thelr final pay tn
sccordance with applicable law,

Unauthorized shsences from work for o period of two (2) consecutive days will ba considered an sutomatic resignation
and the employment of the tndividual will be terminated effective the tast dsy worked.

mmmmwmmwmwmm mmmmm

| vehiles, tnstruction manusls, keys, gall phonos, Edzafield County Water and Sewer Autho cards and othar ktems
MQMWMWMS&WMWWwmewmmWM
retumed by &im at the time of his termination are considered sdvances of wages, the value of which may be deducted
from the employed’s finzl pay check(s).

TIME AWAY FROM WORK
ANNUAL LEAVE

The EdgeReld County Water & Sewer Authority provides Annual Leave time with pay to eligible employees to provide
osponunities for rest. relaxation. and oersanal cursuits aceanding to tha following:
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Anemployee elfigible for stk keava will be granted such leave for the following reasons:

mmﬁmmwmwmmmmmw

Persorat (tnass being gainfully employe ons or firms cther than the Autharity

Femlly ess mmmmmamwmmmmmmmmm

i employed’s personsl eara and sttendance

Routine Bxem by Ammwmmmswmmww
Mf“m Vel HAL Y [ HI i

Quarantine Enforced quarantine of the employee In acoordence with community cegulations
Baregvement Leave See definition of tumediste fambly under SBereavament Leave

Entpioyecs who are unzble to report to work due to tiness or tRjury shauld notfy thetr direct supenvisor BEFORE the
scheduled start of thelr workday when possible. The director supervisor must also ba contacted on each day of

adéitions) shsence.

Anemployee who does fiot report to wosk due to EIness ot injury far a period of threa (3) or more consacutive workdsys
must provide a doctor’s statement prior to returming to work.

When absences chargesblo to sick leava exceed the smount of esmed and suthorized, the psy ¢n an employee will be
discontinued until ke or she returns to work. However, an employee with Anmua) Lesve credits, upon written request,
m3y use all o7 any part of the Annus! Leave credit as sick lesve with pay.

Stk lzava benefits are intended solely to provide tncome protection In the event of iliness, doctor’s visits, injury of
bereavement leave and may NOT be used far any other ahsences. Sick feave benofits cease when the
employee or Autharity glves 3 rotice of termination.

Shoutd gn employee terminate employment with the Authority acorued andfor unused sick taave will NOT be pald to the

The following holkisys ere generally chserved by the Edgefietd County Water & Sewer Authority.

HoBday Dato Generafly Observad by tho Authority
| Now Year's Day lanuasy 1
mm@ 25 Birthday 37 Monday tn $snuary
Friday bafora Easter
= Last Monday ntay
tudegendencoDoy sayd
Labor Day
 Thanksghving oyfDey ofter hardaghviag
Christmas Eve/Chitstmas Cay Daetects Decermber2
I . Ocleted: aftercangh
wil rneive coe fX)add

Giznat thely dyerstin
Dythelr cpentiory
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mgsmwmmmdmmmmwsmmmm»mmw
Wien the hefiday fafls on Setunday, the preceding Is usuztly chserved. When the hollday falls an Sunday, the
mmmsmw:mm.m @

To recehve hollday pay, the employes must work his tast schaduled warking day before, and first scheduted working dsy
&fters holiday or hava appreved ennusi leave, pre~approved sick leave or provide a doctor’s excuse.

Tha Autharity may provide lesves of absenoe without pay to regutar and career employoes who wish to take time off

from work duties to fulfill personad cbilgations. Employees mey request perscnal leave only after having successfully
comptated the izl stx {6) month Introductory period. Employees would ba ellgible to use 2ny socumutated Annual

Leava during these leaves of absence.

| Thoupprovalof pessanal teove without pay will be deckted by the Adwinlstrator based on the needs of the Authorlty _—{B6ed: amesiit
and meslit of therequest.
MEDICAL LEAVE

Tha Authority may provide medical leaves of absene without pay to efigibla employess who are temporatly unabie to
work due to a serious hesith condition or dissbility. For the purpose of this policy, serious hesith carnditions or
disabilities tnclude, but may not be imited to:

p » (npatlent care in a hospita), hosplee or residantial medica! care facility
¢ Continuing treatmant by 3 health care provider
o Temporasy disabilties associated with pregnancy, childblith and refated medical econditions

Employees would be efigible to use sny sccumulated sick [eave during medical tesves of absence.

As s000 28 3n emplcyee becomes aware of a need for a medical leave of absence, they should request a teave from thelr
superdsor. A physidan’s stztement must be provided vertfying the medical diszbility and lts beginning and expected
endingdates. Any changes in this information should be promptiy reposts to the employer. Employees retuming from
modical leava must provide 3 phystclan’s verdfication of thelr fness to retum to wosk, except In cases of leave dud to
child blsth,

Eligibte employees are generally granted teave for the pertod of the disabliity, up to a maximum of twelve (12) weeks
within any roling twelve (12) month period. Any combination of medical leava and family leave may not exceed 8
maximum of twelve {12) weeks, ifthe Initlal period of approved 2bsence proves Insuffictent, consideration may be given
to a request for an extension, birt Is not guaranteed.

| Edgetetd County Wates and Sewer Authority provides family loaves of sbsence, with of without pay, to efigible
employees who wish to take time off from work duties to fulfill family obligations retating disectly to:

Childbirth

Adsption
Plzcement of a foster child
To cara for a child. soouse. ar nasent with a serlous heaith condition
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The Authortty recognizes the problems involved when a member of one’s Immediste fomily passes sway. To lend
asnistance, the Authority ellows the use cf Sick Leava to employees ¢p to 8 madmum of three scheduled workdays tn
ardor to arrange for sndfor sttend the funcrel service. This carnot be constreed as an automatic guerantes of three
daysincvary cose.

“tmmediate Famtly”, fof the purposes of this pollcy, is defined as an employee’s spouse, child, mother, father, brother,
sistes, motherintaw, » daughterin-iaw, son-in-iaw, sistec-in-law, bratherin-law, grendchitd, grandparents,
step sister, step brather, step ehild or nyone residing in the employee’s Immediste household, ¢f sdditiona) time cff
from work is requested, anrangements to utiiize anntsal feave may be made with the employed’s supervisor.

The Aathorfly strives to maintain a comprehensive pay plan thats

v iscompetitive within the tabor market{s) in which the Authority completes for personnel
¥ Pravides Corinternal pay equity basad on bonafide fob requiremants
v Provides for dassification/reciassification of posttions based on a postticn questionzire dascribing duties and
responsibilities
7 Providesaclassification listing consisting of class titlas, pay grades and thelr assigned pay ranges
Anemployee may obtaln informaticn on the plan from his/her department head.

pmmmmmMmea
CLASSIRCATION PIAN

A position is tha assigament of duties and responsibilities during the full or parttime employment of ona person. A
dass ks a posttion or @ group of positions that hava simtlar dutles and responsibifittes and require similar quaBficstions.

An empioyee's pay Is generally based upen his dlasstfication. Howeves, essignment to a dlassification does not
guarantee a particular salary. Pay ranges are set periodically for each dass based upon lzbor market conditions and
relativa comparisons of similar efasses in other governmenta! Jurisdictions and within commerea and Industry In the
8rea. Pay ranges are established with an entry level, market and 2 maxtmum rate,

PERFORMANCE EVALUATIONS

The Performance Evaluation program Is a way to clarify what Is expected cn the fob by setting forth what quaiity of work
is zdequate and ecceptable for a particular [ob. More important to the employee, performance evaluations identify
strong snd wesk polnts in individus! achievement and let the employee know where ke stands with respect to hiswork.

mwmwmwmammamwswmqm
Reviews sre generslly based on an annua! (fisca) year) performance evaluation and the recommendations of the
ator prior to Selns b SUDeIvVIiso

| department. AD pestormance evaluations sre reviewed by the Admi
and employea in 8 joint meating.

st
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tnto the retirement scoount throsgh payroll dedisction. The Authosity contribines a percentage as determined by the
Butiget and Control Board. Membership tn the SCRS begins with the effective date of employment.

URUSED LEAVE AT RETIREMENT
Annusi Lleave

Atretirement, the payment far up to forty five (45) doys of unused annus! lesve may be induded before sveraging the
twalve (12) highest consecutive quarters of eamabis cormpensation. This lesve smount is paid by the employer and is
ceported sfter tha retirea retires. This may change in occordance with changes to SCRS sules and regutations. Please
cefer to www.pelia.ner for specific up to date information.

Atrctiremant an employec may receive service credit for up to ninaty (90) days of unused sick tzave. Gae manth of
servien credit s granted for each twanty {20) days of unusad sick leave. Sick loave ts genersily not included In estimated
mmmmuwwmmmm mwmuws«m

Wa thank you for taking the time to thoroughly read your Employee Handbaok.

Wa expect everyona to obide and follow the pollcies 35 sat forth and described. However, 2l employees are encouraged
being forwsrd their suggestions and good kisas 2bout how the Authority can bemode 8 better placo to werk, our jobs
improved, and our sesvices to our customers enhanced. Whan you see an cppartunity for improvement, please taik it
over with your supervisor. They can help you bring your idea to the attention of the people in tha Authority who are
responsible for possibly implementing tt. All suggestions are vatued and listaned to.

A motion was made by Washington to approve the changes. Second by Smith. No
discussion. Vote unanimous.

EXECUTIVE SESSION - A motion was made by Kitchens to enter into Executive Session to

discuss a personnel and a legal matter. Second by Smith. The Board exited Executive Session
with no action taken.
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Motion was made by Johnson to adjourn.
Second by Washington

Time: 6:53 p.m., March 27, 2023

Vote Unanimous

%?ﬂ&%

James Earl Kennamer, Chaiy.nan




