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City of Greenville, SC Public Transportation Department
(Greenlink)
Equal Employment Opportunity Program
Introduction
The purpose of this plan is to ensure that no person shall on the grounds of race, color, creed, national
origin, religion, sex (including pregnancy), age, disability, marital status, or genetic information be
excluded from participating in, or denied the benefits of, or be subject to discrimination in employment
under any project, program, or activity receiving federal financial assistance in accordance with federal
transit laws.
Pursuant to a 2008 inter-governmental agreement, the City of Greenville, SC performs certain
management functions for the Greenville Transit Authority d/b/a Greenlink (“GTA” or “Greenlink”). As
part of that agreement, GTA personnel are employed by the City in its Public Transportation Department.
The GTA is a regional transit authority created by the City of Greenville and Greenville County.
The City of Greenville Public Transportation Department, also known as Greenlink, is a grant recipient
under the U.S. Department of Transportation – Federal Transit Administration (FTA). A formal EEO
Program is required for any grantee that both employed 50 or more transit-related employees including
temporary, full-time or part-time employees, and received in excess of $1 million in capital or operating
assistance or in excess of $250,000 in planning assistance in the previous federal fiscal year. Greenlink has
met the threshold and is required to develop and implement an EEO Program with updates submitted to
FTA every four years.

Greenlink EEO Program
This City of Greenville Public Transportation/Greenlink 2022 EEO Program is submitted to the FTA in
compliance with FTA Circular 4704.1A “Equal Employment Opportunity Requirements and Guidelines for
Federal Transit Administration Recipients” dated October 31, 2016, and revised April 20, 2017. Upon
receipt of written acceptance and approval of this plan by the FTA, subsequent updates will be prepared
30 days prior to the expiration date noted in the approval letter and submitted to the FTA for acceptance.
This program seeks to comply with federal policies and guidelines referenced and provided in the
following documents which are incorporated into this plan by reference:
•
•
•
•

49 CFR Part 27 Non-discrimination on the Basis of Disability in Programs and Activities Receiving
or Benefiting from Federal Financial Assistance;
49 CFR Part 38 Americans with Disabilities Act (ADA) Accessibility Specifications for Transportation
Vehicles;
FTA Circular 4704.1A “Equal Employment Opportunity Requirements and Guidelines for Federal
Transit Administration Recipients”; and,
Federal Register: January 22, 2001 (Volume 66, Number 14, pp 6733-6744) DOT Guidance to
Recipients on Special Language Services to Limited English Proficiency (LEP) Beneficiaries.
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In this program, specific goals with timetables are included to correct any underutilization of specific
affected classes of persons identified in the workforce utilization analysis. This report provides a detailed
assessment of Greenlink’s employment practices, identifying any practices that operate as employment
barriers and unjustifiably contribute to underutilization including recruitment, selection, promotion,
termination, transfers, layoffs, disciplinary actions, compensation, benefits, and training. This EEO
Program also outlines effective internal monitoring and reporting practices to assess EEO
accomplishments; enable the evaluation of the program during the four-year approval timeframe; identify
any necessary actions regarding goals and timetables; and provide a factual basis for future projections.
The City of Greenville and its Public Transportation Department (Greenlink) is committed to
implementation of its EEO Program. Meetings will be scheduled with staff to familiarize them with the
adopted EEO Program to emphasize its incorporation into every aspect of the daily work environment.

How to File a Complaint
The City of Greenville Equal Employment Opportunity (EEO) Administrator, under the direction of the
Human Resources Director, is the primary resource to ensure compliance with EEO regulations. The
EEO/Employment Administrator works in collaboration with the Human Resources Director to investigate
employment complaints at the City level. As a department of the City, Greenlink is provided guidance and
receives oversight in regard to the provision of equal employment opportunities from the City Human
Resources Director and EEO/Employment Administrator. Human Resources via the EEO/Employment
Administrator maintains a depository for any EEO related complaints. Complaints can be filed through
various methods as identified in this EEO Program.

To File a Complaint
City of Greenville Public Transportation (Greenlink) employees and applicants have multiple avenues to
file a complaint:
Equal Employment Opportunity Commission (EEOC): The EEOC is a federal agency that protects
individuals from employment discrimination by private employers, unions, employment agencies, and
government agencies. Established in 1964 by Title VII of the Civil Rights Act, the EEOC aims to eliminate
job discrimination based on race, color, creed, national origin, religion, sex (including pregnancy), age,
disability, marital status, or genetic information. The EEOC enforces the following statutes:
•
•
•
•
•
•
•

Title VII of the Civil Rights Act of 1964, which prohibits discrimination based on race, color,
religion, sex, national origin, or retaliation;
Age Discrimination in Employment Act (ADEA), which protects individuals who are at least 40
years old from employment discrimination;
Equal Pay Act (EPA), which prohibits sex-based wage discrimination;
Section 501 of the Rehabilitation Act of 1973, which protects people with disabilities in the
federal sector;
Title I of the Americans with Disabilities Act (ADA), which protects qualified applicants with
disabilities;
Civil Rights Act of 1991, which provides monetary compensation in cases of intentional
discrimination; and,
All federal equal employment opportunity rules, regulations, and policies.
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For additional information or to file a complaint contact:
City of Greenville Human Resources Department: If you are a City of Greenville employee or
applicant, please contact:
City of Greenville Equal Employment Opportunity Administrator
Human Resources Department
P.O. Box 2207
206 South Main Street, 2nd Floor
Greenville, SC 29602
Telephone: 864-467-4509; Fax: 864-467-5722; E-mail: jsains@greenvillesc.gov or
Telephone: 864-467-4535; Fax: 864-467-5722; E-mail: amiller@greenvillesc.gov
City Management: Any questions, problems, or complaints regarding a violation of the City’s EEO
policy, or concerning discrimination in general, must be reported to a supervisor, department head,
EEO Administrator or to the Director of Human Resources. If the employee feels uncomfortable doing
so; or if the supervisor, department head, or Human Resources Director is the source of the problem,
condones the problem, or ignores the problem, the report may be made to any member of the City’s
Collective Risk Management Team (CRMT). The CRMT team is a specially trained group of city
employees, representing a cross section of city departments who can receive complaints and, if
necessary, assist in the investigation of those complaints.
Employee Protection Line: City of Greenville Employees may also file a complaint anonymously
through the City’s Employee Protection Line by calling the toll-free number: 1 (800) 576-5262 day or
night, 24 hours per day. When reporting complaints via the hotline, be sure to indicate the City’s
Organization Code which is 10046. All EPL complaints are transcribed by a third party and sent to the
City of Greenville Human Resources Director, EEO Administrator, and the Risk Manager. The Human
Resources Director and EEO will conduct an investigation into the complaint upon notification.
If you are not a City of Greenville employee or applicant, please contact either office listed below:
Equal Employment Opportunity Commission. As stated, the EEOC investigates employment
discrimination charges. Charges may be filed in person, by mail, or by phone by contacting the EEOC
office nearest to you.
Greenville Local EEOC Office
301 N. Main Street
Suite 1402
Greenville, SC 29601-9916
Phone: 1-800-669-4000
Fax: 864-241-4416
TTY: 1-800-669-6820
ASL Video Phone: 844-234-5122
Office Hours: The Greenville Local Office is open for walk-ins Monday through Thursday from 8:30
a.m. to 5:00 p.m. and on Fridays from 8:30 a.m. to noon. You must arrive by 2:30 p.m. to assure
same day service. Although walk-ins are accepted, scheduling an interview is strongly
recommended, and individuals with appointments will be given priority. The EEOC encourages
you to schedule an interview through its online system.
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Additional Information/POC: To submit an inquiry and schedule an appointment for an interview
the
EEOC
encourages
individuals
to
use
the
online
system
at
https://publicportal.eeoc.gov/portal/. The system can also be accessed by going directly to their
website at www.eeoc.gov.
South Carolina Human Affairs Commission. The South Carolina Human Affairs Commission was
created by the General Assembly in 1972 to encourage fair treatment, eliminate and prevent
unlawful discrimination, and foster mutual understanding and respect among all people in this
state. Based on the tenets of Title VII of the 1964 federal Civil Rights Act, the Age Discrimination
in Employment Act, and the Americans with Disability Act, the South Carolina General Assembly
declared that the practice of discrimination within the state because of a person’s race, religion,
color, sex, age, national origin, or disability to be unlawful, and in conflict with the ideals of the
State of South Carolina and the nation.
South Carolina Human Affairs Commission
1026 Sumter Street
Columbia, South Carolina 29201
(803) 737-7800
1-800-521-0725
TDD: (803) 253-4125
Hours: 8:30 a.m. to 5p.m., M-F
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Equal Employment Opportunity Policy Statement
The City of Greenville prohibits, forbids, and does not tolerate discrimination against anyone on the basis
of race, color, religion, sex, age, national origin, veteran status, disability, or genetic information. All
employees, managers, supervisors and job applicants are guaranteed the same employment
opportunities. No person or employee, no matter his or her title or position, has the authority, expressed,
actual, apparent or implied, to discriminate against another employee of the City of Greenville. The City
further prohibits verbal, physical, or visual conduct that belittles or demeans any individual on the basis
of race, color, religion, sex, age, national origin, veteran status, disability, and genetic information.
The City of Greenville, therefore, will not itself discriminate against any employee, manager, supervisor,
or applicant on the basis of race, color, religion, sex, age, national origin, veteran status, disability, or
genetic status. The City of Greenville’s supervisors and management will make all recruitment, placement,
selection, training, promotion, layoff, and termination decisions based solely on job-related qualifications
and abilities without regard to race, color, religion, sex, age, national origin, veteran status, disability, or
genetic information.

Dissemination
Dissemination of the City of Greenville’s EEO Plan is available to employees, applicants, and the general
public. Greenlink’s EEO Program has established formal processes to ensure that the EEO Program is
accessible and publicized through various methods.
Internal Dissemination
•

City of Greenville EEO Administrator – The EEO Administrator, under the direction of the Human
Resources Director, will be the foremost person in promoting and providing information on EEO
throughout the City. The EEO Administrator is responsible for ensuring adherence to the City of
Greenville EEO Policy. The EEO Administrator ensures that the EEO Plan is available online for public
viewing and that the policy statement is available in various locations throughout the City for those
who may not have access electronically. The EEO Administrator can also determine if additional
information on the EEO Policy is necessary and take steps for further dissemination of the plan,
policies, and processes throughout the City. EEO Administrator also provides consultation and
training when requested to City departments.

•

Human Resources – As the outreach center for internal employee communications and the agents
responsible for posting positions and conducting employee orientation, as well as, overall employee
well-being, the Human Resources Department is responsible for inclusion of the City of Greenville’s
EEO Policy in employee communications. The City’s EEO Plans available on the City’s intranet for
complete employee access. The approved Greenlink EEO Program will also be available on the
intranet and internet sites of Greenlink and City of Greenville Human Resources. Also, Human
Resources provides training opportunities regarding diversity training, harassment avoidance training,
and maintains employee file documentation of any training attended or complaints received. Human
Resources ensures that EEO is covered in the initial employee orientation and that refresher courses
are available for staff as necessary. The Greenlink EEO Program will also be available upon request
through the office of Human Resources.
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Public Transportation Director – The Transportation Director has the primary charge for all Greenlink
operations being carried out in accordance with the Civil Rights Act of 1964 and all corresponding
federal, state, and local circulars, ordinances, laws, regulations, and codes. To guarantee that all
employees under his charge are afforded equal employment opportunities, the Public Transportation
Director will periodically discuss Greenlink’s EEO Program during regularly scheduled managementlevel staff meetings. Any concerns, complaints, or recommendations regarding EEO are to be
discussed during these meetings.
Greenlink Managers and Supervisors – Managers and Supervisors within Greenlink are expected to
convey equal employment policies and practices to their staff to guarantee that Greenlink is providing
a diverse and equitable work environment. Managers and Supervisors are the next level in the
organizational chart working directly with employees to provide a fair and equal opportunity
workplace. Supervisors are typically the staff members that will witness any potential EEO concerns
and with knowledge of the Greenlink EEO Program can appropriately react to address any potential
situation. Managers and supervisors are also well suited to determine employees that may require
additional information or training on EEO and diversity. The Human Resources Department provides
all managers and supervisors training on City Human Resources Policies and Procedures as well as
employment law basics.
Employees – Greenlink employees are responsible for ensuring that they read the Greenlink EEO
Program as provided on the intranet or posted in hard copy format along with any bulletins,
memoranda, and correspondence provided by Human Resources, the City’s EEO Administrator and
other management staff related to EEO. Also, Greenlink employees will receive a copy of the
Greenlink EEO Program upon hire along with the Greenlink Operations Handbook. Each employee is
required to sign that they have received both the City of Greenville Human Resources Policies and
Procedures Manual (Appendix A), City Employee Handbook (Appendix B) and the Greenlink Operator
Handbook and Policies (Appendix C).
Employee communication with the general public also can assist in external dissemination of the
availability of the Greenlink EEO Program and the importance of equal opportunity employment
within the Greenlink workforce. All employees receive updates to the City of Greenville Policies and
Procedures manual, which includes the Equal Employment Opportunity Policy- HR: 1.2, which may be
updated as necessary. New employees are provided information on the City’s policies, including HR:
1.2 as part of the New Employee Orientation Training. The City of Greenville Human Resources
Department, establishes and conducts regularly scheduled training sessions for department and
division directors and all supervisory personnel. These sessions cover the provisions of applicable laws
and regulations and the City’s process for handling a complaint. Additional steps to assure the
dissemination of Greenlink’s EEO Program and updates will be taken from time to time as deemed
necessary.
External Dissemination
The City of Greenville EEO Plan and the Greenlink EEO Program in their entirety are public documents
that are available to the public in both electronic and hard-copy format. Upon request and in
accordance with the ADA Act of 1990 and its amendments as well as the LEP Executive Order, these
documents will be made available in alternate formats or languages, as appropriate. To ensure the
general public is aware of and has access to the Greenlink EEO Program, the approved Greenlink EEO
Program will be made available online for review and inspection at: http://www.rideGreenlink.com.
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The Human Resources Department will make the Greenlink EEO Program available to the public for
inspection by interested persons through the City’s website and upon request. In addition, Greenlink
employment correspondence and all advertisements for personnel shall continue to include the
statement "City of Greenville is an Equal Employment Opportunity employer" to further inform the
public of the City of Greenville’s efforts to foster diversity and create equal opportunities for
employment.

Designation of Personnel Responsibility
Ultimate responsibility for the achievement of equal employment opportunity in the City of Greenville
through this EEO Program and the herein referenced City policies rests with the elected public officials of
the City of Greenville and the City Manager. The City of Greenville Council, the City Manager, and the
Public Transportation Department (Greenlink) have the responsibility for the delivery of public services in
the City of Greenville and, in turn, the responsibility to see that these are carried out in an equitable
manner.
The City of Greenville’s EEO Administrator, under the direction of the Human Resources Director, is
responsible for the tasks identified below along with various other responsibilities to ensure a diverse,
fair, and equitable workplace.
•
•
•
•
•
•
•
•
•

Developing and recommending the EEO policy and internal and external communications.
Disseminating current legal information affecting equal employment opportunity to the
responsible party with the City of Greenville.
Assisting in the recruitment of applicants to ensure adequate representation of all facets of
the population and establishing necessary outreach sources for use by hiring officials.
Processing employment discrimination complaints.
Assisting with the development and updating of Greenlink's EEO Program.
Collecting and analyzing employment data, identifying potentially problematic areas, setting
goals and timetables, and developing plans for achieving those goals.
Designing, implementing, and monitoring internal audits and reporting systems to measure
program results and recommending appropriate action.
Reporting program results to the Human Resources Director and City Manager.
Serving as liaison between Greenlink, federal, state, and other municipalities, regulatory
agencies, organizations representing protected classes, and other community groups.

The implementation of Greenlink's EEO Program is also the responsibility of Greenlink’s officials, directors,
managers, and supervisors. All Greenlink management staff have the accountability of ensuring that this
EEO Program is carried out as part of their responsibilities including the actions stated below.
•
•
•
•
•
•

Assisting in identifying problem areas and establishing goals and objectives.
Being actively involved in community organizations designed to promote EEO.
Identifying and removing barriers to the achievement of this program's goals and objectives.
Holding discussions with other managers, supervisors, and employees to assure agency
policies and procedures are being followed.
Reviewing the qualifications of all employees to assure that all persons and particularly
protected groups are given full opportunities for transfers, promotions, training, salary
increases, and other forms of compensation.
Participating in the review and or investigation of complaints alleging discrimination.
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•

Participating in periodic audits to ensure that each Greenlink unit is in compliance with this
program.

Organizational charts for the City of Greenville and Greenlink have been included in Appendix D of this
EEO Program to visually display the structure of the department.

Utilization Analysis
In accordance with federal, state, and local regulations, a utilization analysis was completed to identify
the makeup of the Greenlink workforce and review impacts of employment practices in achieving
diversity. Included in Appendix E of this EEO Program is the 2018 and 2020 City of Greenville Equal
Employment Opportunity Plans (EEOP). These reports reflect the employment trends of all City
departments and are not specific to Greenlink. The most recent EEOP (2020) utilization report identified
five categories where underutilization was found within the City of Greenville, described the actions being
taken to remedy the underutilization, and exhibited the improvements made in achieving a balanced
workforce since the submission of the 2018 EEOP Utilization Report. The comparison between the 2018
and 2020 utilization reports clearly demonstrates improvements have been made citywide to reduce
underutilization in these categories.
Additionally, this EEO Program reviewed utilization specifically within Greenlink, to determine
representation across the 83 positions budgeted in fiscal year 2021-2022. The tables below provide an
overview of Greenlink’s demographics, workforce utilization within the currently filled, budgeted
Greenlink positions; applicants by race and gender; employee separation reasons categorized by race;
industry compensation levels by position; promotions by age, race, and gender; and disciplinary actions
taken by age, race, and gender.
Supplementary information specific to Greenlink’s workforce utilization is included in Appendix F:
Greenlink 2021 Workforce Utilization Chart, along with a workforce analysis chart showing the goals to
address areas of underutilization over the next reporting period. (Please note that of the eight EEO-4 job
categories, Greenlink has no employees in the Technicians, Protective Services, or Paraprofessionals
categories. For this reason, these job categories are not represented in the chart in Appendix F.) The
workforce utilization chart indicates that the Greenlink workforce is representative of Greenville County
population demographics for most job categories and races. Compared to our 2017 workforce utilization
analysis, we are no longer underutilized for females in the Officials and Administrators category.
However, the current analysis shows that Greenlink is underutilized in two new ethnic groups across two
different job categories: White Females in Administrative Support (-31%) and Service Maintenance (18%); and Hispanic Males in Skilled Craft (-15%) and Service Maintenance (-4%). A more in-depth analysis
and explanation of our commitment and ongoing efforts to ensure a diverse workforce is detailed below.
Table 1 below presents the Greenville County population demographics using American Community
Survey 2019, 1-Year Estimates. Table 2 presents the racial breakdown of Greenlink employees as of June
30, 2021. A comparison of the data presented in these tables indicates that the racial representation of
Greenlink employees is greater for Black/African American (41.4% of Greenlink employees vs. 18.4%
County demographic) and those identifying as Two or More races (5.7% of Greenlink employees vs. 2% of
the County population). Greenlink also employs fewer White employees (47.1%) compared to the
countywide demographic (76.3%). A review of 2017 data reported in our previous EEO Program indicates
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that over the current reporting period, the Greenlink workforce grew by 9% in the Black/African American
category and decreased by 10% in the White category. In addition, the percentage of Hispanic employees
in the Greenlink workforce decreased by 1.3% (7% in 2017 vs. 5.7% in 2021) while the County demographic
grew by 0.8% (8.7% in 2017 vs. 9.5% in 2021). The Hispanic population in Greenville is trending upward
and this is mirrored in the Greenlink workforce utilization chart (see Appendix F) indicating
underutilization of Hispanics in two job categories. This will be an area of focus for Greenlink over the
next reporting period.
Table 1: County of Greenville Demographics
Greenville County

Demographic
Total Population

523,542

Male

253,918

48.5%

Female

269,624

51.5%

18 to 24

45,025

8.6%

25 to 34

73,819

14.1%

35 to 44

67,013

12.8%

45 to 54

67,013

12.8%

55 to 64

66,490

12.7%

65 to 74

50,260

9.6%

75 and over

34,030

6.5%

399,463

76.3%

96,332

18.4%

7,853

1.5%

14,136

2.7%

524

0.1%

Two or More Races

10,471

2.0%

Hispanic

49,736

9.5%

White
Black/African American
American Indian/Alaska Native
Asian
Native Hawaiin/Other Pacific Islander

ACS, 2019: 1-Year Estimates and Census Bureau QuickFacts for Greenville County, SC, April 2020

Table 2: Existing Greenlink Employees by Race
Race

Number of
Employees

Greenlink
Percentage

County-wide
Demographic
Percentage

White

33

47.1%

76.3%

Black/African American

29

41.4%

18.4%

American Indian/Alaska Native

0

0.0%

1.5%

Asian

0

0.0%

2.7%

Native Hawaiin/Other Pacific Islander

0

0.0%

0.1%

Two or More Races

4

5.7%

2.0%

Hispanic

4

5.7%

9.5%

Total Employees

70

100.0%
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Gender Representation
Table 3 represents the July 1, 2021 roster of Greenlink employees by gender. The Greenlink workforce is
made up of 55.7% males and 44.3% females compared with the County demographic of 48.5% males and
51.5% females. A review of data in our previous EEO Program report indicates that Greenlink has made
significant progress in this area having increased the female workforce by 8.3% during this reporting
period (36% in 2017 vs. 44.3% in 2021). The data is indicative of the ongoing efforts to create parity in
the Greenlink workforce.
Table 3: Existing Greenlink Employees by Gender

Gender

Number of
Employees

Greenlink County-wide
Percentage Percentage

Male

39

55.7%

48.5%

Female

31

44.3%

51.5%

Total

70

100%

Job Applicant Analysis
A review of Greenlink job applicants from January 1, 2018 to June 30, 2021 was completed to verify the
gender and race of persons applying for jobs within Greenlink and to identify any categories that may be
underrepresented. This review helps to determine whether Greenlink is receiving job applications from
persons identified as underrepresented for certain job titles and assists Greenlink management with
knowing if strategies should be developed to reach out to certain groups and make them aware of the
transit department’s job opportunities.
Table 4 below displays the 2018 to 2021 job applicants by gender and job title. As shown in the table,
males comprised almost 60 percent of the total job applicants across all job categories, whereas females
comprised 39 percent. Our gender analysis shows that our applicant pool is comparable to the makeup
of Greenlink’s existing employees where 55.7% of the workforce are males and 44.3% are females. A
review of the data from 2017 indicates that Greenlink has been successful in attracting a greater number
of female applicants (24% in 2017 vs. 39% in 2021) thereby improving the ratio of males to females in the
workforce between 2017 (64%/36%) and 2021 (56%/44%).
In the Service Maintenance job category (e.g., Bus Operator, Trolley Operator, Bus Servicer, Transit Shift
Supervisor, Facilities Maintenance Servicer, and Paratransit Operations Supervisor), males represent
almost 45% of the applicants for those positions compared to female applicants for the same positions at
36%. Further, the lower percentage of female applicants to the Bus Operator, Lead Bus Servicer, and
Transit Shift Supervisors positions is at the root of the underutilization of females in the Service
Maintenance job category. In contrast, females comprised the majority of job applicants (8%) compared
to male applicants (5%) for positions such as Information Specialist and Transit Planner which are in the
Administrative Support and Professionals job categories respectively.
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Table 4: Greenlink 2018-2021 Job Applicants by Gender
Position Title

Male

Percent
Male

Female

Percent
Female

BUS OPERATOR
BUS OPERATOR (PARATRANSIT)
BUS OPERATOR IN TRAINING
BUS SERVICER
FACILITIES MAINTENANCE SERVICER
INFORMATION SPECIALIST
LEAD BUS SERVICER
MECHANIC
PARATRANSIT OPERATIONS SUPERVISOR
PARTS TECHNICIAN
SAFETY & TRAINING SPECIALIST
SHOP FOREMAN
TRANSIT PLANNER
TRANSIT SHIFT SUPERVISOR
TROLLEY OPERATOR
Total Applicants

118
9
72
3
6
13
5
46
2
4
4
2
14
9
16
323

21.9%
1.7%
13.3%
0.6%
1.1%
2.4%
0.9%
8.5%
0.4%
0.7%
0.7%
0.4%
2.6%
1.7%
3.0%
59.8%

92
16
32
2
1
26
1
1
4
3
2
0
15
3
13
211

17.0%
3.0%
5.9%
0.4%
0.2%
4.8%
0.2%
0.2%
0.7%
0.6%
0.4%
0.0%
2.8%
0.6%
2.4%
39.1%

Declined
to
Answer
1
0
0
0
0
1
0
0
1
0
0
0
2
0
1
6

Total
211
25
104
5
7
40
6
47
7
7
6
2
31
12
30
540

Per research conducted by the Mineta Transportation Institute, women make up less than 15% of all
transportation workers, and the U.S. Bureau of Labor and Statistics reports women made up 24.1% of the
“Transportation and Utilities” category in 2020. While there are multiple factors that impact women
choosing transportation as a profession, research has shown this is attributed to a general lack of outreach
to women, social factors like a masculine-dominant work culture, safety and health concerns, and
challenges accommodating responsibilities outside of work. This last factor is especially significant in our
current economic climate. In spite of these factors, Greenlink has experienced an increase of 8.3% in
female employees overall. We want to build on this success by focusing our recruiting efforts in attracting
and hiring more female applicants in the Service Maintenance category.
As seen in Table 5: Greenlink Applicants by Race on the next page, a total of 540 persons applied for jobs
at Greenlink over the four-year reporting period. Of those 540 applicants, 45.2 percent were White, 38.3
percent were Black or African American, 5.2 percent Hispanic or Latino, and there were less than 1 percent
from each of the American Indian/Alaska Native, Asian, and Native Hawaiian/Pacific Islander ethnic
categories. Overall, the results of the applicant analysis are very comparable to the review of Greenlink’s
existing employees by race. During the previous reporting period (2014-2017) 54% of the applicants were
White, 34% were Black/African American, 3% were Hispanic or Latino.; compared to the current reporting
period (2017-2021) in which 45% of the applicants are White, 38% are Black/African American, and 5%
are Hispanic. This would indicate that Greenlink has been successful at increasing the diversity of its
applicants through outreach efforts to diverse organizations and affinity groups. Further, the data aligns
with the current County demographics where there has been an increase in the Hispanic population over
the last 4 years. Again, this will provide more opportunity for Greenlink to improve on the underutilization
of Hispanics in its workforce.
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Table 5: Greenlink Applicants by Race (2018-2021)
Position Title

W

%

BUS OPERATOR

70

13.0%

B

%

106 19.6%

AI/NA

%

A

%

NH/PI

%

H

%

Two+

%

3

0.6%

2

0.4%

1

0.2%

7

1.3%

14

2.6%

Unk Total
8

211

BUS OPERATOR (PARATRANSIT)

13

2.4%

8

1.5%

1

0.2%

0

0.0%

0

0.0%

1

0.2%

2

0.4%

0

25

BUS OPERATOR IN TRAINING

51

9.4%

39

7.2%

0

0.0%

0

0.0%

0

0.0%

4

0.7%

5

0.9%

5

104

BUS SERVICER

2

0.4%

2

0.4%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

1

0.2%

0

5

FACILITIES MAINT. SERVICER

2

0.4%

4

0.7%

0

0.0%

0

0.0%

0

0.0%

1

0.2%

0

0.0%

0

7

INFORMATION SPECIALIST

18

3.3%

13

2.4%

0

0.0%

0

0.0%

0

0.0%

6

1.1%

1

0.2%

2

40

LEAD BUS SERVICER

2

0.4%

2

0.4%

0

0.0%

0

0.0%

0

0.0%

1

0.2%

0

0.0%

1

6
47

MECHANIC

33

6.1%

8

1.5%

0

0.0%

0

0.0%

0

0.0%

5

0.9%

1

0.2%

0

PARATRANSIT OPS SUPERVISOR

4

0.7%

2

0.4%

0

0.0%

0

0.0%

0

0.0%

1

0.2%

0

0.0%

0

7

PARTS TECHNICIAN

5

0.9%

1

0.2%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

1

7

SAFETY & TRAINING SPECIALIST

3

0.6%

3

0.6%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

6

SHOP FOREMAN

2

0.4%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

2

TRANSIT PLANNER

21

3.9%

2

0.4%

1

0.2%

1

0.2%

0

0.0%

2

0.4%

3

0.6%

1

31

7

1.3%

4

0.7%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

1

0.2%

0

12

11 2.0%
13 2.4%
244 45.2% 207 38.3%

0
5

0.0%
0.9%

0
3

0.0%
0.6%

0
1

0.0%
0.2%

0
28

0.0%
5.2%

2
30

0.4% 4
5.6% 22

30
540

TRANSIT SHIFT SUPERVISOR
TROLLEY OPERATOR

Total Applicants

Promotional Analysis
Data from July 2017 through June 2021 was reviewed to assess Greenlink employee promotions in an
effort to determine any underrepresentation related to promotional opportunities. Tables 6 through 8
present Greenlink employee promotions by race, gender, and age. As shown in the tables, overall
Greenlink has been diverse in its promotion of employees. Over the past four years, the majority of
employees who have been promoted are White, Black, and Hispanic or Latino employees, also
representing the majority of the races working for Greenlink and reflective of the countywide workforce
demographics. Promotions by gender show an increase in females being promoted. This increase in
female promotions reflects our efforts to increase promotional opportunities for females in the Greenlink
workforce. Table 8 displays the employee promotions by age group. The data shows that the majority of
promotions were among employees aged 25 to 54 which reflects the majority of the Greenlink workforce
as well.
Table 6: Greenlink Employee Promotions by Race (2018-2021)
Race
White
Black/ African American
Hispanic or Latino
American Indian /Alaskan Native
Asian
Native Hawaiian/Pacific Islander
Two or More Races
Total

12

Number of
Employees
9
1
1
0
0
0
0
11

Percent
82%
9%
9%
0
0
0
0
100%

Table 7: Greenlink Employee Promotions by Gender (2018-2021)
Gender
Male
Female
Total

Number of
Employees
4
7
11

Percent
36%
64%
100%

Table 8: Greenlink Employee Promotions by Age (2018-2021)
Age

Number of
Employees
0

Percent

Persons 25 to 34 Years

5

45%

Persons 35 to 44 Years

0

0%

Persons 45 to 54 Years

4

36%

Persons 55 to 59 Years

1

9%

Persons 60 to 64 Years

1

9%

Total

11

100%

Persons 20-24 Years

0%

Terminated Employee Analysis
Table 9 displays the Greenlink employee separations over the past four years by reason and race. No
Greenlink employees left the agency due to resignation in lieu of termination. The data during this
reporting period indicates that Voluntary Resignation is the number one reason for separation among all
ethnic groups. A review of available exit interview data shows that employees resign for multiple reasons
(e.g., personal reasons, career changes, and more flexible work schedules). For the period from 2018 to
2021, White employees comprise more than half of all voluntary separations compared to any other racial
group.
Over this four-year reporting period, a total of 11 employees were discharged from employment, which
indicates a slight decrease in the number of involuntary separations compared to the previous three-year
reporting period which had 12. Further, the table below indicates that the number of White employees
who were discharged is equal in number to that of Black/African American employees during this period
(5 each). The basis for discharge of Greenlink employees includes accumulation of multiple policy
violations (2); safety policy violations (2); job abandonment (4); unable to perform job duties or
unavailable to work (2); and drug and alcohol policy violation (1).
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Table 9: Separated Employees by Reason and Race (2018-2021)
Separation Reason

W

% W

B/AA

%
B/AA

H

% H

VOLUNTARY RESIGNATION

24

36.4%

15

22.7%

3

4.5%

AI/A % AI/A NH/PI
1.5%

1

1

%
%
Total
Two +
Two+
NH/PI
1.5%

2

3.0%

46

%
69.7%

RETIREMENT

4

6.1%

1

1.5%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

5

7.6%

END OF TEMP ASSIGNMENT

3

4.5%

1

1.5%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

4

6.1%

IN LIEU OF TERMINATION

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

DISCHARGED

5

7.6%

5

7.6%

0

0.0%

1

1.5%

0

0.0%

0

0.0%

11

16.7%

DECEASED

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

Total Separations

36

54.5%

22

33.3%

3

4.5%

2

3.0%

1

1.5%

2

3.0%

66

100.0%

Employee Disciplinary Analysis
Tables 10, 11 and 12 present the percent of disciplinary actions by category, race, gender, and age over
the past four years. During this period a total of 375 disciplinary actions were taken, representing an
average of 94 disciplinary actions per year. It is important to note that a single employee can account for
multiple disciplinary actions. Greenlink averages 70 employees on staff per year.
As documented in Table 10 below, Blacks continue to be disproportionately represented in all disciplinary
categories. However, compared to our 2018 submission (a three-year period), the percentage of
disciplinary actions issued to Black employees has decreased from 71% to 54.6%, representing a 16.4%
decrease over this four-year reporting period. In comparison, the percentage of disciplinary actions issued
to White employees increased from 22% to 32.8%, representing a 10.8% increase. In reviewing the
reasons for disciplinary action, safety violations (e.g., traffic violations and preventable accidents) account
for the majority of disciplinary actions, followed by attendance (e.g., excessive tardiness and unauthorized
absences) and unprofessional conduct (poor customer service). These violations reflect the potential
need for additional training, more effective supervision and/or better screening and selection of
applicants.
Table 10: Disciplinary Actions by Race (2018-2021)
Discipline Type
Disciplinary Warning
Suspension w/o pay
Total / Percentage

White

%

Black

%

AI/AL

%

Hispanic

%

114
9
123

32.3%
40.9%
32.8%

193
12
205

54.7%
54.5%
54.6%

9
0
9

2.5%
0.0%
2.4%

37
0
37

10.5%
0.0%
9.9%

Two or
More
0
1
1

%

Total

0.0%
4.5%
0.3%

353
22
375

Table 11 shows that during the current reporting period, males, who make up a greater percentage of the
workforce, are disciplined at a higher rate (58.9%) than females (41.1%). While males and females are
suspended at the same rate, males receive a greater number of disciplinary warnings (59.5%) compared
to females (40.5%).
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Table 11: Disciplinary Actions by Gender (2018-2021)
Discipline Type

Male

Female

Total

Disciplinary Warning
Suspension w/o pay
Total

210
11
221

143
11
154

353
22
375

%
Male
59.5%
50.0%
58.9%

%
Female
40.5%
50.0%
41.1%

Table 12 captures the total number of disciplinary actions by age range across this four-year reporting
period. It is important to note that because employees are moving into new age bands from year to year,
a single employee could account for multiple disciplinary actions in more than one age band. In reviewing
this data, the 45 to 54 age group has the greatest percentage of disciplinary actions over the four-year
period. This age group represents the highest percentage (28.6%) of the total Greenlink workforce. The
35 to 44 age group represents the next highest number of disciplinary actions and makes up 10 percent
of the workforce.
Table 12: Disciplinary Actions by Age (2018-2021)
Age Band
Persons 20 to 24 Years
Persons 25 to 34 Years
Persons 35 to 44 Years
Persons 45 to 54 Years
Persons 55 to 59 Years
Persons 60 to 64 Years
Persons 65 to 74 Years
Total

Number of
Disciplinary
Actions
1
17
83
125
52
48
57
383

Percentage
of Total

Current
Workforce

0.0%
4.4%
21.7%
32.6%
13.6%
12.5%
14.9%

0
6
7
20
16
11
10
70

Percentage
of Current
Workforce
0.0%
8.6%
10.0%
28.6%
22.9%
15.7%
14.3%

Compensation Analysis
The City of Greenville conducts annual compensation studies to ensure salary and benefits levels remain
competitive as compared to the market for which the city competes for labor and to ensure equity among
employees. During this reporting period, the labor market has been very competitive, especially for Bus
Operator positions. Consequently, the City’s Human Resources Department has worked with Greenlink
to maintain competitive pay for its personnel. To date, we have updated the salary structure twice during
this reporting period in addition to implementing 3% to 4% employee pay adjustments each year. This
allows an opportunity for greater financial growth for tenured employees.
For this analysis, salary data was sourced from a customized compensation survey conducted by the City
as well as Payfactors compensation survey data to highlight the industry starting salary for each position
to determine whether Greenlink employees are earning wages consistent with the labor market. It is
important to note that Greenlink is unique in that it is operated by the City of Greenville under contract
with the Greenville Transit Authority, unlike other transit systems that are managed by other private
organizations. As a result, salary information is proprietary and therefore not directly accessible from
these organizations. Therefore, third party surveys are utilized to pull an aggregate of this information.
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Table 13 below displays the data collected during a recent salary study for Greenlink positions with
multiple incumbents. As shown below, Greenlink pays above the survey average for all the jobs considered
in this study except for one, Transit Shift Supervisor. In general, the benchmark organizations surveyed
do not have this position; therefore, there is insufficient pay data to be included in the analysis.
Compared to the survey respondents Greenlink pays above the minimum of the market salary range for
all other positions.
Table 13: Salary Survey Analysis by Position
Greenlink Position
Bus Operator
Information Specialist
Mechanic
Transit Shift Supervisor

City
Average

Survey
Average

$19.15
$17.77
$23.67
$21.24

$17.41
$15.28
$21.60

City % of
Survey
Avg.
110%
116%
110%

Average
Survey
Min
$15.96
$14.68
$19.43

City % of
Survey
Min
102%
111%
101%

Goals and Timetables
The Greenlink Workforce Utilization Analysis (Appendix F) concluded that underutilization exists for White
females and Hispanic males in two job categories. Specifically, White females and Hispanic males are
underrepresented in the Service Maintenance category. The analysis shows that to create parity in this
job category, Greenlink would need to hire 9 White females and 2 Hispanic males. Greenlink currently
has 14 vacancies in the Service Maintenance job category including Bus Operators, Lead Bus Servicers,
and Facilities Maintenance Servicers. This will provide ample opportunity for Greenlink to address this
area of underutilization. As detailed above, the applicant pool of females of any race for jobs in the Service
Maintenance category is much lower than for males. However, as stated previously, Greenlink has
successfully increased its percentage of female employees over the last four years and will continue to be
committed to this effort by specifically targeting White females for open positions in this category.
As seen in Table 5, over the last four years Greenlink received 540 applicants for 15 open positions, some
with multiple vacancies. Of the 15 open positions, 9 are in the Service Maintenance job category. Of the
540 total applications received, 407 were for Service Maintenance positions; of those 407 applications,
only 15 were of Hispanic or Latino ethnicity (3%). Comparing that to hiring data over the last four years,
3.6% of the total Greenlink hires were Hispanic males. This indicates that our hiring rate for Hispanics is
consistent with the available applicant pool. Over this same timeframe (2018-2021), Greenlink
experienced high turnover in its Service Maintenance positions including two Hispanic males which
accounts for our underutilization in this category.
Greenlink is also underutilized in the Skilled Craft category by one Hispanic male. Currently, there is one
vacancy in the Skilled Craft job category (Heavy Bus Mechanic) which provides an opportunity to further
address this underutilization.
In the Administrative Support category, hiring one White female will create parity. Greenlink jobs in this
category include Senior Administrative Assistant and Information Specialist. These positions do not
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experience much turnover and currently there are no vacancies in this job category. However, Greenlink
is committed to addressing underutilization whenever openings do occur.
The City of Greenville and Greenlink are committed to continuing their good faith efforts to provide equal
employment opportunities for all individuals. Toward that end, the City’s Human Resources Department
in collaboration with Greenlink management have identified the following goals (see Table 14) to
encourage a larger and more diversified pool of applicants so that it can continue to ensure its workforce
meets parity in all job categories across all ethnic groups.
Table 14: EEO Goals and Timetables

Goal

Continue to distribute and post the City’s Employment Bulletin to local,
regional, and national agencies and websites including the Hispanic
Alliance for Career Enhancement (HACE), Goodwill Industries, SC Works,
Upstate Warrior Solutions, Upstate Fatherhood Coalition, Minority
Professional Network, National Minority Update, neighborhood
associations among others, which assist with the recruitment of minority,
disabled and veteran applicants.
Continue to partner with the Greenville Chamber of Commerce and
NationJob.com, which cross posts our jobs on sites such as Indeed,
SimplyHired, Beyond, and Vetjobs; utilizing social media for outreach; and
posting jobs to over 40 relevant niche sites, over 100 geographically based
sites, and Mass Transit Magazine, Transit Talent, and Women in
Transportation (WTS).
Continue to post City job vacancies on GovernementJobs.com, the leader
in government sector jobs and a pioneer in the online recruiting space
with over 5,000 users nationwide. Government Jobs.com utilizes the
world’s foremost fully integrated public sector recruitment, selection and
applicant tracking system called NEGOV Insight.
Continue to coordinate with Greenville County technical schools, colleges,
and universities including historically black colleges and universities to
distribute information on Greenlink’s services and career opportunities to
increase the pool of potential applicants.
Re-establish attendance at community and educational job fairs and other
events as is safe to do so and within budget.
Continue mobile advertising on buses and trolleys.
Continue to provide a sign-on bonus to Bus Operator new hires to attract
more applicants.
Continue to encourage City employees to provide information about
Greenlink employment opportunities in their communities, providing a
referral bonus program as budget allows.
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Timeframe
Ongoing
(weekly)

Ongoing

Ongoing

Ongoing
6 to 12
months
Ongoing
Ongoing
Ongoing

Assessment of Employment Practices
The City strives to ensure that all employees are treated fairly and consistent with applicable federal,
state, and local employment laws and its Human Resources policies throughout the employment cycle.
Our policies provide opportunity for any employee to raise concerns not only through their chain of
command, but also through internal appeal procedures and its confidential Employee Protection Line
complaint system. As always, employees can also exercise their option to file complaints with external
agencies.
Recruiting and Hiring
A review of the City of Greenville’s EEO data and Human Resources policies did not identify any existing
policies or procedures that operate as employment barriers and unjustifiably contribute to
underutilization. As detailed in this report, the City has minimal underutilization and has taken proactive
steps to address these areas where they occur. The most significant underutilization is for White females
in Service Maintenance jobs. Regardless, we have increased our employment of White females over the
last four-year period and will continue with our aggressive recruitment efforts to address this area.
The City will continue to advertise vacant positions using a multi-pronged recruitment strategy to attract
a qualified and diverse applicant pool for all job openings, especially for hard-to-fill positions such as Bus
Operators. The labor market of qualified bus operators is tight and highly competitive in Greenville
County and nationally. For this reason, the City has taken steps to ensure competitive pay and benefits,
as well as invested in a Bus Operator in Training program to create a much-needed pipeline of applicants
for the Bus Operator positions. This strategy has been successful overall and especially in providing career
opportunities for members of our community through this entry-level training program. In addition, in
2019 Greenlink implemented a sign-on bonus for Bus Operators to attract more applicants to this difficult
to fill position, as well as a referral bonus program to motivate City employees from all Departments share
Greenlink opportunities within their communities and encourage their peers to apply.
Compensation and Benefits
The City is committed to providing its employees with competitive pay and benefits to facilitate
recruitment, retention, and employee morale. To ensure the market competitiveness of our pay structure
and salaries, the City’s Human Resources department conducts a customized annual salary survey to
ensure our pay is competitive. As detailed in the Compensation Analysis section above, Greenlink pays
above the survey average for all of the benchmarked jobs. Compared to the survey respondents Greenlink
pays above the minimum of the market salary range for all other positions. The City has consistently
provided on an annual basis a 3% to 4% pay adjustment to all employees based on funding availability. In
addition, it has adjusted its pay structures to reflect unanticipated market shifts in this tight labor market.
The City continues to offer a competitive, generous, and affordable benefits package to all employees.
Benefit information is readily available online through the City’s website, intranet, and in the Human
Resources Department.
Performance Management
The City is committed to developing and maintaining a high-performance workforce. Towards this end,
every new employee as part of their onboarding process is provided and receives extensive training on
the Greenlink Operations Handbook. This handbook identifies specific performance requirements for all
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Greenlink employees. This is supplemented by ongoing performance coaching and monthly training. In
addition, the City makes a significant investment in training its personnel in the required knowledge and
skills necessary to successfully perform their respective job responsibilities. Employees have the
opportunity to take advantage of a $5,000 annual tuition reimbursement program in addition to training
programs offered through their respective departments and Human Resources. In this past year, the City
invested in an online learning management system that allows employees to participate in training across
a variety of topics relevant to their positions. The City of Greenville Human Resources Department also
offers a six-week supervisory development program, covering EEO topics, Human Resources policies, and
supervisory leadership skills. The City has also implemented a new online performance management
system providing supervisors with the tools to successfully document employee performance and
automatically assign training to address developmental needs. All supervisors are provided annual
training on how to write and conduct effective performance evaluations. Because of our investment in
developing employees, we are actively preparing them to take advantage of promotional opportunities.
Employee Discipline
The City of Greenville’s disciplinary process is detailed in Human Resources policy 5.2 Disciplinary Actions
and the Appeals Process. The purpose of this policy is to ensure the fair and equitable administration of
discipline as well as the rights of employees to appeal certain disciplinary actions as part of an internal
review process. All suspensions, demotions and terminations are reviewed by the Human Resources
Director and the City’s Legal Department before any action is taken by a manager. An employee can appeal
any suspension, demotion, or termination through the internal peer review board. The board’s
recommendation is reviewed by the City Manager for final adjudication.
Through new employee orientation, all employees are trained on HR 5.2 and provided a copy of the policy
for which they must sign a policy acknowledgement. All employees are also provided with a copy of the
Employee Policy Handbook and all City policies are readily available through the City’s website, employee
intranet, and Human Resources Department. In addition, all City policies are periodically reviewed and
revised as necessary.

Monitoring and Reporting System
In an effort to ensure a diverse and equally representative workforce, Greenlink monitors employee
interactions through several means. Appendix G provides a listing of the Greenlink employee complaints
received and their status. There was one complaint received through the Human Resources Department.
That complaint was heard by the internal review board which upheld the City’s decision and affirmed by
the City Manager. There were no EEOC charges, nor Employee Protection Line complaints during this
reporting period.
We know that an important part of any successful EEO program is the establishment of an effective and
implementable internal monitoring and reporting process. This process is established to provide the basis
for determining if the EEO Program is accomplishing equity in employment. To monitor the Greenlink
EEO Program and guarantee accurate reporting the following steps will be taken:
1. The City’s Human Resources Department in collaboration with Greenlink management shall
document the sources utilized for advertising job openings and include sources that are
specific to protected groups. The City’s EEO/Employment Administrator will review these
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2.
3.

4.
5.

6.
7.
8.
9.

sources annually to determine if the level of advertising for open positions is being completed
to promote applicants in areas where there is underutilization. In support of advertising
Greenlink vacant positions, the City’s process is to advertise positions through
GovernmentJobs.com. The City of Greenville will also send information regarding job
classifications and instructions for accessing current position listings on Governmentjobs.com
to the Nationjob (who partners with the Greenville Chamber of Commerce), South Carolina
Works/South Carolina Business One Stop, Goodwill Industries Job Connection, Sunbelt
Human Advancement Resources, Inc. (SHARE), SC US Courts, the South Carolina National
Guard, the Hispanic Alliance of South Carolina, and local colleges.
The minority/gender identities of applicants and new hires shall be reviewed periodically to
assure that sufficient numbers are applying for jobs and to assure that the selection process
is not adversely impacting the City’s ability to meets its EEO program goals.
All employees engaged in rendering hiring and promotion decisions shall be trained to assure
nondiscrimination in decision-making. The hiring and promotion process is monitored and
coordinated through the Human Resources Department to ensure the fairness and
transparency of these processes. Managers and supervisors in hiring- and termination-level
positions receive training through the City’s Supervisory Development Program to ensure
their understanding of the City’s EEO program. Further, additional EEO training is provided
through the City’s online Learning Management System.
Information collected for EEO purposes only, regarding applicants who have protected group
membership, shall be maintained by Human Resources in a file separate from applications.
Greenlink senior management will coordinate with the Human Resources Department to
review any underutilization and promote the EEO Program with hiring managers and
externally in an effort to increase the applicant pool and thereby achieve improved
representation.
Promotional opportunities, where a concern of unequal consideration or opportunity arises,
shall be reviewed by the Human Resources Department to assure that qualified applicants are
given equal consideration and opportunities for upgrades, promotions, and transfers.
Where additional training and experience would be helpful for advancement, Greenlink and
Human Resources will coordinate appropriate options to counsel and assist employees.
The appraisal of equal employment opportunity efforts and results, along with other
important criteria, will continue to be factored into the employee’s job performance results
and satisfactory outcomes.
Exit interviews will continue to be requested and monitored by Human Resources when
employment ends voluntarily. Any comments or issues regarding EEO will be documented
and provided to the City of Greenville EEO Administrator and as related specifically to
Greenlink, provided to the Transportation Director while maintaining any necessary
employee confidentiality guidelines.

Reporting will be maintained to allow for review of Greenlink EEO Program’s performance throughout the
year to determine where, if any, corrective actions may be needed. In order for Greenlink to assess its
objective of achieving, within a reasonable period of time, an employment profile with respect to
protected groups in each job category, a systematic approach must be taken to monitor the results of the
EEO Program. The internal reporting completed by the City of Greenville EEO Administrator in
coordination with the Human Resources Director and personnel designated by the Public Transportation
Director shall be completed annually and will include tracking of the following information related to
protected classes:

20

•
•
•
•
•
•
•
•
•
•

Permanent full-time employees
Permanent part-time employees
Permanent full-time employees grouped by occupational category and salary level
New hires
Promotions
Training opportunities and training completed.
Disciplinary actions
Annual evaluations
Any management level employee not accomplishing the EEO goals as identified through review
of their performance
Any EEO complaints received whether or not they are substantiated.

It shall be the objective of Greenlink to resolve issues of discrimination, disparate treatment, and/or
harassment in an informal manner by involving the immediate supervisor and/or the City of Greenville
EEO Administrator, as deemed appropriate. The City of Greenville Human Resources Director and EEO
Administrator are responsible for mediating complaints of discrimination at the early stages by counseling
employees in matters of discrimination in employment, disparate treatment, adverse impact, sexual
harassment, etc., and by advising or assisting management in the complaint resolution process before a
formal grievance is filed by an employee. Formal complaint procedures have been established and are
communicated so that any employee may elevate a complaint for review if they believe the informal
process is not successfully addressing their discrimination, disparate impact, or harassment concerns. The
Complaint Resolution Procedure outlined in Table 15 may also be utilized to resolve complaints. However,
employees are informed that nothing in Greenlink’s EEO Program, informal, or formal processes prevents
an employee from initiating a discrimination complaint, at any time, with any civil rights agency, nor are
time limits for such agencies waived by any of the City's procedures or EEO Policies.
Table 15: Complaint Resolution Procedure
Responsibility
Complainant

Step
1

Greenlink
Management

2

Human
Resources
Director/EEO
Administrator

3

Action
Reports complaint of alleged unlawful discriminatory act, disparate
treatment or harassment. Employees are asked to follow the chain of
command in registering their complaints unless the complaint is against
the department director. In this instance, the employee can register the
complaint with the EEO Administrator and/or the Human Resources
Director.
Informs Human Resources of the complaint. If the complaint is not
successfully resolved by the department, the employee may then register
the complaint directly with Human Resources/EEO Administrator. The
complaint and steps taken to resolve will be reviewed by Human
Resources to determine if additional action is required. If further action is
required, an investigation will be initiated in coordination with the Human
Resources Director and/or EEO Administrator.
If complaint is against the Public Transportation Director, the Human
Resources Director conducts the investigation. If determined that
additional action is warranted, the HR Director conducts an investigation
and consults with any impacted or participatory party to resolve the
complaint, documenting all steps taken. A final report of the findings is
provided to the City Manager for review.
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Greenlink
Management

2

Human
Resources
Director/EEO
Administrator

3

Human
Resources
Director

4

complaint with the EEO Administrator and/or the Human Resources
Director.
Informs Human Resources of the complaint. If the complaint is not
successfully resolved by the department, the employee may then register
the complaint directly with Human Resources/EEO Administrator. The
complaint and steps taken to resolve will be reviewed by Human
Resources to determine if additional action is required. If further action is
required, an investigation will be initiated in coordination with the Human
Resources Director and/or EEO Administrator.
If complaint is against the Public Transportation Director, the Human
Resources Director conducts the investigation. If determined that
additional action is warranted, the HR Director conducts an investigation
and consults with any impacted or participatory party to resolve the
complaint, documenting all steps taken. A final report of the findings is
provided to the City Manager for review.
If EEO Administrator conducts the investigation, Human Resources
Director will review EEO Officer’s recommendation and take next steps, as
appropriate and consistent with City EEO, Harassment, Age, and
Disciplinary policies. If necessary, Human Resources Director and/or EEO
Administrator will consult with the City Attorney’s Office for guidance
and/or review of investigation. Human Resources Director and/or EEO
Administrator will meet with the complainant to review the outcome of
the investigation.

Complaints are handled on a case-by-case basis and variations in complexity will impact the time it takes
to complete an investigation and recommend a course of action. The reporting system will provide
documentation to support actions that affect applicants or employees from protected groups. City
management will be informed of program effectiveness.

Conflicts of Interest
While Greenlink has not had any issues related to conflicts of interest, it is committed to ensuring the
integrity of its EEO complaint and investigation processes. If for some reason an employee or applicant
does not want to bring a complaint to the EEO Officer, then the employee or applicant should contact the
CEO, James Keel, concerning the complaint. The CEO can be contacted by writing to 100 W. McBee Avenue,
Greenville, SC 29601, by telephone at 864-298-2767, or by email to jkeel@greenvillesc.gov. The CEO will
communicate and provide the results of his or her investigation to the EEO Officer. Alternatively, an
employee or applicant can contact the Human Resources Director, Athena Miller, by writing to 206 S.
Main Street, Greenville, SC 29601, by telephone at 864-467-4535, or by email to amiller@greenvillesc.gov.
The Human Resources Director will conduct an independent investigation and inform the CEO of the
results. The CEO and Human Resources Director will then meet with the EEO Officer to address any
conflicts of interest and ensure the appropriate resolution is implemented.
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If a conflict of interest is between the EEO Officer and the Human Resources Director, the CEO will address
the complaint and conduct the necessary investigative follow up to resolve the issue.
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I.

Purpose
The purpose of this policy is to ensure fair and equitable treatment of all City employees and all
candidates for employment with the City of Greenville.

II.

Applicability
This policy applies to all employees and candidates for employment with the City of Greenville.

III.

IV.

Definitions


Discrimination: Treatment or consideration of, or making a distinction in favor of or against,
a person or thing based on the group, class, or category to which that person or thing belongs
rather than on individual merit; unfair treatment of one person or group, usually because of
prejudice about race, ethnicity, age, sex or sexual orientation, religion, and gender or gender
identity.



Equal Employment Opportunity Commission (EEOC): The Federal agency responsible for
enforcing federal discrimination laws.



Protected Class: Group of individuals who have faced discrimination and are now protected
under federal and state nondiscrimination laws. Protected classes under Federal laws include
race, color, religion, sex, sexual orientation, gender identity, age, national origin, veteran status,
disability and genetic information.



Genetic Information: Information about an individual’s genetic test; the genetic test of a
family member; the manifestation of disease or disorder in family members of the individual
(family medical history); an individual’s request for, or receipt of, genetic services, or the
participation in clinical research includes genetic services by the individual or a family member
or the individual; or, the genetic information of a fetus carried by an individual or by a pregnant
woman who is a family member of the individual and the genetic information of an embryo
legally held by the individual or family member using an assisted reproductive technology.

Policy
The City of Greenville prohibits, forbids, and does not tolerate discrimination against anyone on
the basis of race, color, religion, sex, sexual orientation, gender identity, age, national origin,
veteran status, disability, or genetic information. All employees, managers, supervisors and job
applicants are guaranteed the same employment opportunities. No person or employee, no matter
his or her title or position, has the authority, expressed, actual, apparent or implied, to discriminate
against another employee of the City of Greenville. The City further prohibits verbal, physical, or
visual conduct that belittles or demeans any individual on the basis of race, color, religion, sex,
sexual orientation, gender identity, age, national origin, veteran status, disability, and genetic
information.
The City of Greenville, therefore, will not itself discriminate against any employee, manager,
supervisor, or applicant on the basis of race, color, religion, sex, sexual orientation, gender identity,
age, national origin, veteran status, disability, or genetic status. The City of Greenville’s supervisors
and management will make all recruitment, placement, selection, training, promotion, layoff, and
1
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termination decisions based solely on job-related qualifications and abilities without regard to race,
color, religion, sex, sexual orientation, gender identity, age, national origin, veteran status,
disability, or genetic information.
The City will administer and conduct all personnel procedures including compensation, benefits,
discipline, training, recreational and social activities and safety and health programs without regard
to an individual’s race, color, religion, sex, sexual orientation, gender identity, age, national origin,
veteran status, disability, or genetic information.
V.

Procedures
A.

Reporting Discrimination
Any questions, problems, or complaints regarding a violation of this policy, or concerning
discrimination in general, must be reported to a supervisor, department head, or to the
Director of Human Resources. If he/she feels uncomfortable doing so; or if the supervisor,
department head, or Human Resources Director is the source of the problem, condones the
problem, or ignores the problem, the report may be made to any member of the Collective
Risk Management Team (CRMT).
As yet another alternative, the City has provided a toll-free, 24-hours/day available
Employee Protection Hotline which employees may call to report the wrongdoing. The
complaint will then be referred to the CRMT whose members have been trained to
discreetly and professionally investigate and manage such employee complaints. To report
a complaint using the Employee Protection Hotline call toll-free 1 (800) 576-5262 day
or night, 24 hours per day. When reporting complaints via the hotline, be sure to indicate
the City’s Organization Code which is 10046.
Employees are not required to directly confront the person who is the source of their
discrimination complaint before reporting such discrimination through any of the
individuals or reporting channels listed above. Managers and supervisors who receive such
reports should contact the Human Resources Director or a member of the CRMT to
coordinate the investigation and handling of these potentially serious risks.

B.

Employee’s Obligation
All City personnel are required to carry out the spirit and intent of this policy in order to
provide an affirmative equal opportunity environment for all, in order to ensure a diverse
workforce for the City of Greenville, and in order to preclude discrimination of any form
in any and all employment practices.
Implementation of this policy is the responsibility of all employees of the City of
Greenville. The Human Resources Director has been designated by the City Manager as
the staff executive in charge of ensuring compliance.
The laws administered by the EEOC are:

2
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Title VII of the Civil Rights Act of 1964 (Title VII), which prohibits employment
discrimination based on race, color, religion, sex, sexual orientation, gender identity,
age, national origin, veteran status, disability and genetic information.



The Equal Pay Act of 1963 (EPA), which protects men and women who perform
substantially equal work in the same establishment from sex-based wage
discrimination.



The Age Discrimination in Employment Act of 1967 (ADEA), which protects
individuals who are 40 years of age or older.



Title I and Title V of the Americans with Disabilities Act of 1990 (ADA), which
prohibit employment discrimination against qualified individuals with disabilities in
the private sector, and in state and local governments.



Sections 501 and 505 of the Rehabilitation Act of 1973, which prohibit discrimination
against qualified individuals with disabilities who work in the federal government.



The Civil Rights Act of 1991, which, among other things, provides monetary damages
in cases of intentional employment discrimination.



Title II of the Genetic Information Nondiscrimination Act of 2008 prohibits the use of
genetic information in employment, prohibits the intentional acquisition of genetic
information about applicants and employees, and imposes strict confidentiality
requirements.

3
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City of Greenville
Index of Position Background Codes
(Policy 1.3 Recruiting and Hiring – Section F. 2.)
Category A+ (Department Directors)
City Attorney
City Manager
Council Members
Deputy City Manager
Director of Econ. & Community Dev.
Deputy Police Chief (E)

Director of Human Resources
Director of OMB
Director Parks & Recreation
Director of Public Info & Events
Director of Public Transportation
Director of Public Works

Fire Chief (E)
Intergovernmental Manager
Mayor
Municipal Court Judge
Police Chief (E)

Deputy Director of Parks & Rec.
Deputy Fire Chief (E)
Deputy Fire Marshal (E)
Engineering Services Manager
Fire Captain (E)
Fleet Manager (I, II)
General Mgr. of Parking Services
GIS Technical Manager
Health Clinic Administrator
Information Technology Mgr.
Parks & Grounds Administrator
Planning & Development Mgr.
Police Captain (E)

Police Public Affairs Manager
Public Information Administrator
Public Works Business Manager
Public Works Operations Manager
Purchasing Administrator
Recreation Administrator
Revenue Administrator
Risk Manager
Solid Waste & Recycling Manager
Strat. Planning & Analysis Admin.
Transit Operations & Safety Manager
Zoo Administrator
Zoo Deputy Admin (& Vet)

Community Center Supervisor
Community Centers Manager
Community Dev. Financial Coord.
Community Dev. Project Mgr.
Community Planner
Compensation Analyst
Construction Engineering Manager
Court Services Associate
Court Services Coordinator
Crime Analyst
CS Reps (City Hall, Greenville Cares)
Customer Relations Coordinator
Deputy City Clerk
Development Planner
Downtown Project Manager
Economic Dev. Marketing Analyst
Economic Dev. Project Manager
EEO/Employment Administrator
Enterprise Systems Bus. Analyst
Environ. Compliance Coord.
Events Administrator
Exec. Assistant to City Manager
Executive Assistant to Mayor
Fleet Coordinator
Gang Intervention Program Coord.
General Curator
GIS Analyst (I, II, III)
Grants Coordinator
Graphic Design & Marketing Coord.
Graphics Manager
Human Resources Coordinator
Human Resources Generalist
Information Specialist – GTA
Inspector (I, II, III)

Intern (Temporary PT)
Landscape Architect
Lead Buyer
Legal Office Administrator
Mail Services Clerk
Marketing & Events Coordinator
Marketing & Public Affairs Manager
Ministerial Recorder
Mobility Coordinator
NCIC Coordinator
Network Security Engineer
Network Security Specialist
Occupational Health Nurse
Office Manager
Operations Coordinator
Paralegal
Parking Administration Supervisor
Parking Call Center Supervisor
Parking Enforcement Supervisor
Parks & Grounds Manager
Payroll Accountant
Permit Coordinator
Permit & License Specialist (I, II)
Planning Coordinator
Plans Examiner
Plans Routing Technician
Property & Compliance Mgr.
Public Affairs Coordinator
Real Estate Development Manager
Recreation Leader (CDL, Non-CDL)
Recreation Program Coordinator
Recreation Programs Manager
Recycling Coordinator
Reptile Curator

Category A (Division Managers)
Assistant City Attorney
Assistant City Manager
Assist. Communications Bureau Adm.
Assistant Fire Chief (E)
Assistant G.M., Parking Services
Assistant Municipal Court Judge
Assist. Public Transportation Director
Assistant Public Works Director
Building Codes Administrator
City Clerk
Communications Bureau Admin.
Community Dev. & Relations Admin.
Comptroller
Category B (Administrative Personnel)
Accounting Technician (FT, PPT)
Administrative Assistant (I, II, III)
Alarm Coordinator
Assistant Building Codes Administrator
Assistant City Eng. - Civil
Assistant City Engineer – Environ.
Assistant City Engineer – Traffic
Assistant Mgr., Planning & Develop.
Athletic Program Coordinator
Athletic Program Manager
Benefits Administrator
Budget & Management Analyst
Budget Administrator
Budget Analyst/Auditor (PPT)
Building Services Manager
Business Analyst I
Business & Projects Manager
Business Development Manager
Business License Supervisor
Business License Officer
Bus. Mgmt. & Systems App. Specialist
Buyer
Capital Projects Manager
CBD Inspector PPT
Civil Engineer
Clerk of Finance
Clerk of Operations
Code Enforcement Officer
Code Enforcement Supervisor
Communications Shift Supervisor
Communications Manager
Communications Specialist (I, II)
Communications Training Coord.
Community Center Coordinator

Revised 08/07/2019

City of Greenville
Index of Position Background Codes
(Policy 1.3 Recruiting and Hiring – Section F. 2.)
Category B - Continued
Revenue Auditor
Revenue Specialist
Revenue Technician
Sales & Finance Manager
Sales & Marketing Coordinator
Secondary Consulting Vet
Senior Accountant
Senior Accounting Technician
Senior Civil Engineer
Senior Compensation Analyst
Senior Development Planner
Sr. Economic Dev. Project Mgr.
Senior Human Resources Generalist

Senior Landscape Architect
Senior Paralegal
Senior Traffic Operations Engineer
Server Administrator
Social Media Coordinator
Special Events Coordinator
Special Events Manager
Support Center Technician
Teacher-Recreation Program
Technical Project Coordinator
Technical Services Manager
Traffic Operations Engineer

Training & Certification Coordinator
Transit Planning & Grants Coordinator
Urban Designer
Victim Witness Advocate
Video Manager
Volunteer Services Coordinator
Zoo Education Curator
Zoo Education Instructor
Zoo Membership & Volunteer Coord.
Zoo Public Services Attendant
Zoo Public Services Coordinator
Zoning Code Enforcement Officer

Parks & Grounds Supervisor
Parks & Rec Maintenance Tech (I, II)
Parks Maintenance Supervisor
Pavement Supervisor
Plumber
Recreation Camp Counselor
Safety and Training Assistant
Safety and Training Coordinator
Semi-Skilled Laborer
Service Writer
Senior Engineering Technician
Sr. Parking Facilities Specialist
Sr. Sign Supply/Traffic Ctrl. Tech
Senior Signal System Technician
Senior Traffic Control Technician
Senior Tree Service Technician
Shop Foreman
Shop Superintendent
Signal System Technician
Small Engine Mechanic
Solid Waste Collector
Solid Waste Equipment Operator
(I, II, III, and IV)
Solid Waste Superintendent
Solid Waste Supervisor
Stormwater Supervisor
Stormwater Technician (I, II)
Stormwater Ops Superintendent

Streets & Sidewalk Superintendent
Streets Cleaning Supervisor
Streets Cleaning Tech (I, II)
Streets Concrete Tech (I, II)
Superintendent, ROW/Community Svc.
Superintendent, Parks & Grounds
Superintendent of Trees
Survey Engineer
Traffic Control Technician
Traffic Control Supervisor
Transit Dispatch Supervisor
Transit Shift Supervisor
Tree Service Tech II
Trolley Operator (Perm Part-Time)
Utility Locator
Video Inspector (I, II)
Veterinary Technician
Wastewater Assessment Supervisor
Wastewater Combination Truck Oper.
Wastewater Engineering Supervisor
Wastewater Maintenance Supervisor
Wastewater Ops Superintendent
Wastewater Repair Supervisor
Wastewater Systems Inspector
Wastewater Technician (I, II)
Zoo Maintenance Supervisor
Zoo Maintenance Technician
Zookeeper

Fire Battalion Chief
Fire Captain (A)
Fire Chief (A+)
Fire Community Risk Reduction
and Education Coordinator
Fire Inspector (I, II)
Fire Lieutenant
Fire Marshal
Fire Med Compliance Assur. Ofc
Fire Specialist

Firefighter (EMT, II, III)
Master Patrol Officer
Police Captain (A)
Police Chief (A+)
Police Corporal
Police Lieutenant
Police Officer (I, II, III)
Police Sergeant
Reserve Police Officer
Resource Management Officer
Training Officer

Category C (Operational Personnel)
Asphalt Pavement Tech (I, II)
Assistant Manager, Parks & Grounds
Building Maintenance Supervisor
Building Maintenance Technician
(Relief Driver, Carpenter/Painter)
Bus Operator (GTA, Paratransit)
Bus Servicer
Cart Technician
Cemetery Maintenance Supervisor
Concrete Supervisor
Custodian (Full-time, Perm-PT)
Engineering Plans Examiner
Engineering Technician (I, II)
Facilities Maintenance Servicer
Facilities Maintenance Specialist
Fountain Technician
Horticulture Technician
HVAC Technician
Lead Bus Servicer – GTA
Master Electrician
Mechanic (I, II, III, Non-CDL)
Paratransit (GAP) Coordinator
Parking Attendant –Events
Parking Control Specialist
Parking Facilities Specialist
Parking Maintenance Supervisor
Parking Maintenance Specialist
Parking Maintenance Tech
Parks & Grounds Superintendent
Category E (Public Safety Personnel)
Animal Control Officer
Assistant Fire Chief (A)
Assistant Fire Mechanic
Chief Fire Mechanic
Chief of Training
Deputy Police Chief (A+)
Deputy Fire Chief (A)
Deputy Fire Marshall (A)
Desk Officer (Police)
Fire Accreditation Manager
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I.

Purpose
The purpose of this policy is to ensure that all new City of Greenville employees receive a timely,
effective, and professional orientation. The goal of the New Employee Orientation programs is to
establish necessary employee records and to provide the employee with valuable introductory
knowledge about employment with the City, facilitating higher levels of job satisfaction, and
confidence.

II.

Applicability
This policy applies to all new full time and permanent part-time employees of the City of
Greenville.

III.

IV.

Definitions
•

Benefits Orientation: A comprehensive half-day session in which new employees will select
and enroll in City benefits and obtain a City identification badge.

•

Departmental Orientation: Provides an opportunity for supervisors to review the job
description with new employees, introduce them to established employees, and ensure they
understand the functions of the department and how their job fits in the department’s structure,
as well as receive an overview of departmental policies and procedures related to their job
responsibilities.

•

Employment Eligibility Form (I-9): A federal government employment verification form
required of all individuals hired by the City after November 6, 1986.

•

Form W-4: A federal government form required so employers can withhold the correct federal
income tax from an individual’s pay.

•

New Employee Orientation (NEO): A full-day session designed to welcome new employees,
introduce them to working at the City, and provide them with information that is critical to
successful employment with the organization.

Policy
It is the policy of the City of Greenville to properly acquaint new employees with the City as an
organization and employer. Further, it is the City’s desire that employees understand their work
environment, their benefits, privileges, and responsibilities.
The goals of the City’s New Employee Orientation programs are to:
•

Help new employees feel welcome and make a successful adjustment to their new job.

•

Foster an understanding of the City’s culture, values, and diversity.

•

Help the individual understand his/her role and responsibilities and related performance
and conduct expectations.

1
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•

Ensure employees receive any required job training and basic information needed to
perform effectively and efficiently on the job.

•

Ensure new employees understand the City’s benefits programs and participate in a timely
manner in the benefits enrollment process.

•

Obtain a basic understanding of key Human Resources policies and procedures.

Human Resources, the employing department, and all City employees who may interact with new
employees are expected to provide the support and attention necessary to help new employees feel they
belong and quickly become productive on their jobs.
V.

Procedures
The new employee onboarding programs are a collaborative effort between Human Resources and the
hiring department/supervisor and includes Departmental Orientation, Benefits Orientation, and the
New Employee Orientation (NEO) session. The Human Resources Department is responsible for
scheduling and conducting benefits orientation and NEO. Supervisors are responsible for Departmental
Orientation.
A. Departmental Orientation
Departmental orientations are critical and must be done in a conscientious and consistent manner
with all new employees. Departmental orientations provide an important opportunity for
supervisors to help new employees feel comfortable with established employees and understand the
functions of the department and how their job fits within it.
1. Preparation for the First Day. Prior to the new employee’s arrival, the hiring department should
make the following preparations:
a. Review Departmental Orientation Checklist (Exhibit A).
b. Contact new employee to confirm start date, time, and location and to provide
provisions for uniform fitting (if applicable).
c. Re-confirm Benefits Enrollment date and time.
d. Schedule introductory meetings with Department management and other relevant City
personnel.
e. Meet with current work team about new employee’s roles and responsibilities and
appoint a “work buddy”.
f.

Coordinate a Welcome Packet to present to the new employee on their first day of work
consisting of:
•
•
•

Departmental Policies and Procedures
Safety Manual
Departmental contact names, phone numbers, and email addresses.
2
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g. Prepare new employee’s work area or office by purchasing office furniture and ordering
office supplies, business cards, personalized note pads, and name plate (if applicable).
h. Complete the Information Technology (IT) Services Request Form for New Hires in
NEOGOV Onboard. This request form is necessary to coordinate City technology
services for the new employee, including email, computer equipment, phone, etc. A
link to this form will be provided to the supervisor via email one week prior to the start
date.
i. As necessary, contact the Parking Division for a Parking Automatic Vehicle
Identification (AVI) Tag and ensure that the employee has completed the Parking Pass
Request form through NEOGOV Onboard.
j. Have office and desk keys made and/or available.
2. New Hire Paperwork. New employees are required to complete the following paperwork no
later than the first day of employment:
a. Form I-9. All employees are required to complete Form I-9 no later than their first day
of employment, and must present original supporting documents to Human Resources
no later than the third day of employment.
b. Other Employment Forms. New employees are also required to complete other new hire
forms, including W-4, Direct Deposit, Emergency Contacts, etc.) through the City’s
online onboarding system, NEOGOV Onboard by their first day of employment.
3. First Day of Work. On the first day of work, all new employees shall report to their supervisor.
The supervisor is responsible for arranging and/or conducting all necessary training to ensure
new employees are thoroughly familiar with their job requirements and properly briefed on all
items on the Departmental Orientation Checklist (Exhibit A). The supervisor shall review and
discuss the checklist, pacing the information to allow time to learn and integrate the training
received. The new employee and supervisor shall verify that all information was discussed, and
both will sign and submit the completed checklist in Onboard and print a copy for the employee.
Human Resources will place a copy of the checklist in the new employee’s personnel file.
B. Benefits Orientation
Benefits Orientation is a half-day session scheduled and conducted by Human Resources and
is designed to provide important policy information to new employees and facilitate their
enrollment in elected benefits. All full-time and permanent part-time new employees are
required to attend Benefits Orientation. The department supervisor must ensure that new
employees attend Benefits Orientation according to their scheduled date and time as specified
in their offer letters. New employees are expected to review the Employee Benefits Guide and
related checklist and come prepared to make their benefit elections during Benefits Orientation.
C. New Employee Orientation
New Employee Orientation (NEO) is a full day training program designed to welcome new
employees, introduce them to the City Manager and/or Deputy City Manager and provide them
3
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with an overview of key policies and other information critical to their successful employment
with the City. All full-time and permanent part-time new employees are required to attend
NEO. Human Resources and the department supervisor must ensure that new employees attend
NEO within 60 days of hire.
D. Roles and Responsibilities
1. Hiring Department
•
•
•
•
•
•
•
•
•

Create a welcoming and supportive environment for all new employees.
Successfully complete all required Departmental Orientation checklist items and
submit to Human Resources for placement in personnel file.
Arrange with IT for new employee to obtain City identification badge.
Ensure new employees complete the required new hire paperwork in NEOGOV
Onboard prior to their first day of employment.
Arrange and/or conduct all necessary job-specific training to ensure new employees
are thoroughly familiar with department policies and procedures.
Review the employee’s job description to clarify duties and responsibilities.
Assign the new employee with a mentor to acclimate the employee to their new
surroundings, work, and safety procedures.
Engage with new employees on a regular basis to facilitate their successful transition
to their job.
Ensure new employees attend their scheduled Benefits Orientation and NEO
sessions.

2. Human Resources
•
•
•
•
•
•

Offer bi-monthly sessions for Benefits Orientation.
Ensure new employee and covered dependents receive initial COBRA notifications.
Ensure new employee participate in NEO within 60 days of hire.
Ensure new employee completes I-9 and other new hire forms by the first day of
employment.
Provide departments with strategies, resources, and tools for development of their
department-specific workplace orientation.
Ensure that the Departmental Orientation Checklist (Exhibit A) is fully completed
and placed in the new employee’s personnel file.

3. Employees
•
•
•
•

Participate in their scheduled orientation programs.
Complete new hire paperwork in Onboard including the I-9 and W-4 forms by the
first day of employment.
Sign off on Departmental Orientation Checklist.
Attend on-the-job and other mandatory training and orientation sessions.

4
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Exhibit A

New Employee Departmental Orientation Checklist
Employee Name (Print): _____________________________________ Hire Date:_________________
Position:_______________________________ Supervisor Name (Print): _______________________
____Department Overview
Introduction to work unit/team.
Conduct tour of the Department:
 Restrooms
 Emergency exits
 Lockers/storage (if applicable)
 Parking areas.
Introduction to Department management
Overview of Department mission and goals.
____Position Overview
Review the Job Description; both the supervisor and employee need to sign it and submit
the signed copy to HR through Onboard.
Review dress code/uniforms, as applicable.
Explain the performance evaluation process and schedule.
Discuss and establish performance standards for the position.
Review work schedule (hours and days):
 Lunch and break periods
 Overtime and Comp Time policies
 Working during inclement weather
 Requesting time off
 Holidays.
____Payroll Information
Provide training on timekeeping system.
Paycheck distribution and date of first paycheck.
____Departmental Meetings Schedule
Staff / Divisional meetings
Safety meetings
Other: _________________________________.
5
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____Safety Information
Review Department specific safety policies and procedures:
 Hazard Communication (Employee Right to Know)
 Blood Borne Pathogens
 Safety Sensitive and DOT Regulations
 Required Personal Protective Equipment (PPE).
Identify location of fire extinguishers.
Identify emergency exits and review evacuation plan.
Provide training on proper lifting techniques.
Review procedures for first-aid, CPR, and medical care.
Review policy for reporting workplace accidents and injuries.
Review policy for reporting vehicular accidents.
Review requirements for post-accident drug testing.
Other: ___________________________________.
____City Technology and Equipment
Provide training on use of office equipment:
 Personal desktop and/or computer kiosks
 Copier, printer, and fax machine
 Telephones.
Review City technology usage policy.
Provide information on using CityNet.
____Required Training and Training Resources
Ensure participation in scheduled NEO.
Ensure completion of assigned Cyber security training (if applicable).
Provide overview of NEOGOV Learn.
Other: ______________________________________.
Employee Acknowledgement: My supervisor has reviewed/discussed the above items with me.
Employee Signature: ____________________________________ Date: ____________________
Supervisor’s Signature: __________________________________ Date: ____________________
Department: ________________________________ Division: __________________________
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I.

Purpose
The purpose of the City’s pay system is to attract, retain, and motivate employees through the
payment of financial compensation that is commensurate with the individual’s ability,
responsibility, and contribution toward the City’s goals. The purpose of this policy is to
disseminate the procedures used by the City to establish, administer, and maintain a
competitive compensation program.

II.

Applicability
This policy applies to all classified employees of the City of Greenville.

III.

Definitions
•

Demotion: A situation in which an employee’s job duties and responsibilities are diminished
in character and scope and the new job is in a lower salary grade than the prior job.

•

Equity Adjustment: An adjustment to pay due to a review based on the perceived worth of a
job relative to other employees within the same classification or the perceived value of a job
relative to other jobs in the organization.

•

Job Description Questionnaire (JDQ): A standardized form for collecting information from
employees regarding their jobs. The JDQ is used to prepare or update a job description and to
evaluate it for setting or confirming the appropriate pay grade within the City’s compensation
structure.

•

Point-Factor Job Evaluation System: The grading mechanism utilized by the City to
determine the job worth of non-Sworn positions within the City. This evaluation system grades
employees on pre-determined factors listed in the Job Description Questionnaire (JDQ).

•

Promotion: The assumption of job duties and responsibilities that is higher in character and
scope than in the previous position. A promotion occurs when the new job is of a higher pay
grade than the prior job.

•

Reclassification: The assignment of a new job title and job code because the essential functions
of a position have changed significantly. This requires the submission of an updated JDQ and
may increase, decrease, or leave the salary grade unchanged.

•

Reevaluation: The reassessment of the compensable worth of a position to the City. This
requires the submission of an updated JDQ and may increase, decrease, or leave the salary
grade unchanged.

•

Re-grade: The reevaluation of an existing position to a higher or lower salary grade where the
essential functions of the position have not changed substantially, but where the scope of
responsibility, or accountability (hence the required knowledge, skills, and abilities) may have
changed, or where errors have been discovered in past evaluations. A re-grade may also be
considered by Human Resources when the market value of a position has substantially changed
its compensable worth.
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IV.

•

Salary Structures: A document detailing the pay range minimums, midpoints, maximums,
and exemption status for each position within the City.

•

Total Compensation: The overall compensation package which includes direct pay, indirect
pay (medical/dental benefits, retirement contributions, time off), and career opportunities.

•

Transfer: A transfer occurs when a classified employee is appointed to the same or similar
position in another department or a division within the same department. Most transfers will
occur as a result of a job posting. There are three (3) types of transfers: lateral transfers,
voluntary transfers, and involuntary transfers.

Policy
It is the policy of the City of Greenville to maintain a current, competitive compensation program
for all City positions, including the following features:
A. Total Compensation
The City will provide direct pay, indirect pay (e.g., employee benefits), and career opportunities
which are representative of the City’s market competition.
B. Salary Structures
Each classified position in the City will have a salary range, defined by minimum and
maximum dollar limits, which defines the base pay earning potential for positions. All City
employees will be paid within the salary range of his/her job. This pay range is built around
the midpoint, or market rate, for the position. In keeping with the City’s competitive pay
philosophy, salary ranges shall be reviewed annually and adjusted as necessary such that the
midpoints are competitive with the City’s market.
C. Job Descriptions
Each position in the City will have a written Job Description defining the essential functions,
educational and experience requirements, physical demands, non-physical demands, and job
requirements for the position. All Job Descriptions should be reviewed by the Department
annually, and if necessary, updates should be forwarded to the Human Resources Department.
Department Directors are responsible for ensuring that all positions within their respective
departments have a current job description.
D. Job Evaluation
Each job in the City will be placed in a salary grade, with an accompanying salary range, on
the basis of a job evaluation utilizing a point-factor system, or, in the case of Sworn Police and
Fire positions, on the basis of rank and market pricing.
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E. Administration
Administration of the compensation system will be under the direction of the Human Resources
Director and managed by the Compensation Manager and assisted by a Compensation
Committee comprised of the following standing members: Human Resources Director,
Compensation Manager, Budget Administrator, and Department Director (or designee(s)) of
particular position(s) being evaluated.
It shall be the responsibility of the Human Resources Director and the Compensation Manager
with assistance and feedback from the Compensation Committee to:
•
•
•
•
•
V.

Recommend changes in the City’s basic philosophy, objectives, and/or policy regarding
compensation, while ensuring compliance with all relevant laws and regulations;
Ensure that job descriptions are current and accurate;
Review requests for reclassifications, re-grades, equity adjustments, and job evaluations
and ensure that evaluations and adjustment recommendations are made in an equitable and
timely manner;
Recommend to Budget Administrator, for annual budget development, suggested
percentages for performance salary increases and, if indicated, for cost of labor salary
structure adjustments; and
Ensure that Salary Administration Guidelines are implemented and periodically updated.

Procedures
A. Job Descriptions and Job Description Questionnaires
All Job Descriptions will be prepared from a Job Description Questionnaire (JDQ) and will
follow the standard format adopted by the City. Department Directors and/or Managers are
responsible for annually reviewing job descriptions within their area for accuracy. If updates or
modifications should be made, these should be made collaboratively between the Department
Director/Manager and the Compensation Manager. If the edits are substantial, a Compensation
Committee meeting will be scheduled. Between annual reviews, Department Directors and/or
Managers are responsible for completing an updated JDQ and job description whenever there
are significant changes to the essential function of a position. In these situations, the revised
JDQ and job description should be submitted to the Compensation Manager within one (1)
month from the time of the change in essential functions. The Job Description is not meant to
be restrictive nor all-inclusive, but describes the major functions of a position. The main
purposes of the Job Description are to:
•
•
•
•
•

Serve as a means of communication between supervisor and employee to clarify the
responsibilities and expectations of the job;
Serve as a main input, along with the JDQ, to the evaluation of the job into a salary grade;
Serve as a benchmark for salary surveys;
Serve as the main criterion for the appraisal of an incumbent’s performance; and
Identify the minimum qualifications, knowledge, skills, and abilities needed for the
purposes of recruitment, selection and training.
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A current copy of all JDQs and Job Descriptions will be maintained by the Human Resources
Department.
B. Job Evaluation
The City recognizes that the requirements of jobs periodically change. The classification of
jobs through job evaluation is the process the City uses for determining the relative worth of all
jobs in the City, with the exception of Sworn Police and Fire Department positions. Sworn
Police and Fire positions have an established ranking order that defines internal equity
considerations. All other jobs will be evaluated and placed in a salary grade using a custom
point-factor evaluation system developed for the City’s specific needs.
C. New (Unbudgeted) Positions
Requests for positions are to be done through the operating budget process. However, in
situations where adding a position mid-year is unavoidable, the following steps must be
completed:
1. The hiring Department Director will prepare and submit a completed job description
questionnaire (JDQ) and draft job description, along with a job justification to the
Human Resources Director. This information packet will define the necessity for the
added position and detail the proposed funding method. In coordination with the OMB
Director, the Human Resources Director and Compensation Manager will review the
documents for thoroughness and accuracy, and research and recommended an
appropriate pay grade and salary range. The OMB Director will ensure that the
proposed funding method is appropriate. The hiring Department Director will send the
reviewed information and any related recommendations to the City Manager for review
and approval.
2. If the new position and funding arrangement are approved by the City Manager, the
hiring Department Director in consultation with the Budget Administrator shall prepare
the resolution for city Council Approval.
3. A resolution at City Council must be approved before moving forward with the posting
of the position. If the unbudgeted position is approved by resolution, a copy of the
resolution should be attached to the requestion request in NEOGOV.
D. Vacant Budgeted Positions
Vacant (but already budgeted) positions, unless otherwise directed by the City Manager, may
be filled at the discretion of the Department Director. Unless the position is filled from within
the department by an internal “line-of-progression” promotion, the hiring department will
submit a job requisition to post the position for recruitment in accordance with HR Policy 1.3
Recruiting and Hiring. The Department and Human Resources will review the existing job
description to ensure it is accurate and up to date. Any necessary updates must be completed
before the EEO/Employment Administrator posts the position and begins recruitment.
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E. Reevaluations, Reclassifications, and Re-Grades
1. Reevaluation: A reevaluation is the reassessment of the compensable worth of a position to
the City. It is calculated as an accumulation of "evaluation points". Higher job requirements
for each compensable factor in the evaluation system will generate more evaluation points.
Reevaluation of a budgeted position may be requested by a Department Director if, at any
time, the knowledge, skill/ability requirements, and duties of a position have changed
significantly enough to potentially change the compensable worth of the position.
Reevaluation requires the submission of an updated job description questionnaire (JDQ)
reflecting such changes to the Compensation Manager. A reevaluation may increase the
salary grade of a position, decrease it, or leave the salary grade unchanged.
2. Reclassification: A reclassification is the assignment of a new job title and job code because
the essential functions of a position have changed significantly. A new job description
questionnaire (JDQ) must be completed, and the position will be reevaluated by the
Compensation Committee. Salary grades may increase, decrease, or remain the same.
3. Re-grade: A re-grade is the reevaluation of an existing position to a higher or lower salary
grade where the essential functions of the position have not changed substantially, but
where the scope of responsibility, or accountability, hence the required knowledge, skills
and abilities may have changed, or where errors have been discovered in past evaluations.
A re-grade may also be considered by Human Resources when the market value of a
position has substantially changed its compensable worth.
F. Starting Salaries for New, Regular Employees and Public Safety Personnel in a Step-Pay
Plan
1. Starting Salaries for New, Regular Employees. New employees without significant relevant
experience shall normally be compensated at the minimum of the approved salary grade for
the job. However, in circumstances where a new employee offers exceptional qualifications,
extraordinary relevant work experience, possesses an unusual skill level, or when market
conditions or specific job duties require compensation above the minimum of the range, the
following guidelines apply:
If starting salary is:

It requires the approval of:

Within 1st Quartile of the Pay Range

Department Director Only

At or above 2nd Quartile of Pay Range, up Department Director and Human Resources
to Midpoint
Director
Above the Midpoint of the Pay Range
Department Director, Human Resources
Director, and City Manager
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In all cases:
a) The starting salary must be at least at the minimum of the salary range for the position.
b) All starting salaries and other terms of offer must be coordinated with Human
Resources.
c) A starting salary above the minimum of the range must be justified and documented
for placement in the new employee’s personnel file.
2. Starting Salaries for New Public Safety Personnel in a Step-Pay Plan: The starting salary
for sworn positions hired by the Fire and Police Departments will be based on the
guidelines outlined in their respective pay plans,
G. Changes to Employees’ Salaries
Employees’ salaries may change during the year for one or more reasons which are discussed
below. The annual budgeting process anticipates these changes which must be controlled and
kept within the limits of anticipated available revenues. The two factors that have the greatest
potential impact on growth of overall salary dollars are annual pay adjustments (e.g.,
performance-based merit increases or cost of living adjustments (COLA)) and salary structure
adjustments.
Each year the Human Resources Department will confer with the Office of Budget and
Management to determine the total projected revenue dollars available for salary increases. The
Human Resources Department will then recommend, based on labor market research, what
percentage of those salary increase dollars should be allocated to adjust the overall salary
structure, and what percentage should be allocated to annual pay adjustments. Annually, the
City Council must approve the total salary budget for the upcoming year, and the City Manager
will approve the relative percentages allocated to salary structure adjustments and to annual
pay adjustments. The decision as to whether or not to provide an annual pay adjustment as well
as the type of pay adjustment to be made will be determined by the City Manager in his or her
sole discretion, subject to the appropriation of funds by City Council.
1. Annual Pay Adjustments: Annual pay adjustments may include performance-based pay
increases or COLAs. Such increases shall be given as a percentage of the employee’s
actual base hourly rate. Sworn non-exempt Police and Fire employees in the step plan will
receive pay adjustments based on the guidelines outlined in their respective pay plans. If
an employee is at or above the maximum of his/her pay grade, the employee will receive a
base pay increase to reach the maximum of the range and a lump-sum payout for any
additional amount remaining above the maximum. This prevents an employee’s base pay
from exceeding the top of the range
a. Performance-Based Pay Increases: Performance-based pay increases (merit raises)
may be given to reward and encourage individual employee performance. All classified
employees, with the exception of the Senior Leadership Team, will receive a
performance appraisal annually. Those employees with a year or more of service,
receiving an overall rating of “Meets Expectations” or better may be eligible for a
performance-based pay increase.
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b. Cost of Living Adjustments (COLAs): A COLA is an increase in pay to counteract
inflation on employees. All classified employees, with one year or more of service at
the time of the adjustment, will be eligible to receive a COLA if one is provided at the
discretion of the City Manager and subject to the appropriation of funds by City
Council. Subject to the aforementioned limitations, all other employees will receive
the COLA on their first-year anniversary. For sworn non-exempt Police and Fire
employees in a step plan, a COLA will result in step value changes at the COLA rate.
2.

Salary Structure Adjustments: Annually, the Compensation Manager conducts a
benchmark analysis of selected positions within the City. In this process, the
competitiveness of the current salary range is compared with comparable city governments
and/or competing local/regional companies. When looking at structures, market is
indicated by the range’s midpoint.
During the normal budget process, the Human Resources Director, with the assistance of
the Compensation Manager, is responsible for assessing the need for adjusting the City’s
salary structure (i.e., the City’s minimums, midpoints, and maximums of each pay grade)
based on movement, or lack of movement, in the marketplace. The Compensation Manager
will analyze current salary survey data to determine the City’s relative position to the
market. If the City’s salary structure is found to be below comparable markets, an increase
in the salary structure(s) will be recommended. If the survey shows that the City’s ranges
are competitive with comparable markets, no salary structure adjustment will be
recommended.
If a salary structure adjustment is warranted and approved by the City Manager, each pay
grade will be adjusted by the specified amount (different pay structures may be adjusted
by different percentages depending on the market). At this time, any employee whose base
pay falls below the new minimum will receive an increase to bring them within the new
base pay range for that pay grade. Pay structure adjustments keep the City’s structures
competitive in the market. If an employee is already in the new pay range, they do not
receive a pay rate change; however, the employee will have more growth potential if there
is an increase in the maximum of the range.
Employees new to a position or grade will generally be paid below the midpoint.
Employees who are tenured in a position, contributing additionally, or who hold valuable
institutional knowledge will typically be paid above the midpoint.

3.

Promotions: A promotion is defined conceptually as the assumption of job duties and
responsibilities that are higher in character and scope than in the previous position. For the
purposes of compensation administration, a promotion occurs when the new job is of a
higher pay grade than the prior job. The promotion of an employee to a position of greater
responsibility occurs when the employee’s performance demonstrates the ability to
accomplish the increased duties required of the position. The promotion of an employee to
a higher position and salary grade must be made on the basis of job-related qualifications
and must include a permanent and demonstrable increase in the employee’s duties.
7
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c. Promotional Pay Increases for Regular Employees. A promoted employee shall be
paid at least the minimum salary of the new range for the position. Promotional
pay increases generally range up to ten percent (10%) within the limits of the pay
range for the job (or the minimum of the new range, if greater than 10%).
Departments shall consult with Human Resources to conduct internal equity
analysis to determine the promotional increase before making a promotion. Upon
a promotion, the promoted employee’s annual performance review date will not
change.
d. Promotional Increases for Public Safety Personnel in a Step-Pay Plan. Sworn nonexempt Police and Fire employees in the step plan who are being promoted will
receive a pay increase based on the guidelines outlined in their respective pay
plans.
e. Effective Date of Promotion. All promotions will be effective at the beginning of
a pay period.
4.

Demotions: A demotion is when an employee’s job duties and responsibilities are
diminished in character and scope and the new job classification is in a lower salary grade
than the prior job. The placement of an employee in a lower classification may be due to a
request by the employee, unsatisfactory job performance, or a reduction-in-force. An
employee who requests or accepts a voluntary demotion should anticipate a decrease in
pay.
a. Demotion Pay Decreases for Regular Employees. A demoted employee may not
be paid above the maximum salary of the range for the new lower-rated position
to which he/she is demoted. A demoted employee will normally receive a decrease
in pay up to 10% of base salary, or a decrease to the maximum of the lower salary
range, whichever decrease in salary is greater. Decreases in salary greater than
10%, for reasons other than reaching the maximum allowable salary for the lower
rated job, require the approvals of the Department Director and Human Resources
Director.
b. Demotion Pay Decreases for Public Safety Personnel in a Step-Pay Plan. Sworn
non-exempt Police and Fire employees in the step plan who are being demoted will
receive a pay decrease based on the guidelines outlined in their respective pay
plans.
c. Effective date of a Demotion. All demotions will be effective at the beginning of
a pay period.

5.

Transfers: A transfer occurs when a classified employee is appointed to the same or similar
position in another department or a division within the same department. A transfer shall
not be used to avoid discipline or to circumvent procedures regarding promotions,
demotions, terminations, or other management decisions. No employee will be allowed to
transfer to a position for which he or she does not possess the qualifications.
Most transfers will occur as a result of a job posting. Normally, all classified employees
may be eligible for transfer as well as promotion if they have satisfactorily completed 12
8
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months of successful service in their current job role. The waiting period may be waived
by the employee’s current supervisor, such as in cases of a position elimination, other
changes to the employee’s current position or situations where the department may need
the employee to fill a critical vacancy.
An employee’s work record will be used as one criterion for determining suitability for
new positions at the City, among other criteria that may be applicable or appropriate. As a
result, employees with formal performance or conduct counseling or discipline beyond a
verbal reprimand, including a performance improvement plan, within the last 12 months of
employment in the employee’s current role are generally not eligible for transfer or
promotion. Exceptions to this eligibility restriction may be made with the approval of the
hiring Department Director and Human Resources Director.
Employees whose jobs are reclassified or who are transferred to another job classification
in the same pay grade will not normally receive a change in pay.
6. Types of Transfers
There are three (3) types of transfers: lateral transfers, voluntary transfers, and involuntary
transfers:
a. Lateral Transfer: A lateral transfer is a move to a position with the same or similar job
title in the same pay grade. Such transfers provide opportunities to work with new
colleagues, to master a different range of skills, or to transfer special skills and
experience to a new environment. The following conditions constitute a lateral transfer:
•
•

An employee is transferred to another area or department with the same title or, if
the title is different, the same salary range.
No immediate salary action is to be taken. The base salary of the transferred
employee will be reviewed during the normal performance/salary review process.

b. Voluntary Transfer: The following conditions constitute a voluntary transfer:
•
•

When an employee voluntarily elects to apply for a position and is selected for the
job which has a lower salary range than their current position.
When an employee actively volunteers to accept an open position in a lower salary
range.

c. Involuntary Transfer: The following conditions constitute an involuntary transfer:
•
•
•

The employee’s current position is eliminated due to a restructuring or
reclassification, and he/she is transferred to a position in a lower salary range.
The employee will maintain his/her current base salary and follow the normal
performance/salary review process.
If the employee’s salary exceeds the maximum salary rate of the new position, the
employee’s salary should be monitored until the salary range for that position is
adjusted as part of the normal pay range adjustment process.
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All transfers must comply with the following process:
a. The current supervisor must verify that all eligibility criteria for an employee’s transfer
has been met, including verifying the employee’s past work performance, before
recommending an employee for transfer.
b. Intradepartmental transfers must be approved by the Department Director and as
needed in consultation with the Human Resources Director.
c. After an employee has been selected to transfer to another department, or when an
employee is assuming a new job, the Directors/Managers of the respective
departments/divisions will determine a mutually acceptable transfer and/or start date
in order to ensure a smooth transition and continuity in service. The employee will
have no right to decide the transfer date and/or the starting date.
d. The receiving supervisor should receive a completed performance evaluation from the
former supervisor on the transferring employee by the agreed upon transfer date or no
later than 30 days after the effective date of transfer.
e. All employees transferring to a new department or position will be subject to a new
probationary period to ensure that the employee selected for the new position can meet
the minimum performance standards for that position.
Exceptions to the transfer policy may be made in order to comply with the ADA, Workers'
Compensation law, or other state or federal laws. For example, if an appropriate
accommodation for a City of Greenville staff member is to transfer to another department,
exceptions may be made regarding eligibility and/or process guidelines. Exceptions to the
Transfer Policy must be coordinated with the Human Resources Director.
6.

Position Re-grades: Employees whose jobs are reclassified and/or re-graded to a higher
pay grade will receive at least the minimum salary of the new pay grade. If their salary
already falls within the salary range of the higher pay grade, they may receive a pay
increase provided the proper approvals are obtained as outlined in Section F. Employees
whose positions are reclassified and/or re-graded to a lower pay grade will not be given a
downward pay adjustment unless their salary falls above the maximum of the new lower
pay grade. In that case, the employees’ pay will be adjusted downward to the maximum
salary of the range for the new pay grade.

7.

Internal Equity Adjustments: Internal equity deals with perceived worth of a job relative to
other employees within the same classification. It can also reflect the perceived worth of a
job relative to other jobs in the organization. When individual cases of internal inequity are
detected by a department, the respective Department Director may request an equity review
of the employee's pay by the Compensation Manager. The Human Resources Department
will also conduct periodic audits of internal equity concerns as necessary. The Human
Resources Director can approve adjustments of up to 10% of base pay; any adjustment
greater than 10% requires City Manager approval.

8.

Bilingual Compensation: It is the policy of the City to compensate its eligible bilingual
employees who serve as translators for their respective departments. Each department is
10
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responsible for identifying their need for translators (business need for translator(s) and
language(s)). Employees who are fluent in a second language and interested in translating
for the department should contact their supervisor for eligibility.
The City will use a Third-Party Administrator (TPA) for the purpose of conducting
bilingual proficiency testing and establishing a minimum proficiency level to receive
bilingual compensation. The Compensation Manager will be responsible for maintaining a
list of TPAs and will serve as the liaison between the department and the TPA. Once the
department has contacted the Compensation Manager and submitted a request for an
employee to be tested, the Compensation Manager will contact the TPA and arrange for
testing at the City’s expense. Upon completion of the proficiency testing, the
Compensation Manager will report the test results to the department for the purposes of
determining if that employee is eligible to receive bilingual compensation. Effective
January 1, 2022, all classified employees who achieve the pre-determined proficiency level
on the testing will receive $0.75 of additional pay per hour.
If an employee does not meet the minimum proficiency level, the City will pay for one
additional evaluation after a waiting period of at least six (6) months from the time of initial
testing. Any subsequent testing will be the financial responsibility of the employee wishing
to re-take the test. Should the department decide to remove the employee from their list of
translators, the language incentive will be removed.
H.

Roles and Responsibilities:
1. Department Directors:
•
•
•
•
•
•

Reviewing job descriptions of their subordinate positions annually to ensure currency
and submitting any changes to HR.
Submitting a JDQ and job description to Human Resources within one (1) month of a
change in essential functions of a position.
Preparing completed job description questionnaires (JDQ) and drafting job
descriptions, along with a job justification and recommended salary range for any new
unbudgeted positions.
Requesting reevaluation of positions as necessary.
Requesting equity analysis reviews as necessary.
Requesting a bilingual proficiency test when necessary.

2. Supervisors:
•
•

Reviewing job descriptions of their subordinate positions annually to ensure currency
and submitting any changes to HR.
Coordinating with Department Director if JDQ change warrants re-evaluation.

3. Human Resources:
•
•

With the assistance of the Compensation Committee, administering the City’s
compensation system, including salary grades and ranges.
Conducting market analyses to be utilized in administration of the City’s compensation
programs.
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•
•
•
•
•

Making recommendations regarding salary structure adjustments.
Updating job descriptions per requests received from Department
Directors/Manager/Supervisors.
Convening the Compensation Committee as necessary.
Conducting equity adjustments on a periodic basis and as requested by Department
Directors.
Maintaining a list of third-party administrators to use for bilingual testing and to act as
the liaison for this process.
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I.

Purpose
The purpose of this policy is to summarize additional benefit programs offered by the City of
Greenville and provide employees with direction on how to obtain more specific information when
needed. Some of these programs may not be available to all employees; any questions about
eligibility should be referred to the Human Resources Department.

II.

Applicability
This policy applies to all eligible classifications of employees.

III.

Definitions
•

Administrative Period: An administrative period is a period of time between the measurement
period and the stability period during which Human Resources will determine which employees
are eligible for Health Coverage. The City’s administrative period is November 1st thru
December 31st of each year.

•

Affordable Care Act (ACA): The Patient Protection and Affordable Care Act (commonly
referred to as the ACA) imposes new rules governing offers of group health plan coverage by
employers to their employees who are “full-time” as defined in the ACA. The ACA requires
applicable large employers, such as the City, to offer affordable, minimum value health
coverage to their full-time employees and their spouse, and dependent children up to age 26,
or face penalties. Under the ACA, for medical insurance purposes only, a full-time employee
is one who works an average of 30 hours or more per week (or an average of 130 hours per
month or more) on an ongoing basis.

•

Average Final Compensation (AFC): The average final compensation is an important part
of the formula used to calculate the retirement benefit. For City of Greenville employees who
became members of the South Carolina Retirement System or the Police Officers
Retirement System (PORS) on or before June 30, 2012, the average earnable compensation
of the member’s 12 highest consecutive quarters is used to calculate their AFC. For City of
Greenville SCRS or PORS employees who became members on or after July 1, 2012, the
average earnable compensation of the member’s 20 highest consecutive quarters is used to
calculate the retirement benefit.

•

Class Two Member: Any City of Greenville member of the South Carolina Retirement System
(SCRS) enrolled on or after July 1, 1964 and on or before June 30, 2012, or member of the SC
Police Officers’ Retirement System (PORS) enrolled on or after July 1, 1974 and on or before
June 30, 2012.

•

Class Three Member: Any City of Greenville member of SCRS or SC PORS enrolled in the
system on or after July 1, 2012.

•

Defined Benefit Plan: A defined benefit type of retirement plan (SCRS and PORS) is one that
provides for a traditional fixed annuity benefit at retirement. Upon retirement, an employee is
entitled to a specified monthly pension payment, which is generally calculated based on a
formula that includes years of service and compensation.
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•

Deferred Compensation: The South Carolina State Deferred Compensation program is a
voluntary tax-sheltered retirement program available only to public employees. It was
established to allow employees to supplement their retirement benefits. South Carolina state
and local government payroll departments may remit participating employee’s contributions
directly to the Plan Administrator.

•

Dependent: An employee’s spouse or child of an employee under the age of 26 regardless of
whether they are full-time students or married.

•

Disabled: For purposes of long and short term disability, disabled means that solely because
of a covered injury or sickness, an employee is unable to perform all the material duties of
his/her regular occupation and unable to earn 80% or more of his/her covered earnings from
working in his/her regular occupation.

•

Evidence of Insurability (EOI): Proof of good health is required for some types of coverage.
EOI is an application process in which you provide information on the condition of your health
in order to be approved for coverage.

•

Firefighter’s Pension Fund: A fund formed for firefighters for the City’s Fire Department
and created by a board of trustees that is also responsible for raising funds for the pensioning
of disabled and retired firefighters of the City’s Fire Department.

•

Flexible Spending Accounts: The federal Flexible Spending Accounts (FSA) program is a
tax-savings plan governed by the rules of Section 125 of the Internal Revenue Code. Per
Section 125, an individual cannot change his/her election to participate in a medical
reimbursement or dependent daycare account during the calendar year unless the employee and
his or her dependents experience a qualifying life event.

•

Full–Time Employee: For medical insurance eligibility purposes only under the ACA, a “fulltime employee” is an employee who is reasonably expected to work on average 30 or more
hours of service per week (or 130 hours or more per month) during each calendar month.

•

Group Healthcare Plan: An employee benefit plan established or maintained by an employer
to the extent that the plan provides medical care to employees or their dependents directly or
through insurance, reimbursement, or otherwise.

•

Hours of Service: Under the ACA, all periods of paid leave must be taken into account; there
is no limit on the hours of service that must be credited. In general, an “hour of service” means:
a) each hour for which an employee is paid, or entitled to payment, for the performance of
duties for the employer; and b) each hour for which an employee is paid, or entitled to payment
by the employer for a period of time during which no duties are performed due to vacation,
holiday, illness, incapacity (including disability), layoff, jury duty, military duty or leave of
absence.

•

Injury: Any accidental loss or bodily harm that results directly and independently of all other
causes from an accident.
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•

Look-Back Measurement Method: In compliance with ACA requirements, the City uses the
Look-Back method or measurement period of 12 consecutive, calendar months to determine
who is a full-time employee for purposes of health plan coverage.

•

Permanent Part-time Employee: An employee who regularly and consistently works an
average of 1040 hours annually is eligible to participate in the medical and dental benefits plans
and leave programs offered by the City as specified in this policy.

•

Pre-tax Deductions: Paying for benefits with pre-tax dollars decreases one’s taxable income.
Employee pays less in taxes on their paycheck and will see an increase in their take home pay
each pay period. Employees may make a change to their coverage during the year only if a
qualifying life event occurs.

•

Post-tax Deductions: Paying for benefits with post-tax dollars does not allow an employee to
receive a tax benefit. It will not reduce the employee’s taxable income. The employee may
drop coverage for themselves or their eligible dependents during the year.

•

Qualifying Life Event: An event defined by the Internal Revenue Service in Section 125 that
allows you to change your benefit elections. Such events include but are not limited to death,
marriage, divorce, birth of a child, adoption or placement of a foster child, loss of dependent
child or student status, loss of other coverage, change in employment status (part-time to fulltime or vice versa), military leave, reduction in hours, etc. Qualifying life event changes must
be made within 30 days of the event.

•

Regular Full-Time Employee: Per City policy, a regular, full-time employee is one who
works at least 40 hours per week. Regular full-time employees are eligible to participate in the
benefits plans and leave programs offered by the City as specified in this policy.

•

Retiree: A former employee of the City of Greenville who has retired from the City and is
eligible to receive benefits under either the South Carolina Retirement System (SCRS), SC
Police Officers’ Retirement System (PORS), or the Firefighter’s Pension Plan.

•

Section 125: Section 125 of the Internal Revenue Code, enacted by Congress in 1978, allows
companies to give their employees the opportunity to pay for benefits on a pre-tax basis. Pretax
benefits lower payroll-related taxes for both the employer and employees. Section 125 applies
to active employees only. Both employee and employer save on taxes and therefore increase
their spendable income. Employees reduce taxes because the pre-tax contributions toward
premiums or Spending Accounts are not subject to federal, state, or Social Security taxes.
Employers save on the employer portion of Federal Insurance Contributions Act (FICA),
Federal Unemployment Tax Act (FUTA), State Unemployment Tax Authority (SUTA), and
Workers’ Compensation premiums.

•

Sickness: For purpose of this policy, sickness means any physical or mental illness.

•

South Carolina Retirement Systems (SCRS) and Police Officers Retirement System
(PORS): The South Carolina Retirement System (SCRS) and Police Officers Retirement
System (PORS) is a traditional defined benefit retirement plan for employees of counties, cities,
and other political subdivisions that elect participation in the Retirement Systems.
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IV.

•

Stability Period: A period of time during which the employee will either be considered to be
a full-time employee as defined by the ACA or non-full-time employee for health plan
eligibility purposes. The length of the stability period is from January 1st thru December 31st
each year and is the same for all City employees.

•

Standard Measurement Period: A period of time that the City uses to determine the full-time
status of ongoing employees (i.e., those who have been employed for at least one complete
Standard Measurement Period) by looking at a period lasting 12 consecutive calendar months
which starts November 1 and ends on October 31, the following year. An employee’s hours of
service during the Standard Measurement Period will determine his or her Health Coverage
eligibility for the Stability Period that follows the Measurement Period.

•

Summary Plan Description: A booklet or document that summarizes the plan description of
the insurance policy.

•

Term Life and Accidental Death & Dismemberment (AD&D) Insurance: Provides
protection for the period of time during which you pay the premium. Term life and AD&D
insurance does not build cash value, and tends to be less expensive than whole life insurance.
Purchasing a term plan at a group rate allows an employee to receive the maximum amount of
coverage for a minimum cost.

•

Voluntary Benefits: Employee paid insurance products offered through the employer. These
benefits are paid for through payroll deductions. Such benefits are short-term disability, cancer
and hospital intensive care, etc.

Policy
The City of Greenville, in recognition that the service of employees merits recognition beyond
salary compensation, offers a complete package of local, federal government, and state-related
benefits, some of which require participation and some of which are voluntary as to participation.
All such benefit plans are administered by the Human Resources Department. Additional
information specifically pertaining to the offered plans is made available to the employees upon
enrollment as a participant. These benefits include employer-paid FICA (Social Security and
Medicare) contributions, retirement contributions to the appropriate State or local retirement
program, medical and dental insurance, employee basic and supplemental life insurance, disability
insurance (long and short term) and other voluntary insurance programs such as Flexible Spending
Accounts and Deferred Compensation. Premiums for these benefits are payroll deducted on a biweekly basis.
Under the terms and conditions of this policy and the City’s health benefits plan (the “Plan”), the
City offers affordable, minimum value health coverage to full-time employees and their dependent
children up to the age of 26 in accordance with the provision of the Patient Protection and
Affordable Care Act (ACA), as amended. The City also extends Health Coverage for a full time or
permanent part-time employee’s spouse. For purposes of those policy sections below dealing with
eligibility and related procedures pertaining to the health coverage mandated by ACA (sections
V.A through V.D), such mandated health coverage is hereinafter referred to “Health Coverage”. If
there are conflicts between this policy and the Plan, the document satisfying the minimum
protections of the ACA shall apply.
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The City will comply with all ACA notice requirements and annual reporting. As an applicable
large employer with a self-insured medical plan, the City is subject to the disclosure and reporting
requirements of the Internal Revenue Code (IRS) Sections 6055 and 6056. This means the City is
required to complete IRS Form 1094-C and Form 1095-C to report the nature of coverage offered
to all its full-time employees as well as the actual coverage of individuals covered under the City’s
Plan. However, actual coverage reporting may be subject to change for 2019 due to the effective
elimination of the ACA’s individual mandate.
V.

Procedures
A. Eligibility for Health Insurance
The City’s Health Coverage is administered in accordance with the Employer Shared
Responsibility provisions of the ACA that became effective January 1, 2015. Under the ACA, for
medical insurance purposes only, a “full-time employee” is an employee who is reasonably
expected to work on average 30 or more hours per week (or 130 hours or more per month). In
compliance with ACA requirements, the City uses the Look-Back Measurement Method (as that
term is defined above) to determine who is a full-time employee for purposes of Health Coverage.
The Look-Back Measurement Method provides the City greater predictability for Health Coverage
determinations. The City uses the Look-Back Measurement Method and the periods for any
employee hired into a position that is considered hourly at the date of employment.
1. The Look-Back Measurement Method. As illustrated in Figure 1 below, this method involves
three different periods:
a. Measurement Period: The “look-back period” measurement method which is a safe
harbor method to provide employers the option to use a look-back measurement period of
up to 12 consecutive calendars months to determine whether an employee is full-time as
defined by the ACA for Health Coverage eligibility purposes, without being subject to a
payment under Section 4980H for this period with respect to those employees. During the
measurement period, the City looks-back 12 months to see how many hours of service per
week employees were credited on average (the “Measurement Period”). The City uses that
average to determine an employee’s eligibility or continued eligibility for Health Coverage.
b. Stability Period: A stability period is a period of time during which the employee will
either be considered to be a full-time employee as defined by the ACA or non-full-time
employee for health plan eligibility purposes. The length of the stability period is from
January 1st thru December 31st each year (the “Stability Period”) and is the same for all
City employees. If an employee is determined to be full-time during the immediately prior
Measurement Period, the employee will be considered a full-time employee eligible for
Health Coverage for the immediately subsequent Stability Period as long as the individual
remains an employee and pays his/her health insurance premiums. However, if the
employee was determined not to be full-time during the immediately prior Measurement
Period, then the employee will be considered a non-full-time employee who is not eligible
for Health Coverage for the immediately subsequent Stability Period, unless that employee
has a change in employment status that causes him/or her to become eligible for Health
Coverage.
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Eligibility for Health Coverage at the City does not mean that the offer of Health Coverage
must be accepted, as Plan enrollment rules allow coverage to be declined. Any ACA fulltime eligible employee who declines the City’s offer of Health Coverage, must indicate
their declination either in the City’s online benefit enrollment system or by signing a
Waiver of Coverage form (Exhibit A) for recordkeeping and reporting purposes.
c.

Administrative Period: An administrative period is a period of time between the
measurement period and the stability period. During the City’s administrative period which
is November 1st thru December 31st of each year (the “Administrative Period”), Human
Resources will determine which employees are eligible for Health Coverage as well as
notify and enroll those employees who elect Health Coverage through the City’ sponsored
program. Those that decline Health Coverage will be asked to complete the Waiver of
Health Coverage Form or indicate their declination via the City’s electronic benefit
enrollment system.
Figure 1: City ACA Measurement Periods Illustrated

Measurement Period
Nov 1, 2013 – Oct 31, 2014*
*(City’s 1st measurement period)

Admin. Period
Nov 1 Dec 31, 2014

Stability Period
Jan 1 – Dec 31, 2015

Standard Measurement Period
Nov 1, 2014 – Oct 31, 2015

Admin. Period
Nov 1 Dec 31, 2015

Standard Stability Period
Jan 1 –Dec 31, 2016

Standard Measurement Period
Nov 1, 2015 – Oct 31, 2016

Admin. Period
Nov 1 - Dec
31, 2016

Standard Stability Period
Jan 1 –Dec 31, 2017

2. Calculating Hours of Service. Under the ACA, all periods of paid leave must be taken into
account; there is no limit on the hours of service that must be credited. In general, an “hour of
service” means:
•

Each hour for which an employee is paid, or entitled to payment, for the performance
of duties for the employer; and

•

Each hour for which an employee is paid, or entitled to payment by the employer for a
period of time during which no duties are performed due to vacation, holiday, illness,
incapacity (including disability), layoff, jury duty, military duty or leave of absence.

The City has elected to calculate hours of service for all employees by counting actual hours
of service from records of: (a) hours worked and (b) hours for which payment is made or due
for general leave, holiday, illness, incapacity (including disability), layoff, jury duty, military
duty or leave of absence--all as defined in 29 C.F.R. 2530.200b-2(a). Under no circumstances
is an employee given credit for: hours worked by a student as part of the Federal Work-Study
Program (or similar state or local program); hours performed as a bona fide volunteer; and
hours which are considered income from sources outside the United States.
a. Paid Leave: Each hour of paid leave (e.g., holiday, vacation, illness, FMLA) counts as
an hour worked. Stability Period obligations regarding Health Coverage apply.

6
HR 3.1

DocuSign Envelope ID: 441012F5-BC24-4C9D-B02E-B8FDE07AC88B

Revised: 9/16/21; Replaces: 4/10/19
(Formerly HR-9)

b. Special Unpaid Leave—FMLA, USSERA and Jury Duty: If an employee is on an
unpaid leave of absence under the Family Medical Leave Act (FMLA), Uniformed
Services Employment and Reemployment Rights Act (USERRA) or jury duty, under
the Look-Back Measurement Method, the employee is treated as if he or she worked
during the leave, This means employees are offered Health Coverage while they are
on leave, and when their hours are calculated during the Special Unpaid Leave period’s
corresponding Measurement Period, the period of leave is counted as if the employee
had been working. If an employee declined Health Coverage for a Stability Period, and
then has a leave of absence, upon return the City is not obligated to make a new offer
of Health Coverage to the employee.
c. Unpaid Leave: If the employee is on an unpaid leave of absence during a Stability
Period, the employee must be offered Health Coverage through the Stability Period.
When the employee’s hours are calculated during the corresponding Measurement
Period, the leave of unpaid absence will count as zero hours of service, unless it is
Special Unpaid Leave. If the employee declined Health Coverage for a Stability Period,
and then has a leave of absence that is less than 13 weeks, upon return, the employer
is not obligated to make a new offer of Health Coverage for the employee.
d. Disability: City employees who are on short- or long-term disability receive payments
from a third party. Regardless, the City considers short-term and long-term disability
leave as a paid leave of absence and credits hours and maintains Health Coverage
accordingly.
e. Layoffs: If an employee is laid off, but not terminated, during a Stability Period and
is considered full-time, Health Coverage must be offered during the layoff.
B. Application of the Look-Back Measurement Method
The Look-Back Measurement Method separates employees into two major categories—
ongoing and new—for purposes of determining an employee’s full–time status and, in turn,
their eligibility for Health Coverage. Each of these major categories and subcategories are
discussed below.
•

Ongoing Employees. Ongoing employees are those who have been employed by the City
for at least one complete Standard Measurement Period (as that term is defined below). For
ongoing employees, the City determines full-time status by looking at a standard
measurement period lasting 12 consecutive calendar months. The City’s standard
measurement period starts November 1 and ends on October 31, the following year (the
“Standard Measurement Period”). An employee’s hours of service during the Standard
Measurement Period will determine his or her Health Coverage eligibility for the Stability
Period that follows the Measurement Period. For ongoing employees, the Administrative
Period occurs after the Standard Measurement Period ends and before the associated
Stability Period begins (November 1 through December 31).
If an ongoing employee was employed, on average, for at least 30 hours of service per
week (or 130 hours per month) during the City’s Standard Measurement Period, the
employee is then treated as a full-time employee, thus, eligible for Health Coverage during
the corresponding Stability Period (January 1 through December 31), regardless of the
employee’s number of hours of service during the stability period, as long as he or she
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remains an employee. An ongoing employee who fails to work on average at least 30 hours
per week (or on average at least 130 hours per month) during any standard measurement
period is not eligible for Health Coverage during the Stability Period (January 1 through
December 31).
New Employees. Under the look-back measurement method, new employees are those who
have not been employed by the City for at least one complete Standard Measurement
Period (November 1 through October 31 of the following year). New employees can be
classified as full-time (i.e., those reasonably expected to work full-time at the start of their
employment) and those who are not reasonably expected to work full-time at the start of
their employment (e.g., part-time, variable hour and seasonal employees). Each of these
sub-classifications, including those individuals classified as interns are discussed below.

•

a.

New Full-time Employee: Under the ACA, a new employee who at time of hire or
change in job classification, is reasonably expected to work full-time (average 30 hours
per week or 130 hours or more per month) is considered eligible for Health Coverage.
Employees reasonably expected to work full-time at time of hire will be eligible to
participate in the City’s Health Coverage on the first day of the calendar month after
their hire date (but only if they are still employed on that day). They will also be
eligible to participate in the City’s full-time employee premium contribution plan.
To determine whether a newly hired employee is “reasonably expected” to be fulltime, the City will consider various factors, including but not limited to the following:
i. Whether the new employee is replacing a full-time or variable hour
employee;
ii. Whether employees in comparable positions work full-time or variable
hours (e.g., the extent to which the hours of service of employees in the
same or comparable positions have actually varied above or below an
average of 30 hours of serve per week during recent measurement periods;
and
iii. Whether the position was advertised as a full-time or variable hour
position, or otherwise communicated to the new employee or otherwise
documented through a job description (or contract) as requiring hours of
service that would average 30 hours of service per week, less than 30 hours
of service per week, or may vary above and below an average of 30 hours
of service per week.
When making the determination of whether a newly hired employee is reasonably
expected to work full-time, the City cannot consider the likelihood that an employee
will terminate employment before the initial measurement period. For example, an
employee who is hired to work full-time for just 6 months (in a non-seasonal position)
should be considered full-time upon hire.

b.

Part-time Employee: A part-time employee is a new employee who the City reasonably
expects to be employed on average less than 30 hours of service per week during the
Initial Measurement Period (as that term is defined below), based on the facts and
circumstances at the employee’s start date. Per City policy, and in recognition of the
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ACA provision that allows employers to offer health coverage more expansively,
employees classified as “permanent part-time employees who at time of hire or change
in classification are expected to work a minimum of 20 hours per week or fewer than
30 hours per week (i.e., fewer than 130 hours per month) during each calendar month
over an indefinite time period, will be eligible to participate in the City’s Health
Coverage on the first day of the calendar month after the hire date (but only if they are
still employed on that day) as well as participate in the City’s part-time employee
premium contribution plan.

•

c.

Variable Hour Employee: New “variable hour employees” (e.g., parking attendant) are
those who at the time of hire, based on the facts and circumstances at the employee’s
start date, the City cannot determine whether the employee is reasonably expected to
be employed on average at least 30 hours per week or 130 hours per month during the
Initial Measurement Period.

d.

Seasonal Employee: A “seasonal employee” (e.g., summer recreation leader) is at time
of hire or change in job classification an employee who is hired into a position where,
by the nature of the position, the employee typically works for a period of six (6)
months or less, and that period begins each calendar year in approximately the same
part of the year, such as Summer, Fall, or Winter. The City is not required to treat a
seasonal employee as full-time despite the employee working 130 plus hours a month
or more during the “in” season. An employee hired for two separate seasonal positions
would not be considered a seasonal employee.

e.

Interns: Under the ACA, unpaid interns, even those working more than 30 hours a
week are not eligible for Health Coverage, provided that the internship is primarily for
training and for the benefit of the intern rather than the organization. Paid interns who
work fewer than 30 hours per week are also not eligible for Health Coverage. Paid
interns who are hired to work for a period exceeding three full months and are
reasonably expected to work more than 30 hours per week on average on a continuous
basis, will be offered Health Coverage at the start of their internship.

Determining New “Non-Full-Time” Employee Eligibility for Medical Coverage. The
determination of whether a new part-time, variable hour or seasonal employee is eligible for
Medical Coverage is made through the use of measurement periods and stability periods.
Whether a new employee is a part-time employee, a variable hour employee, or a seasonal
employee, the employee will be placed into an Initial Measurement Period (as that term is
defined below).
The Initial Measurement Period will begin the first day of the full calendar month following
the new part-time, variable hour or seasonal employee’s date of hire and will continue for the
next 12 months (the “Initial Measurement Period”). The Initial Measurement Period will
typically be followed by an Administrative Period to assess an employee’s eligibility for Health
Coverage; however, the Initial Administrative Period plus the Initial Measurement Period
cannot extend beyond the 13th calendar month after the employee’s start date. Following the
initial Administrative Period, the Initial Stability Period (the “Initial Stability Period”) will
begin. The Initial Stability Period is the same length as the Standard Stability Period.

9
HR 3.1

DocuSign Envelope ID: 441012F5-BC24-4C9D-B02E-B8FDE07AC88B

Revised: 9/16/21; Replaces: 4/10/19
(Formerly HR-9)

During the Initial Measurement Period, Human Resources will track the hours of service for
each new employee to determine full-time status. All newly hired employees who work on
average at least 30 hours per week or 130 hours per month during the Initial Measurement
Period will be offered Health Coverage during the employee’s corresponding Initial Stability
Period regardless of the employee’s hours of service during the Initial Stability Period so long
as the employee remains employed and pays his/her associated Health Coverage premiums.
Human Resources will notify such employees of their eligibility and schedule the employee to
enroll in full-time employee Health Coverage, if they elect to do so. Employees who fail to
work an average at least 30 hours per week (or an average at least 130 hours per month) during
their Initial Measurement Period are not eligible for Health Coverage during the entire
corresponding Initial Stability Period, regardless of the employee’s hours of service during the
Initial Stability Period.
New part-time, variable hour and seasonal employees may be measured simultaneously in both
the Initial Measurement Period and the Standard Measurement Period. If the new employee
was determined to be full-time during the Initial Measurement Period, but part-time in the
Standard Measurement Period, the employee would cease to be eligible for Health Coverage
insurance at the end of the Standard Stability Period. Conversely, if the new employee was
determined to be part-time during the Initial Measurement Period, but full-time during the
Standard Measurement Period, the employee would become eligible for Health Coverage
beginning with the following Standard Stability Period.
•

Transitioning New Employees to Ongoing Employee Status. A new employee becomes an
ongoing employee after the employee has been employed for at least one complete Standard
Measurement Period (November 1 through October 31 of the following year). Once an
employee meets the ongoing employee definition, the other classifications (full-time, part-time,
variable hour, and seasonal) are no longer relevant. Beginning with the first Standard
Measurement Period that begins during the new employee’s employment with the City, at the
same time and under the same conditions as other ongoing employees. Human Resources will
begin tracking the employee’s hours of service as an ongoing employee. For example, if an
employee is hired on May 15, his/her Initial Measurement Period will last for 12 months, from
June 1 until May 31 of the following year; the employee’s hours of service would be calculated
on that period of time.
In addition, Human Resources will begin tracking the employee’s hours of service on
November 1 as part of the Standard Measurement Period (November 1-through October 31 of
the following year) to determine if the employee will be considered a full-time employee
beginning with the next Standard Stability period (January 1 through December 31). This
means that there may be some overlap as Human Resources continues to track the employee’s
hours of service during the Initial Measurement Period and the employee’s hours of service
during his/her first Standard Measurement Period while in the City’s employment.
During both the Initial Stability Period and the Standard Measurement Period, the employee
should be eligible for Health Coverage if:
•

The employee’s hours during the associated Measurement Period averaged at least
30 hours per week or 130 hours per month, and

•

The employee opts in to the offered employer sponsored Health Coverage.
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If the employee’s hours of service average at least 30 hours per week or 130 hours per month
during both the Initial Measurement Period and the Standard Measurement Period, there will
be an offer of Health Coverage when the Standard Stability Period begins. In this case, the
coverage would be continuous between the start of the Initial Stability Period and through the
end of the Standard Stability Period.
C. Rehire and Breaks in Service
Generally, the rehire and break-in-service rules apply to two situations: 1) an employee
terminates employment with the City and is later rehired or 2) the employee, without
terminating employment, takes a leave of absence during which no hours of service are
credited. The City may treat an employee who is rehired after terminating employment or
returns after a break in service as a new employee if:
•

The employee was not credited with an hour of service for at least 13 consecutive
weeks immediately before resuming work; or

•

For periods shorter than 13 consecutive weeks, the employee was not credited with an
hour of service for a period of at least four (4) weeks and the employee’s break in
service is longer than the employee’s period of service immediately preceding the
break in service.

The rehire and break-in-service rules are only applicable for determining whether an individual
should be treated as an ongoing employee or a new employee, not whether the employee is full
time. If the employee is an ongoing employee under the rules, who is also a full-time employee,
the City will offer Health Coverage as of the first day the employee is credited with one hour
of service or as soon as administratively practicable. Offering Health Coverage no later than
the first day of the calendar month following the resumption of services is deemed to be as
soon as administratively practicable.

D. Special Rules for a Change in Status
An employee’s status change is dependent on the measurement method being used, whether
the employee hired is a full-time employee or something else, and when the status change
occurred (i.e., before or after the employee completed an entire Standard Measurement Period).
The following is a discussion of some of the more common changes in status and the applicable
ACA rules the City follows.
1. Ongoing Employee Changes from Part-time to Full-time Position. The employee will
be treated as a full-time employee as of the first day of the first month following the
change in employment status consistent with the City’s Health Coverage waiting
period.
2. General Rules for Ongoing Employee Who Changes from Part-time to Full-time
Position. Status as a full-time employee is locked in for the remaining portion of the
current Stability Period, so coverage would continue to be offered at least until the end
of the Stability Period in which the change in status occurs. Health Coverage may also
be required for the following Stability Period if the employee averages at least 30
hours/week during the measurement period in which the change in status occurs.
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3. New Employee changes from Part-time to Full-time Position during Initial
Measurement Period. The employee is treated as a full-time employee as of the first
day of the first month following the change in employment status consistent with the
City’s Health Coverage waiting period.
4. A New Full-Time Employee Changes from Full-time to Part-time Status Employee.
Prior to Reaching their First Standard Stability Period. In this case, Human Resources
will advise the covered employee that they may be ineligible for health coverage under
its medical plan. Per City policy, if the employee’s status becomes that of a permanent
part-time status (working 20 hours a week but less than 30), they will be eligible to
remain on the health plan but will only be eligible to participate in the City’s part-time
employee premium contribution plan.
E. Types of Benefits Programs
The descriptions which follow are only intended to serve as an over-view of the City’s various
benefit packages. Many of these benefits are controlled by individual plan documents which
must be consulted for details concerning terms and eligibility. In the event of conflict between
the summaries which follow and the plan documents, the plan documents shall control.
1. Medical. The City provides self-insured group medical coverage for eligible employees
and dependents as detailed above. Eligible employees will have the opportunity to enroll
in any one of the offered group medical plans during open enrollment each plan year. Such
employees shall pay a medical insurance premium contribution as determined by the
Human Resources Director annually. Employees can obtain an Employee Benefits Guide
from Human Resources for additional information.
All medical records are maintained by the City of Greenville’s insurance providers and are
considered confidential medical records. The City will abide by the Federal Health
Insurance Portability and Accountability Act (HIPAA) privacy standards law
requirements.
2. Dental. The City offers a comprehensive dental plan to all eligible full and permanent parttime employees and eligible dependents. The plan allows employees the freedom to choose
their own dentist and have access to a national network of dentists. Dental benefits will be
paid at a specific percentage of the cost of covered services, up to the benefit maximum
each benefit plan year. The employee will be responsible for the remaining coinsurance
amount. This insurance can be elected independent of other benefits. For example, an
employee can elect the dental and not the medical. Employees can also elect a different
coverage level for dental than he or she has for medical.
3. Consolidated Omnibus Budget Reconciliation Act (COBRA). COBRA allows certain
employees, retirees, spouses and dependent children to continue health and or dental
insurance coverage at group rates for specific time periods, eighteen (18) or thirty-six (36)
months. To be eligible, an employee must have been enrolled in the City’s health plans.
COBRA becomes available when an employee loses health insurance coverage because of
a “qualifying event”, (e.g., when an active employee’s hours are reduced or job is
terminated for reasons other than gross misconduct). Spouses and dependent children may
become COBRA-eligible when a covered employee’s job is terminated or hours are
reduced, upon the employee’s death, or in the event of divorce from a covered employee.

12
HR 3.1

DocuSign Envelope ID: 441012F5-BC24-4C9D-B02E-B8FDE07AC88B

Revised: 9/16/21; Replaces: 4/10/19
(Formerly HR-9)

A general COBRA notice is provided to all new employees during new employee benefit
enrollment. Specific notifications are provided upon a qualifying event. For a full
explanation of COBRA terms and eligibility, contact Human Resources.
Employees must have a general election period of at least 30 days from the date of the
event to change their elections pursuant to a HIPAA Special Enrollment Event. When
employees lose Medicaid/CHIP eligibility, or where they gain eligibility for a state
premium assistance subsidy under Medicaid/CHIP, they must have at least 60 days from
the date of the event to change their elections.)
4. Basic Term Life and Accidental Death and Dismemberment (AD&D) Insurance. The City
provides several types of financial protections for eligible employees if they were to die or
be injured in an accident while the employee was working for the City. All eligible fulltime employees working a minimum of 40 hours per week and all active Council Members
are covered under the City’s basic group term life and AD&D insurance plan and may
choose to be covered under the supplemental life plan. Coverage is available the first of
the month following date of employment and remains in effect until the employees either
dies or leave employment. Specific details about these benefits may be found in the Group
Life and Accident Insurance Certificates available in Human Resources.
a. Accidental Death: If an employee dies in an accident, the named beneficiary will
receive an additional benefit. This benefit will be equal to the employee’s basic
life insurance coverage amount, thereby doubling the coverage.
b. Basic Term Life: The City pays the full premium for eligible employees’ basic
coverage in the amount of $25,000. The employee must designate a beneficiary
through the benefit online system. The basic coverage is not taxable, as the IRS
allows employers to provide up to $25,000 in life insurance coverage for its
employees.
c. Supplemental Term Life: An employee may purchase additional life insurance
coverage as indicated in the current Employee Benefits Guide. An Evidence of
Insurability form must be completed for review and approval by the insurance
carrier in order for the coverage to be effective if one does not enroll within 31
days of hire date.
d. Dependent Life: An employee may purchase coverage for his or her eligible
dependent(s) as indicated in the current Employee Benefits Guide. The maximum
benefit for a dependent child who is less than 6 months old is $500. In the event
the employee’s covered dependent(s) dies, the benefit will be paid to the employee.
5. Short- and Long-Term Disability Insurance. These voluntary benefits are available to
active, regular full-time employees and can be elected during new employee benefit
enrollment or during open enrollment. The premiums are calculated based on the
employee’s bi-weekly earnings and payroll deducted bi-weekly on a post-tax basis. Short
and long-term disability benefits are paid directly to the employee. For more detailed
information regarding eligibility and benefits, contact Human Resources.
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a. Short-Term Disability: Short-term disability is a type of insurance that pays a
percentage of an employee’s salary for a specified amount of time, if they are ill or
injured, and cannot perform the duties of their job. This program covers disabling
injuries or sicknesses that last beyond the elimination period (time an employee must
be continuously disabled before disability benefits are payable). Employees have to
satisfy a fourteen (14) day elimination period. Once this requirement is satisfied, the
plan pays a benefit up to 60% of the employee’s weekly earnings up to thirteen (13)
weeks. During the elimination period, the employee is allowed to turn in any available
paid leave. Once the elimination period is met, the employee is only allowed to turn
in enough leave to cover his or her bi-weekly deductions. Eligible employees may
enroll in short-term disability any time throughout the year.
b. Long-Term Disability: This program is designed to provide monetary benefits to
active, regular, full-time employees and to help them maintain their normal lifestyle.
This program covers disabling injuries or sicknesses that last beyond the elimination
period. Before collecting benefits, the employee must satisfy an elimination period of
90 days of continuous disability following the date of disability. After a 90-day waiting
period is fulfilled and the claim is approved, the employee may receive a monthly
payment up to 60% of his or her covered monthly earnings at time of disability.
Covered earnings refer to the employee’s wage or salary, excluding overtime pay,
bonuses or other extra compensation.
For both short- and long-term disability insurance, the amount of benefit paid cannot exceed
the predetermined maximum benefit amount. The benefit amount will be reduced by any
amount payable to the employee as defined by the carrier. The benefit amount will also be
reduced if the covered employee is not working and is determined by an independent medical
specialist that the employee could work to his or her optimum ability. Proof of earnings and
continued disability is required.
6. Flexible Spending Accounts. The City offers a Flexible Spending Account plan that was
established under Section 125 of the Internal Revenue Code. Flexible spending accounts
allow participants to be reimbursed for certain eligible medical and dependent care expenses
with pre-tax dollars. There are two types of spending accounts, medical reimbursement and
dependent daycare. Participation in one or both of these spending accounts is voluntary.
a. Medical Reimbursement: Used to pay for eligible health care expenses that are not
covered under the insurance plan, such as co-payments, deductible, and some overcounter medicines, such as Band-Aids, contact lens supplies, insulin, and diabetic
supplies. The current plan year maximum can be found in the current Employee
Benefits Guide.
b. Dependent Daycare: Used to pay for childcare or adult dependent daycare expenses
that are necessary to allow you and your spouse, if married, to work, look for work, or
attend school full-time. However, if you don’t find a job and have no earned income
for the year, your dependent care costs are not eligible. Under current IRS regulations,
the maximum amount that may be contributed to a Dependent Care spending account
can be found in the current Employee Benefits Guide.
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Regular, full-time and permanent part-time employees as defined in this policy are eligible to
participate in a Flexible Spending Account (FSA). Upon enrollment, employees must decide
how much they want to contribute to their account based on their anticipated eligible health or
dependent care expenses for the year. The amount of pay an employee contributes to a FSA
cannot exceed the maximum contribution level set for each plan year.
The amount of pay an employee contributes to his/her account will be deducted from his/her
paycheck in equal amounts each pay period until the yearly maximum specified is reached.
Federal tax regulation requires that any unused amount will be forfeited. If the employee
leaves the plan due to status change, the employee may claim reimbursement only for expenses
they incurred while enrolled in the plan. If the employee leaves the plan, the employee cannot
re-enter in the same plan year. They must wait until the new plan year to re-enter.
F. Benefit Enrollment/Election Changes
Eligible employees can only enroll in any one of the City’s offered benefit plans upon being
hired during the course of the new employee enrollment or during the annual open enrollment
for the next plan year. Benefits election changes may be made throughout the year upon a
qualifying event.
1. New Employee Benefit Enrollment. Human Resources conducts new employee benefit
enrollment sessions twice a month. Prior to this enrollment session, new employees are
provided a benefit package along with their offer letters to review and inform their election
decisions. The benefits offered by the City and the related eligibility requirements are
reviewed by the Benefits Administrator in detail at the benefit enrollment session to
facilitate election decisions. During the session, employees set up a benefits account on the
online benefits enrollment system, entering and signing off on all of their elections with
two exceptions—cancer insurance and retirement, which are paper-based enrollment
processes.
2. Qualifying Events. It is the employee’s responsibility to notify the Human Resources
Department within thirty (30) days of any changes due to a qualifying life event in order
for the benefit election changes to be made. Qualifying events include but are not limited
to:
• Births, deaths, marriages, divorces, and adoptions,
• Loss of other coverage,
• A dependent that is no longer eligible for coverage due to loss of dependent
status, i.e., obtaining the maximum age limit (26), and
• Other changes affecting payroll deductions.
If an employee experiences a qualifying life event, he or she is then allowed to either
add/drop or elect coverage as long as it is done within the allowed time frame.
3. Annual Open Enrollment. Health plans, benefit designs, eligibility rules, and premiums
are subject to change each plan year based on the previous year’s claims experience,
inflation, and trend. Announcements concerning changes for the upcoming plan year are
made prior to and during annual open enrollment each fall. Employees are required to
review any notices, home mailings, and information about the benefits for the coming year.
During the annual open enrollment period, employees can make online benefit elections
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changes for the next plan year. For purposes of insurance, a plan year is January 1st through
December 31st. During open enrollment, employees may add, drop, or change coverage for
health, dental, life, long-term and short-term disability, flexible spending accounts, and
cancer benefits. Employees who do not initiate a change during open enrollment will
automatically continue their coverage as is into the next plan year.
The following changes are permitted during open enrollment via online:
a) Health Insurance:
• Employees may choose a different health insurance plan.
• Employees may change coverage level (e.g., individual to family).
• Eligible employees may initiate or cancel coverage.
b) Dental Insurance:
• Employee may enroll, cancel, or change their coverage level (e.g.,
individual to family).
c) Flexible Spending Accounts:
• Employees may initiate coverage or terminate this benefit in one or both
accounts.
• Employee may increase or decrease annual contribution amounts.
d) Supplemental Life Insurance:
• Full-time employees may initiate or decline coverage, and increase or
decrease coverage benefit amount.
• If employees initiate coverage, or if currently enrolled, elects to increase
their benefit amount greater than one level per year, Evidence of
Insurability form is required.
e)

Spouse and/or Child Life Insurance:
• Employees may elect coverage for children and/or a lawful spouse. If
election is being made for a lawful spouse, the employee and spouse will
need to complete an Evidence of Insurability form.

f) Long and Short-Term Disability:
• Employees may enroll in one or both plans or drop coverage.
• If employees elect to enroll in Long-term disability, Evidence of
Insurability form is required.
4. Effective Date of Coverage. The effective date of coverage will vary based on the
following:
•
•
•

New Hires: Effective the first of the month following hire date (except Long Term
Disability, which is effective the 91st day following hire date).
Qualifying Life Event: Effective the date of the event.
Annual Open Enrollment: Effective January 1 of the following year.
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G. Benefit Premiums/Payroll Deductions
Employees are responsible for reviewing their paycheck to ensure the appropriate benefit
deductions have been taken. Deductions from the employee paycheck will begin the first pay
period in the month in which his/her coverage starts. Depending on the date of a qualifying
event, there are times that the deduction may not begin the first pay period in the month the
event occurred, but in the second pay period.
H. Retirement
1. South Carolina Retirement System (SCRS) and Police Officers Retirement System
(PORS). The City of Greenville is a member of the SCRS and PORS defined benefit
retirement systems. SCRS and PORS provides members a guaranteed monthly pension
based on a formula that includes the member’s average final compensation, years of
service, and a benefit multiplier of 1.82 percent for SCRS members and 2.14 percent for
PORS members. SCRS and PORS provide service and disability retirement, deferred
annuities, and survivor annuities to eligible members. As a condition of employment, all
regular, full-time and permanent part-time employees of employers participating in the
Retirement Systems are required to become members of SCRS and PORS. Employees in
certain categories and due to the nature of their position have the option of electing nonmembership. Such categories include, but are not limited to school bus drivers, hospital
workers, elected officials, day laborers, and non-permanent positions.
Regular, full-time and permanent part-time employees are required by state law to
contribute to the system through payroll deductions. Employee contributions are reported
to the SCRS/PORS electronically on a quarterly basis.
The 2012 Retirement Reform Bill, Act 278, mandated changes to SCRS and PORS vesting
requirements. All SCRS and PORS Class Three members (i.e., employees with an effective
retirement system membership date on or after July 1, 2012) must have eight (8) years of
earned service in the appropriate retirement program to be eligible for service retirement
benefits, disability benefits based on work-related injuries, in-service death benefits, the
ability to purchase non-qualified service credit, etc. Class Two employees with an effective
retirement system membership date on or before June 30, 2012 must have five (5) years of
earned service credit in the appropriate SCRS or PORS retirement program to be eligible
for service retirement benefits. Please refer to your SCRS or SCPORS brochure for details.
2. Firefighter’s Pension Fund. Firefighters are covered under the Firefighter’s Pension Fund.
All Sworn firefighters must participate in the Firefighter’s Pension Fund to be vested in
City contributions. Participants who incur a termination of employment on or after July 1,
2020 with 10 or more years of service are vested at 100%. The vested retirement benefits
are paid at the normal retirement age. Benefits of the Firefighter’s Pension Fund also
include: monthly annuity at retirement and life insurance which is available through the
South Carolina State Firefighter’s Association. For more information, contact the Fire
Chief’s office.
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I. Deferred Compensation
Deferred compensation is a voluntary plan available to employees to help save for retirement
on a pre-tax basis. Employees of the City of Greenville have the option to participate via payroll
deduction in the SC State Deferred Compensation System's 401K and/or 457(b) plans. These
plans offer long-term, tax-deferred savings and are employee paid. The City does not
contribute to these plans. Human Resources provide employees an opportunity to schedule an
individual appointment with the City’s deferred compensation representative to discuss these
plans.
J. Longevity Bonus
The City of Greenville recognizes long and faithful service of employees by providing
longevity bonuses. A lump sum service longevity bonus will be paid every fifth anniversary
of an employee’s hire date in accordance with the schedule below. For the purpose of
calculating longevity bonuses, base pay will be calculated by taking an employee’s hourly rate
of pay and multiplying this rate by 2,080 hours for full-time employees or 1,040 hours for
permanent part-time employees. The City reserves the right to revise or change the following
schedule without prior notice.
Longevity Bonus Schedule
Continuous
Years of Service
5

Year of
Award
5th

2% of Base Pay not to exceed $1,000

10

10th

3% of Base Pay not to exceed $1,500

15

th

15

4% of Base Pay not to exceed $2,000

20

20th

5% of Base Pay not to exceed $2,500

25

25th

6% of Base Pay not to exceed $3,000

30

30th

7% of Base Pay not to exceed $3,500

35

35th

8% of Base Pay not to exceed $4,000

40

40th

9% of Base Pay not to exceed $4,500

45

45th

10% of Base Pay not to exceed $5,000

Longevity Bonus in Year of Award

K. Wellness Benefits
The City is committed to promoting employee health and well-being through the provision of
wellness programming, coordinated through the Employee Health Center. The wellness
benefits are based on available funding and are thus subject to change. They may include:
•
•
•
•
•

Free or low cost onsite-educational programming,
Health and biometric screenings,
Free annual physicals,
Annual flu vaccines,
Wellness stipends (e.g. fitness, and Weight Watchers),
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• Voluntary tobacco cessation programs, and
• Other health related services (e.g., onsite nurse practitioner).
Participation in the City’s wellness programs is strictly voluntary.
L. Direct Deposit
The City requires all non-seasonal employees to utilize direct deposit for payment of wages.
To enroll in direct deposits initially or when changing or canceling bank accounts, employees
should complete an Authorization Agreement for Payroll Direct Deposit form (Exhibit B) and
submit it to the Payroll Division. Employees are allowed up to 5 different direct deposit
accounts.
M. Greenlink Fare-Free Program
The Greenville Transit Authority has extended a fare-free ridership program for all City of
Greenville employees and their family members. Eligible employees using this benefit must:
•

•
•

Full-time and Permanent Part-time employees must present an official City of
Greenville employee badge to the bus operator to participate in the program.
Temporary Part-time employees must be on the listing provided by Human Resources
to GTA to participate in the program.
Accompany any family member for the entire trip.
Comply with the same on-board ridership policies as the general public, including the
Greenlink’s right to refuse a ride for the safety and benefit of the general public.

The General Manager of Transit Operations, under the direction of the City’s Director of Public
Transportation will be responsible for day-to-day operations of the Fare-free Program for city
employees.
N. Bicycle Commuter Tax Provision
City employees who regularly use a non-motorized bicycle for a substantial (60% or greater)
portion of travel between the employee’s residence and the worksite are eligible to receive a
$20 reimbursement per month for reasonable expense incurred by the employee in conjunction
with their commute to work by bike. All City of Greenville full-time and permanent part-time
employees are eligible to receive this benefit. Per federal guidelines, in order to receive the
benefit, an employee cannot also be receiving a parking benefit. If an employee chooses to
receive the reimbursement for riding their bike to work, the employee must surrender their
parking pass, if they have one. If, at any time, an employee would like to cease receiving the
reimbursement and have their parking card reinstated, they can do so by contacting Human
Resources. Employees have the ability to elect to use the benefit every month or only certain
months, if preferable.
To participate in the program, an employee must complete the “Bicycle Commuter Program
Participant Form” (Exhibit C), have it signed by their Department Director, and submit the
form to HR along with their parking card, if applicable. If at any time, the employee would
like to cease participation in the program and have their parking card (if applicable) reinstated,
they should complete the “Withdraw from Bicycle Commuter Program” form (Exhibit D) and
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return it to HR. In order to receive reimbursement for any given month, an employee must
complete and sign the “Bicycle Commuter Certification Form” (Exhibit E) to certify the days
on which they rode their bike to and from work. Department Directors must also sign the form.
A new form must be completed for each month in which the employee wishes to receive
reimbursement. The City of Greenville will provide the reimbursement through Accounts
Payable. Completed and signed forms should be turned in to Accounts Payable after the end
of the month. Completed requests received in the Accounts Payable office by noon on
Wednesday are paid on Friday of that week. Any reimbursements employees receive for the
Bicycle Commuter Program are considered taxable income and reported in W-2 earnings.
O. Roles and Responsibilities
1. Department Directors/Supervisors:
•
•

To ensure that employees are informed of all benefits available to them whether they
are employee or employer paid.
To encourage employees to comply with the procedures outlined in this policy.

2. Employees:
•
•

Make timely elections/changes to their benefits when he or she experiences a
qualifying event via online.
Submit applicable forms to Human Resources in a timely manner.

3. Human Resources Department:
•
•
•
•
•
•
•
•
•
•

Ensure compliance with ACA regulations.
Conduct employee benefit enrollment.
Administer all benefits plans.
Ensure that all premiums for benefits are payroll deducted on a bi-weekly basis
accurately.
Generate and process paperwork for an employee to receive his or her longevity bonus
when due.
Provide employees with open enrollment materials and dates.
Provide and distribute Summary Plan Descriptions (SPD) to employees.
Ensure that all forms and benefits elections are processed timely and accurately.
Maintain benefit information in employee’s personnel file and H.T.E.
Assist employees with benefit questions and resolve concerns.
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Exhibit A

City of Greenville Waiver of Health Coverage
The implementation of the Employer Mandate provision of the Affordable Care Act (ACA) was effective
January 1, 2015. Compliance with this mandate requires the City of Greenville to offer affordable health
insurance to employees who work a minimum of 30 hours per week (130 hours per month). For new hires who
are expected to work over 30 hours at the time of hire, the health insurance eligibility date will be the first of the
month following date of hire. If it is determined that any variable hour (non-benefits eligible or permanent parttime) employee will work or has worked an average of 30 hours or more per week during either the initial or
ongoing measurement periods, they will be eligible for health insurance at the City’s full-time rates. The City
monitors and tracks seasonal, variable hour, and permanent part-time employees work hours over a 12-month
measurement period to determine benefit eligibility status.
Having met the eligibility requirements, you are being offered the opportunity to enroll in health coverage offered
by the City of Greenville, SC at the 75/25 cost-sharing split for the current plan year as long you are
employed with the City of Greenville, SC, meaning the City will pay 75% of the employee’s medical
insurance premiums. Ongoing eligibility after this plan year is not guaranteed and is determined by each
measurement period.
You have the right to decline, or waive coverage. If you do waive coverage for yourself, you may not cover
dependents under the Employer’s health plan. Note that if you waive coverage considered affordable and
minimum essential under the Patient Protection and Affordable Care Act (ACA), you will not qualify for
government credits and subsidies to purchase individual health insurance on the Marketplace.
If you waive coverage, you cannot enroll in the City of Greenville’s health plan until the next open enrollment,
unless you experience a qualified change in status. Examples include if you are covered under another plan but
that coverage is lost, or if you gain a new dependent through birth, adoption, or marriage. However, you must
request to enroll in your plan within 30 days of the qualified change in status. If you miss the 30-day enrollment
deadline, you must wait until open enrollment.
I acknowledge that the City of Grenville has offered me affordable minimum essential coverage, as defined
under the ACA, effective ________________________. I have read the above and I understand the
consequences of my waiver of coverage.
Name of Employee

Signature of Employee

Date: __________________________________
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City of Greenville, South Carolina
Authorization Agreement for Payroll Direct Deposits
(automated clearing house credits)

Exhibit B
OMB Use Only
Date Rec’d
_______
Test Date
_______
Effective Date _______

All permanent employees are required to receive compensation via direct deposit.
I authorize the City of Greenville to make entries for deposit of payroll compensation to the financial
institutions and accounts identified below. I also authorize the City of Greenville, if necessary, to correct
entries or to make other adjustments for any errors to my below designated account(s). In the event of an
error by the City in making such entries, its liability to me will be limited to the amount of the error and
will not include liability for any additional claims arising from the error. There will be a limit of 5
accounts.
Financial
Institution Name

Financial
Institution Name

Address

Address

ABA#

ABA#

Account#

Account#

Amount
Amount
*Attach a deposit slip for a savings account or a voided check for a checking account for account
number verification.
Please list any accounts currently receiving funds:
Financial Institution Name

Account Number

Old Amount

New Amount

_______________________
Department/Division

________________________
Social Security Number

_______________
Date

_______________________
Name (please print or type)

________________________
Signature

_______________
Daytime Phone

I understand if I close an account or need to change any information, I must notify payroll in
writing as soon as possible.
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City of Greenville
Bicycle Commuter Program Participant Form

Exhibit C

The Bicycle Commuter Program is an optional benefit offered to all City of Greenville full-time and
permanent part-time employees. To participate, employees must regularly use a non-motorized bicycle for
a substantial (60% or greater) portion of travel between the employee’s residence and the worksite. This
requirement means that employees must commute using their bicycle an average of 3 days per week (prorated in weeks that cross months). If employees elect to participate and complete the required
documentation, they will receive a $20 reimbursement per month through the Accounts Payable division.
Per federal guidelines, in order to participate in the Bicycle Commuter Program, an employee cannot be
receiving a parking benefit at the same time. If an employee has a City-issued parking card for any of the
garages, this must be surrendered to Human Resources at the time of entry into the program.
I elect to enroll in the Bicycle Commuter Program on the date specified below. By signing this form, I am
pledging that I will provide accurate information regarding information on my commuting days. I
understand that per federal regulations I am not eligible to receive a parking benefit along with this benefit.
Thus, if I have a parking card, I am agreeing to surrender it at this time. I also understand that I must
complete a form each month in order to qualify for reimbursement, and any reimbursement I receive for
this benefit is considered taxable income and will be reported on my W-2 at the end of the year. Finally, I
understand that if at any time I decide to withdraw from the program, I must complete the “Withdraw from
Bicycle Commuter Program Form.”
Date to begin participation: ____________________________________
I do/do not currently have a parking card issued to me.
_______________________________
Employee Signature

_________________
Date

_______________________________
Department Director Signature

_________________
Date

Date Received in HR: ___________
Parking Card Issued: ____________
Surrendered: ___________________

HR Signature: ____________________________________
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Exhibit D

City of Greenville
Withdraw from Bicycle Commuter Program Form
The Bicycle Commuter Program is an optional benefit offered to all City of Greenville full-time and
permanent part-time employees. To participate, employees must regularly use a non-motorized bicycle for
a substantial (60% or greater) portion of travel between the employee’s residence and the worksite. This
requirement means that employees must commute using their bicycle an average of 3 days per week (prorated in weeks that cross months). If employees elect to participate and complete the required
documentation, they will receive a $20 reimbursement per month through the Accounts Payable division.
Per federal guidelines, in order to participate in the Bicycle Commuter Program, an employee cannot be
receiving a parking benefit at the same time. If an employee has a City-issued parking card for any of the
garages, this must be surrendered to Human Resources at the time of entry into the program.
I elect to withdraw from the Bicycle Commuter Program on the date specified below. By signing this form,
I understand that I will no longer need to complete the monthly certification forms, nor will I receive the
monthly reimbursement from this date forward. I understand that if I previously had a parking card and
wish to have that re-instated, I must request that below. I also understand that if, at any time, I decide to
re-enroll in the program, and I must complete a new “Bicycle Commuter Program Participant Form”.
Date to cease participation: ____________
I previously did/did not have a parking card issued to me.
I do/do not need to have the above-mentioned parking card re-issued to me.
___________________________________
Employee Signature

_________________
Date

___________________________________
Department Director Signature

_________________
Date

Date Received in HR: _______________
Parking Card Issued: ________________

HR Signature: ____________________________________
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Exhibit E

City of Greenville
Bicycle Commuter Certification Form

Name: __________________________________ Department: ________________________
Month: Select Month

Year: Select Year

Please enter the dates for the month listed above in the calendar below. Select the drop-down field
of “X” to indicate the days that you rode your bicycle to and from work. In order to qualify, you
must ride your bike at least 3 days per week. Partial weeks will be evaluated on a pro-rated basis.

Sun

Mon

Tues

Wed

Thurs

Fri

Sat

I certify that I rode my bike to and from work on the dates indicated above and that I have not
utilized any parking benefits (either parking card or validated parking tickets) during the month
listed above.

__________________________________________

_________________

__________________________________________

_________________

Employee Signature

Department Director Signature

Date Signed

Date Signed

The original of this form should be submitted to HR. A copy of this form, along with a Request for Check,
(Account Code 47-02 for Local Transportation) must be submitted to Accounts Payable to receive
reimbursement.
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THIS DOCUMENT IS NOT A CONTRACT OF EMPLOYMENT. PRIOR DOCUMENTS ON THIS
SUBJECT ARE REVOKED. EMPLOYMENT WITH THE CITY OF GREENVILLE IS AT-WILL.

CITY OF GREENVILLE
POLICY NO: 3.2
SUBJECT:

DATE: September 16, 2021

Retirement Programs

I. Purpose

CONTENTS

II. Applicability
III. Definitions
IV. Policy
V. Procedures
A. Retirement Plans
B. Vesting (Minimum Service Requirements)
C. Eligibility Requirements for Retirement Benefits
D. Retiree Medical Insurance Subsidy for Retiree Who Meets the Years of Service
Requirements of Subsection V.E.
E. Eligibility Criteria to Receive Pre-65 or Post-65 Subsidy
F. Continuation of Medical Coverage for Retirees who do not meet either Age or Length of
Service Criteria
G. Discontinuation of Group Medical Insurance
H. Life Insurance
I. Retirement Award
J. Rehiring a PORS § 9-11-90 and SCRS § 9-1-1790 Retiree
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__________________________________
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__________________________________
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I.

Purpose
The purpose of this policy is to describe in summary fashion the programs and eligibility for
retirement benefits for City of Greenville employees. The City’s retirement benefits are governed
by plan rules and documents promulgated by the South Carolina Retirement System, the South
Carolina Police Officers’ Retirement System, and the City of Greenville Firefighter’s Pension Fund
Board of Trustees, as applicable. In the event of any conflict between this policy and the
aforementioned rules and plan documents, the latter shall control.

II.

Applicability
This policy applies to all City of Greenville employees.

III.

Definitions
•

Class Two Member: Means any City of Greenville member of the South Carolina Retirement
System (SCRS) employed on or after July 1, 1964 or member of the SC Police Officers’
Retirement System (PORS) employed on or after July 1, 1974.

•

Class Three Member: Means any City of Greenville member of SCRS or SC PORS employed
on or after July 1, 2012.

•

Employee: For purposes of participation in retirement benefits under this policy, “employee”
means an employee of the City of Greenville who is working in either an appointed, permanent
full-time, or permanent part-time position, and who receives payment from funds administered
by the City. For purposes of this policy, “employee” does not include a temporary employee,
a short-term employee, or an independent contractor with the City, regardless of the length of
time that an independent contractor works with the City.

•

Employment Classifications: The City of Greenville recognizes four (4) types of employee
classifications for retiree eligibility determination:
-

Appointed: The positions of City Manager, City Attorney, and Municipal Judge are
established by City ordinance and as such are considered appointed (“unclassified”).
These “unclassified” positions are eligible to participate in the City’s benefit programs
as defined in this policy.

-

Regular (Full-time): A regular employee is one who is normally scheduled to work
forty (40) hours per week or greater. Regular employees are eligible to participate in
the benefit plans offered by the City.

-

Permanent Part-time: A permanent part-time employee is one who works less than
forty (40) hours per week and on average, at least twenty (20) hours per week on an
annual basis. Occasionally, seasonal schedules may require part-time employees to
work a forty (40) hour schedule. Permanent part-time employees who annually work
an average of 1040 hours or more per year are eligible to participate in medical and
dental benefits plans offered by the City. These employees will pay the regular
employee share of the benefits premium, plus half of the City’s contribution, for the
class of coverage elected.
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-

IV.

Temporary: A temporary employee is one who is on the City’s payroll and works in a
City position for a predetermined period of time not to exceed 6 months. The temporary
employee may be assigned to a full-time schedule (40 hours/week or more) or a parttime schedule (less than 40 hours/week). Temporary employees are not eligible to
participate in the City’s retirement or benefits plans.

•

Rehired Employee: An employee who returns to City employment after one (1) year of their
end date is considered a rehire. A rehired employee must have originally left the City in good
standing. The hire date for a rehired employee will be set to the date the employee was
rehired—not the original hire date. A rehired employee will accrue general leave at the rate of
a new employee. Any leave forfeited or paid out during their departure will not be reinstated.
Rehired employees will need to enroll in the City’s offered benefits for which they are eligible.

•

Reinstated Employee: An employee who returns to City employment within one (1) year of
their end date is considered a reinstatement. Reinstated employees will be reinstated with their
original hire date and general leave accrual rate. Any leave forfeited or paid out during their
departure will not be reinstated. Reinstated employees will need to enroll in the City’s offered
benefits for which they are eligible.

•

Retiree: A former employee of the City of Greenville who has retired from the City and is
eligible to receive benefits under either the South Carolina Retirement System (SCRS), SC
Police Officers’ Retirement System (PORS), or the Firefighter’s Pension Fund.

•

Rule of 90: Employees (Class Three members) hired on or after July 1, 2012 must satisfy the
Rule of 90 requirement to be eligible for retirement under SCRS and PORS; that is, their age
plus service years must equal 90.

Policy
It is the policy of the City of Greenville to provide retirement contributions, benefits, and service
recognition for eligible retired employees to the extent provided by this policy. The City also
reserves the right to select the provider(s) and coverage(s) to be offered to retirees, which may or
may not include all the options available to active employees. The City also reserves the right to
amend, change, or terminate its program of medical coverage for retirees and qualified elected
officials, including changes in contribution requirements, at any time.

V.

Procedures
A. Retirement Plans
All appointed, permanent full-time and part-time employees shall participate and contribute to
one of three retirement pension plans, unless specifically exempted by SC State statute:
1. Sworn officers in the Police Department are members of the SC PORS.
2. Sworn firefighters participate in the Greenville Firefighter’s Pension Fund.
3. All other employees are members of the SCRS.
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Any appointed, regular (full-time), or permanent part-time employee must join the appropriate
retirement system as a condition of employment. All employees, including those who are
already members of the retirement system by reason of other employment, must make
retirement contributions on wages received from the City.
All contributions to the retirement system are handled by pre-tax payroll deductions. SCRS and
SC PORS contributions will be made on all payments of actual salary up to the maximum of
the employee's actual gross salary. Incentive payments given for early retirement are not subject
to retirement contributions. Firefighter’s Pension Fund contributions will be made on all
compensation received from the City. The City also contributes to the retirement plan for all
employees, including rehired retirees.
B. Vesting (Minimum Service Requirement)
Participation in the SCRS (regular full-time and permanent, part-time personnel) and PORS
(sworn Police personnel) is required to be vested in City contributions. The 2012 Retirement

Reform Bill, Act 278, mandated changes to SCRS and PORS vesting requirements. All
SCRS and PORS Class Three members, employees hired on or after July 1, 2012, must

have eight (8) years of earned service in the appropriate retirement program to be eligible for
service retirement benefits, disability benefits based on work-related injuries, in-service death
benefits, the ability to purchase non-qualified service credit, etc. Class Two employees with an
effective retirement system membership date on or before June 30, 2012 must have five (5)
years of earned service credit in the appropriate SCRS or PORS retirement program to be
eligible for service retirement benefits.
All Sworn firefighters must participate in the Firefighter’s Pension Fund to be vested in City
contributions. Participants who incur a termination of employment on or after July 1, 2020 with
10 or more years of service are vested at 100%. The vested retirement benefits are paid at the
normal retirement age. Benefits of the Firefighter’s Pension Fund also include monthly annuity
at retirement and life insurance which is available through the South Carolina State
Firefighter’s Association. For more information, contact the Fire Chief’s office.
C. Eligibility Requirements for Retirement Benefits
Depending on the employee’s position with the City, the following eligibility requirements
must be met to receive retirement benefits:
1. Sworn Firefighters are eligible to retire and receive vested benefits from the
Firefighter’s Pension Fund after ten (10) or more years of service and after attaining
age fifty-five (55) for service retirement, or after five (5) or more years of service (upon
approval) for disability retirement.
2. Sworn Police Officers (Class Two), those with an effective SC PORS membership
date on or before June 30, 2012, are eligible to retire and receive vested benefits from
the SC PORS after completing twenty-five (25) years of service in the retirement
system, or after attaining age fifty-five (55) with five (5) or more years of service in the
system.
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3. Sworn Police Officers (Class Three), those with an effective SC PORS membership
date July 1, 2012 and after, are eligible to retire and receive vested benefits from the
SC PORS if the member: 1) has 8 years or more of earned service in the system, 2) has
reached the age of 55 or has 27 years of service credit, and 3) has separated from
service.
4. Regular employees (Class Two), those with an SCRS membership date on or before
June 30, 2012, may retire and be eligible to receive vested benefits from the SCRS
upon reaching age sixty-five (65) with at least five (5) years of service in the SCRS, or
after attaining twenty-eight (28) years of service, regardless of age.

5. Regular employees (Class Three), those with an effective SCRS membership date

July 1, 2012 and after, may retire and be eligible to receive vested benefits from the
SCRS if the member: 1) has 8 or more years of earned service in the system; 2) has
reached age 65 (or age 60 with a 5% reduction or each year the member retirees before
age 65) or has satisfied the Rule of 90 (i.e., the employee’s age and years of service
equals 90); and, 3) has separated from service. (See Exhibit A: Age & Service to

Satisfy Rule of 90.)

Other retirement eligibility options, including disability retirement, and early retirement with
applicable benefit reductions, may be possible. (Note: Effective, July 1, 2012, early retirement
at age 55 with at least 25 years of service is no longer an option. Effective January 1, 2014,
state disability standards will conform to Social Security Administration provisions.)
Information is available from the Human Resources Department or the SCRS. For other
retirement options under the Firefighter’s Pension Fund, contact the Fire Chief’s office.
D. Retiree Medical Insurance Subsidy for Retirees Who Meet the Years of Service
Requirements of Subsection V.E.
Effective January 1, 2009, the City has established separate medical insurance subsidy plans
for pre-65 and post-65 retirees as follows:
1. Pre-65 Retiree Medical Insurance Subsidy. The Pre-65 retiree benefit will be a fixed
dollar amount to be determined by the City Manager. The benefit will be used for the
purchase or subsidization of medical insurance provided under the City’s group plan.
The amount of the benefit will be reviewed periodically and may be adjusted by the
City Manager subject to the availability of funds. Pre-65 retirees with dependent and/or
spouse coverage will no longer receive a subsidy for the cost of the dependent portion
of the premium. However, the pre-65 retiree’s spouse and/or dependent children are
able to remain on the City’s group plan, if qualified under the plan, by paying the current
monthly premium for the coverage elected without City contributions for dependents.
Pre-65 retirees on the City’s group health plan may stay on the group plan after
retirement, or they may switch to another City group plan (if available and applicable)
at the next annual reenrollment date. Pre-65 retirees who elect to participate in a medical
insurance plan other than the one the City offers will not be eligible to receive the City’s
subsidy and will not be able to participate in any future City pre-65 medical insurance
plan.
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2. Post-65 Retiree Medical Insurance Subsidy. Post-65 retirees who retired on or before
December 31, 2008, and who meet the years of service requirements of subsection V.E.,
below, will receive a fixed monthly subsidy toward the retiree’s Medicare
Supplemental plan and prescription drug coverage will be paid to the City’s Medicare
Supplement vendor of choice. Post-65 retirees who retired after December 31, 2008
will not receive any monthly City subsidy. For qualifying retirees, the subsidy amount
will vary by age band as follows:
Age

Subsidy Amount

65-70
71-79
80+

$100.00
$150.00
$175.00

If a retiree’s group medical coverage is cancelled due to non-payment of premiums or if the
retiree elects to cancel coverage for themselves and/or dependents, the cancellation is final and
he or she will not be able to reinstate their coverage.
E. Eligibility Criteria to Receive Pre-65 or Post-65 Subsidy
In recognition of long service to the City of Greenville, employees retiring on or after July 1,
1994, who meet the following eligibility criteria may elect to continue medical coverage offered
by the City and receive the pre-65 subsidy as outlined above, or receive the post-65 subsidy if
qualifying as outlined above, toward the cost of their coverage:
•

Regular City retirees who are age sixty (60) or older and who have served twenty (20)
or more years of regular, full-time employment with the City of Greenville.

•

Sworn police officer and fire retirees who are age fifty-five (55) or older and who have
served twenty (20) or more years of regular, full-time employment with the City of
Greenville.

•

Retirees with twenty-eight (28) or more years of regular, full-time employment with the
City of Greenville, regardless of age.

•

Employees with a minimum of ten (10) continuous years of regular, full-time
employment with the City of Greenville and who are approved by their appropriate
retirement plan for disability retirement, regardless of age.

•

Employees approved by their appropriate retirement plan for a disability retirement
whose disability is the result of a job-related injury sustained at work for the City of
Greenville, regardless of age or length of continuous service.

Dental insurance is discontinued for retirees.
F. Continuation of Medical Coverage for Retirees Who Do Not Meet either Age or Length
of Service Criteria
To retain and continue group medical coverage, retirees who do not meet either the age or
length of service criteria must meet the following requirements:
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1. Regular City Employees qualifying for retirement, under the SCRS, but, who are less
than age sixty (60) and have served twenty (20) or more years of regular, full-time
employment with the City of Greenville, together with any dependents who are covered
by the City’s group medical insurance at the time they retire, may retain and continue
group medical coverage by paying the full premium for the coverage elected until
reaching age sixty (60), at which time the retiree, only, will be eligible to receive the
pre-65 medical subsidy as is specified in Section (-E) above. Dental insurance is not
continued for retirees.
2. Sworn officers qualifying for retirement, but, who are less than age fifty-five (55) and
have served twenty (20) or more years of regular, full-time employment with the City
of Greenville, together with any dependents who are covered by the City’s group
medical insurance at the time they retire, may retain and continue group medical
coverage by paying the full premium for the coverage elected until reaching age fiftyfive (55), at which time the retiree, only, will be eligible to receive the pre-65 medical
subsidy as is specified in Section (E) above. Dental insurance is not continued for
retirees.
3. Employees who retire from the City but do not meet the above length of service
criterion (20 years) to receive the pre-65 medical subsidy toward medical insurance at
the qualifying age of 60, for regular employees, or 55 for Sworn officers, together
with any dependents who are covered by the City’s group medical insurance at the time
they retire, may elect to continue group medical insurance coverage, but must pay the
full premium, (both employee and City contribution) for the coverage elected as long
as they remain enrolled, or until a covered person reaches 65 years of age, whichever
comes first. Dental insurance is not continued for retirees.
4. Elected officials of the City of Greenville, that is, the Mayor and other City Council
members, who have served two (2) full terms or eight (8) consecutive years of
continuous service with the City of Greenville, together with any dependents who are
covered by the City’s group medical insurance at the time they vacate their office, may
continue their medical coverage by paying the full premium. Full premium is both the
employee’s contribution and the City’s contribution. Dental insurance will not be
continued for elected officials.
G. Discontinuation of Group Medical Insurance
Regardless of the type of coverage available and elected at retirement (or when leaving office
for qualified elected officials), all retirees and qualified elected officials reaching age 65 will
no longer be eligible to remain on the City’s group health plan. City retirees reaching age 65,
and who retired on or before December 31, 2008, will have their continuing medical coverage
converted to a Medicare Supplement plan and will receive the appropriate post-65 medical
subsidy as specified in Section (D). Elected officials will not receive the City’s post-65 medical
insurance subsidy. A retiree’s dependents and/or spouse, who were covered on the City’s group
medical plan and are under the age of 65, may continue on the City’s plan by paying the full
premium until they attain age 65.
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If the retiree or elected official elects to cancel his or her City medical coverage, any covered
dependent(s) of the plan will be given the opportunity to elect continuation of coverage under
the provisions of COBRA. The City is not responsible for any contribution toward the cost of
medical continuation coverage under the provisions of COBRA. If a retiree or elected official
predeceases a spouse covered by the plan, the spouse may elect to continue coverage under the
City’s group plan by paying the full group premium. The City does not contribute toward the
cost of spouse insurance.
H. Life Insurance
Retirees and qualified elected officials are not eligible to remain on the City's group term-life
insurance coverage. Group term life insurance is eligible for conversion to an individual,
permanent life insurance policy if applied for within thirty-one (31) days of the retirement date
(or date of leaving office for qualified elected officials). The City will not contribute to the cost
of converted life insurance.
I. Retirement Award
The Mayor and Council have approved a cash award for retiring employees consisting of a cash
bonus in the amount of $20 for each consecutive year of service as well as a watch, and an
appreciation plaque. These awards are made to all employees who retire from employment with
the City under any provisions of the City-offered retirement pension plans. At the designated
Council meeting, the retiring employee will be presented with a watch and appreciation plaque
in recognition of the employee's service to the City. The cash award will be distributed in the
retiring employee’s final paycheck subject to taxes per the IRS regulations.
J. Rehiring a PORS § 9-11-90 and SCRS § 9-1-1790 Retiree
The following is the policy the City will follow in rehiring retired Police Officers and SCRS
members under the provisions of State of South Carolina Code of Laws §9-11-90 for Police
Officers and State of South Carolina Code of Laws §9-1-1790 for SCRS members. A copy of
this policy section should be reviewed with, explained to, and given to each Police Officer or
SCRS member opting to be rehired under the above cited statute. The employee will be asked
to certify, by signing a copy of Exhibit B, that he/she has read and understands the City’s policy,
and the signed certification shall be filed in the employee’s personnel file in the Human
Resources Department.
1. The employee must qualify for retirement under the applicable guidelines of either the
PORS or SCRS, must retire and must have been retired for at least fifteen (15)
consecutive calendar days in order to qualify for rehire. However, for retirements on
or after January 2, 2013, a retiree may be rehired and return to work after being retired
for consecutive 30 days.
2. Participation in the PORS/SCRS retirement/rehire program does not guarantee
employment for any specified period of time, and employment under the PORS/SCRS
program is not, and may not be construed to constitute, a contract for employment.
Furthermore, it is not a guarantee of any particular position, the same position, or the same
salary earned prior to retirement.
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3. The vacant position will be posted by the Department, the same as other Department
openings, and all interested candidates, including the PORS/SCRS retiree, must apply and
follow established procedures for the filling of posted vacancies.
4. Starting pay will be governed by the same guidelines of HR Policy 2.1 Compensation
Administration and Salary Grade Structure that apply to any other new employees. The
Department Head may authorize a starting pay rate within the first quartile of the range;
the Department Head, with the concurrence of the Human Resources Director, may
approve a starting salary up to the midpoint of the range. Any starting salary above the
midpoint of the range will require the City Manager’s approval.
5. For retirements on or after January 2, 2013, a member who has been retired for at least 30
consecutive calendar days and is subsequently rehired is subject to a retirement benefit
earnings limitation. The qualifying rehired retiree can earn up to $10,000 without affecting
the monthly retirement allowance the member is receiving from the system. However, if
the retired member continues in service after earning the $10,000 in a calendar year, the
member’s retirement allowance must be discontinued during his/her period of service in
the remainder of the calendar year. The earnings limitation does not apply if the member
meets at least one of the following qualifications:
•
•
•

The member retired before January 2, 2013;
The member was at least 62 years of age at retirement for SCRS and age 57 for
PORS, or
The member has returned to certain elected or appointed positions.

For members with correlated accounts under SCRS and PORS, the earnings limitation
applies under each appropriate system.
6. A disability retiree restored to active service at a salary less than his/her Average Final
Compensation (AFC) shall not become a member of the retirement system and the
employer annuity shall be adjusted in accordance with the applicable retirement
provisions. Should a disability retiree under the age of 65 years for SCRS or 55 years for
PORS be restored to active service and his/her compensation then, or at any time
thereafter, be equal to or greater than his/her AFC at retirement, his/her retirement annuity
shall cease. Any election of a disability annuity shall cease, and he/she shall again become
an active member of the retirement system and contribute thereafter. After the age 65 for
SCRS and after the age 55 for PORS the disability retiree is subject to the same earnings
limitation as a service retiree.
7. If a member returns to employment and works 48 continuous months for a covered
employer with an annual earnable compensation of at least 75 percent of the AFC used to
calculate the member’s monthly annuity, the member may elect to cease his monthly
annuity and become an active member of SCRS (or PORS). If the retired member becomes
an active member again, he/she has the option to repay all retirement benefits and make a
contribution equal to the amount the member would have contributed had he/she been a
member during the period of active service prior to again becoming a member, with
interest for this period. When the member subsequently retires, the member’s monthly
annuity will be calculated as if the member were retiring for the first time.
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8. A PORS/SCRS rehire will pay working retiree contributions like active employees subject
to the following rules:
a. If an SCRS retiree who does not have a PORS account or who has an inactive PORS
account returns to work in an SCRS- or a PORS-covered position, the retiree and
employer pay the SCRS active member contribution rate.
b. If a PORS retiree who does not have an SCRS account or who has an inactive SCRS
account returns to work in an SCRS- or a PORS-covered position, the retiree and
employer pay the PORS active member contribution rate.
c. If a PORS retiree returns to work for a PORS-only employer in a position not
covered by PORS, the retiree and employer must still pay the PORS active member
contribution rate for that employment.
d. If a member who is retired from both SCRS and PORS returns to work in an SCRSor a PORS-covered position, the retiree and employer pay the active member
contributions for the system to which an active member employed in that position
would normally contribute.
9. The rehired PORS/SCRS retiree is eligible to receive the same City benefits provided to
all active employees.
10. The rehired PORS/SCRS retiree will participate as do other employees in the City’s pay
for performance plans and shall be given performance appraisals on the same schedule as
other active employees. The performance review date shall be re-established as one year
from the PORS/SCRS rehire date.
11. General leave accrual will be governed by the same guidelines of Policy 4.1 that apply to
any other new employees.
K. Rehiring Firefighter’s Pension Fund Retirees
Although the Firefighter’s Pension Fund makes no provision for, nor sets any restrictions on,
the rehire of retired firefighters, a significant amount of time needs to pass to constitute a
severance of employment before a firefighter retiree make application and is considered for a
vacant position with the City. Any application before such passage of time or any prearranged
plan or understanding to return a retired firefighter to City employment is strictly prohibited.
All retired firefighter applicants will be subject to HR Policy 1.3 Recruiting and Hiring.
Vacant positions will be posted by the Department, the same as other Department openings,
and all interested candidates, including retired firefighters, must apply and follow established
procedures for the filling of posted vacancies. Starting pay will be governed by the same
guidelines of HR Policy 2.1 that apply to any other new employees. The Department Head may
authorize a starting pay rate within the first quartile of the range; the Department Head, with
the concurrence of the Human Resources Director, may approve a starting salary up to the
midpoint of the range. Any starting salary above the midpoint of the range will require the City
Manager’s approval.
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Exhibit A

Age & Service to Satisfy Rule of 90
Effective July 1, 2012
Age entering employment
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40

Years of service for
retirement*
36
35 ½
35
34 ½
34
33 ½
33
32 ½
32
31 ½
31
30 ½
30
29 ½
29
28 ½
28
27 ½
27
26 ½
26
25 ½
25

*

Age at retirement
54
54 ½
55
55 ½
56
56 ½
57
58 ½
58
58 ½
59
59 ½
60
60 ½**
61**
61 ½**
62**
62 ½**
63**
63 ½**
64**
64 ½**
65***

Must have at least 8 years of earned service to be eligible for service retirement
** Members are eligible for reduced benefit at age 60 with at least 8 years of earned service
*** Members are eligible for unreduced benefit at age 65 with at least 8 years of earned service

10

DocuSign Envelope ID: 6A2397D3-B092-4CDC-9624-78DE6F539719

Revised: 9/16/2021; Replaces: 1/8/2020

(Formerly HR-25)

Exhibit B

City of Greenville
SCRS/PORS Retirement/Rehire Program
Disclosure Acknowledgment

By my signature below, I certify that I have been given a copy of Human Resources Policy 3.2, and that,
further, Section V. (J), which sets forth the City’s policy regarding the rehire of SCRS § 9-1-1790 Retiree
or PORS retirees under the provisions of State of SC Code of Laws § 9-11-90, has been reviewed with me.
I am satisfied that I understand, and I agree to submit to the terms therein set forth should I decide to retire
under the SCRS or PORS provisions of the State of South Carolina law and accept re-employment with the
City of Greenville, SC.

_______________________________
Employee Signature

_______________________________
Witness Signature

________________________________ ______ _________
Please Print Name

Date

________________________________ ______ _________
Please Print Name
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THIS DOCUMENT IS NOT A CONTRACT OF EMPLOYMENT. PRIOR DOCUMENTS ON THIS
SUBJECT ARE REVOKED. EMPLOYMENT WITH THE CITY OF GREENVILLE IS AT-WILL.

CITY OF GREENVILLE
POLICY NO: 4.3
SUBJECT:

DATE: November 2, 2020
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CONTENTS
I.

Purpose

II.

Applicability

III.

Definitions

IV.

Policy

V.

Procedures
A.
B.
C.
D.
E.
F.

Temporary Military Training or Duty
Emergency Service Activation
Activation Extending Past Paid Military Leave
Travel Time during Activation
Employee Benefits during Emergency Activation
Reemployment Rights under USERRA
1. Eligibility
2. Notification after Completion of Service
3. Reemployment Provisions
G. Application and Reemployment upon Completion of State Duty
H. Uniformed Services Leave Replacement Employees
I. Roles & Responsibilities
Exhibit
A. Military Leave Benefit Summary Form

APPROVALS:

_________________________________
City Manager
_________________________________
City Attorney
_________________________________
Human Resources Director

DocuSign Envelope ID: 34F54D0B-696A-4FAD-AE57-D2481E1C5271

Revised:11/2/20; Replaces: 8/6/19
(Formerly HR-43)

I.

Purpose
The purpose of this policy is to provide clarity around the procedures and responsibilities regarding
an employee who is required to be absent for service in the Uniformed Services.

II.

Applicability
This policy applies to any permanent, classified employee of the City of Greenville who has been,
is, or shall be on leave to perform service in the Uniformed Services of the United States.

III.

Definitions


Active Service: Active service, in the context of this policy means that an employee is
continuously employed with the City and performing the duties of his/her position.



Annual Uniformed Services Leave: A leave of absence from an employee’s respective duties
without loss of pay, benefits, seniority, or status for one or more periods not exceeding an
aggregate of fifteen (15) regularly scheduled work days in any one (1) calendar year during
which they may engage in training or any other duties as ordered.



Emergency Service Activation: An instance in which an employee is activated to serve during
a declared or national emergency.



Escalator Position: The position that an employee would have attained with reasonable
certainty if not for the uniformed services absence.



Uniformed Services: As defined in USERRA, this includes the Armed Forces and Reserve
components, certain duty with the Army National Guard and the Air National Guard, and
certain other services as defined therein.



USERRA: The Uniformed Services Employment and Reemployment Rights Act of 1994, as
amended is a federal law that establishes certain rights and benefits for employees and duties
for employers, affecting employment, reemployment, and retention in employment, related to
service in the uniformed services. USERRA contains provisions related to anti-discrimination
and anti-retaliation related to uniformed service, the steps that must be taken by a uniformed
service member who wants to return to his or her previous civilian employment, the rights,
benefits, and obligations of persons absent from employment due to service of the uniformed
services, and obligations of the returning uniformed service member. USERRA is intended to
ensure that members of the uniformed services: (1) are not disadvantaged in their civilian
careers because of their service; (2) are promptly reemployed in their civilian jobs upon their
return from duty; and (3) are not discriminated against in employment based on past, present,
or future military service.



Work Day: An employee’s normal work schedule for a particular day on the calendar.
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IV.

Policy
The policy of the City of Greenville is to administer Uniformed Services leaves in compliance with
all Federal and South Carolina state laws including the Uniformed Services Employment and
Reemployment Rights Act of 1994 (USSERA), as amended. The City recognizes that every
classified employee performing service in the Uniformed Services shall, subject to certain
limitations and requirements identified in the applicable laws, be entitled to a leave of absence from
his/her duties as an employee of the City of Greenville with certain reemployment rights and
without loss of pay, benefits, seniority, or status. No employee or prospective employee shall be
subjected to any form of discrimination on the basis of that person's membership in, or obligation
to perform service for any of the Uniformed Services of the United States.

V.

Procedures
A. Temporary Military Training or Duty
Any classified employee of the City of Greenville who is an enlisted or commissioned member
of the South Carolina National Guard, the United States Army Reserve, the United States Air
Force Reserve, the United States Naval Reserve, the United States Marine Corps Reserve, or
the United States Coast Guard Reserve is entitled to fifteen (15) paid work days each calendar
year for the purpose of taking advantage of training opportunities or other duties as ordered. In
the event an employee is activated for emergency service before he/she can use these fifteen
(15) training days, they can be utilized during emergency activation. During this time, the
employee’s leave and service benefits will continue to accrue.
If an employee is called upon for additional training above the fifteen (15) paid days, the
employee will be given the option to use accrued vacation or take as unpaid time. If an
employee chooses to take the time as unpaid, they will need to contact the Benefits
Administrator in Human Resources to make payment arrangements to continue insurance.
The employee should provide a copy of his/her official orders to his/her supervisor. These
orders should be kept in the departmental timekeeping files. The employee should record “ML”
for Military Leave on their timesheet, as applicable.
B. Emergency Service Activation
In the event that a classified employee of the City of Greenville is activated for emergency
service by a branch of the uniformed services listed in Section A above, the employee is granted
an additional thirty (30) paid workdays each calendar year. During this time, the employee’s
leave and service benefits will continue to accrue.
In the event of emergency service activation, the employee should provide a copy of their
official orders to his/her supervisor and to the Human Resources Department. The employee
should record “ML” for Military Leave on their timesheet, as applicable.
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C. Activation Extending Past Paid Military Leave
In the event that an employee is on emergency service activation and has exhausted all available
paid military leave benefits, the employee may elect to either use available leave balances or
can elect to be placed on leave without pay until the beginning of the next calendar year. If
leave without pay is elected, the employee will accrue general leave during that time, and their
emergency service activation time will count towards service time for calculating City
longevity benefits.
If an employee is a member of the SCRS or PORS, the unpaid time will NOT count towards
service time in the retirement system, but an employee may elect to purchase their military time
through the Retirement System by contacting them directly.
If an employee is a member of the Firefighter’s Pension Fund, the unpaid time will count
towards service time for the purpose of calculating retirement eligibility.
D. Travel Time During Activation
In the event that an employee’s orders do not allow for travel time during their activation, an
employee may request to use any type of leave to get to the assignment outside of the dates on
the order.
E. Employee Benefits during Emergency Activation
When an employee is called to emergency service activation he/she must make arrangements
prior to the activation date to meet with the Benefits Administrator to discuss the benefits that
can be retained during their absence as detailed in Exhibit A: Military Leave Benefit Summary
Form. The employee will be given a copy of the completed and signed form and the original
will be placed in his/her personnel file.
1. When an employee is called to emergency service activation, he/she is typically eligible to
enroll in Military-provided benefits as of his/her emergency activation date. This event
shall count as a qualifying event for purposes of dropping City-sponsored insurance, if
desired. The employee will have thirty (30) calendar days from the date of this qualifying
event to notify the Benefits Administrator of his/her decision to drop City–sponsored
insurance and to discuss re-enrollment procedures upon his/her return to work.
2. In the event that an employee is called to emergency service activation and the employee
has exhausted all available military leave and would like to maintain their City-elected
benefits, the City will provide the following options:


Allow the employee to utilize accumulated general leave, compensatory time off,
and/or unused floater holidays to maintain their elected health insurance and other
benefits during the extended absence; or



Allow the employee to pay their premiums on a bi-weekly basis.



An employee’s performance evaluation period remains unchanged during activation.
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F. Reemployment Rights under USERRA
In compliance with USERRA, the City will grant reemployment rights according to the
following section. Any situation(s) not addressed in this section will be addressed in
compliance with the USERRA law.
1.

Eligibility. An employee shall be eligible for reemployment rights if:
a. The person (or an appropriate officer of the Uniformed Service in which such
service is performed) has given advance written or verbal notice of such service to
the City as far in advance as reasonable under the circumstances, preferably thirty
(30) calendar days before the need for leave arises; and
b. The cumulative length of the absence and of all previous absences from a position
of employment with the City by reason of service in the Uniformed Services does
not exceed five (5) years, subject to any exceptions stated in the applicable law;
and,
c. The person timely reports to, or submits their application or notice of intent to
return to work for the City.

2.

Notification after Completion of Service. The timeframe under which an employee
must notify the City of Greenville of their intent to return to work is governed by the
amount of time he/she spent performing uniformed services and is detailed below.
a. Less than 31 days of uniformed service/fitness for duty exams. The employee
must notify the Supervisor no later than the beginning of the first full regularly
scheduled workday on the first full calendar day following the completion of the
period of service and the expiration of eight (8) hours after a period allowing for
the safe transportation of the person from the place of that service to the person's
residence; or as soon as possible after the expiration of the eight-hour period
referred to in the clause, if reporting within the period referred to is impossible or
unreasonable through no fault of the employee.
b. More than 30 days, but less than 181 days. The employee must notify their
Supervisor and the Human Resources Department of their reemployment with the
City no later than fourteen (14) days after the completion of the period of service
or if submitting such application within such period is impossible or unreasonable
through no fault of the person, the next first full calendar day when submission of
such application becomes possible.
c. More than 180 days. The employee must notify their Supervisor and the Human
Resources Department of their reemployment with the City no later than ninety
(90) days after the completion of the period of service.
d. In the event of injury. In the event that a person is hospitalized for, or convalescing
from, an illness or injury incurred in, or activated during the performance of service
shall at the end of the period that is necessary for the person to recover from such
illness or injury, report to their Supervisor and the Human Resources Department
their reemployment. This period of recovery may not exceed two (2) years from
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the date of the completion of service, except that it must be extended by the
minimum time necessary to accommodate circumstances beyond the employee’s
control that make reporting within the period impossible or unreasonable.
3. Reemployment Provisions. An employee meeting the eligibility and notification
timeframes listed above, shall be promptly reemployed in a position of employment in
accordance with the following order of priority:
a. In the case of a person whose period of service in the Uniformed Services was for
less than 91 days:
i.

In the position of employment in which the person would have been
employed if the continuous employment of such person with the employer
had not been interrupted by such service, the duties of which the person is
qualified to perform; or

ii.

In the position in which the employee was employed on the date of the
commencement of the service in the Uniformed Services, only if the
employee is not qualified to perform the duties of the position referred to
in Section F.3.a.i. above, the duties of which the employee is qualified to
perform or may become qualified after reasonable efforts by the City.

iii.

If the employee is not qualified to perform the duties of the positions
referred to in Sections F.3.a.i. or F.3.a.ii. above, the nearest approximation
of first, the escalator position or next, the pre-service position the
employee is qualified to perform or may have become qualified to perform
with reasonable efforts by the City.

b. In the case of a person whose period of service in the Uniformed Services was for
more than 90 days,
i.

The escalator position or a position of like seniority, status and pay, the
duties of which the employee is qualified to perform or may become
qualified to perform with reasonable effort by the City.

ii.

The pre-service position or a position of like seniority, status and pay, the
duties of which the employee is qualified to perform, if the employee is
not qualified to perform the duties of a position referred to in Section F.3.
b.i. after reasonable efforts by the City of Greenville to qualify the
employee.

In the event that a returning employee is not qualified to return to their position due to a
disability, the employee’s Department, along with the Human Resources Department, will
work together to determine an appropriate position, in accordance with USERRA
regulations.
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G.

Application and Reemployment upon Completion of State Duty
Upon release from duty in the South Carolina National Guard for state duty at the discretion
of the Governor, upon honorable release, the employee shall have reemployment rights
subject to his or her making written application for reemployment within five (5) calendar
days of release. If the employee is still qualified for his/her previous employment, he or
she shall be restored to his/her previous position or to a position of like seniority, status
and salary, unless the employer’s circumstances now make the restoration unreasonable.
If the employee is no longer qualified for his or her previous employment, he or she shall
be placed in another position, for which he or she is qualified, and which will give him or
her appropriate seniority, status and salary, unless the City’s circumstances now make the
placement unreasonable.

H.

Uniformed Services Leave Replacement Employees
In the event that an employee is performing services for the Uniformed Services, it will be
at the discretion of the Department Director as to whether or not a contracted, temporary
employee or a Uniformed Service leave replacement employee will be needed to perform
the job duties in the employee’s absence. Any contracted temporary employees used to
perform job duties in an employee’s absence due to performing services for the Uniformed
Services shall have their contract terminated immediately upon the return of the permanent
employee.
A Uniformed Services leave replacement employee is a temporary employee hired to “fill
in” for a regular or permanent part-time employee who has been activated to full-time
military duty for an extended period of time. The employee will fill the position for the
period of active duty, typically one (1) year, while the regular or permanent part-time
employee is performing services for the Uniformed Services. Uniformed Services leave
replacement employees are eligible for the City’s benefit plans, holidays, and leave
programs as defined for regular and permanent part-time employees. Should a Uniformed
Services leave replacement employee be hired into a permanent position, he/she will retain
his/her original “hire date”.

I.

Roles & Responsibilities
1. Department Director:
 Ensuring that all employees are fully aware of the City’s Uniformed Services
Leave policy.
 Ensuring that his/her supervisors comply with this policy.
2. Supervisor:
 Ensuring that all employees under their supervision are fully aware of the City’s
Uniformed Services Leave policy and procedures.
 Obtaining copies of official orders, if available, from employees who have been
activated for temporary military duty, training, and/or emergency service
activation.
 Working with employees to ensure that all applicable timesheets have been
completed and that the departmental timekeeper has been notified.
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3. Employee:
 Becoming familiar and complying with the City’s Uniformed Services Leave
policy and procedures.
 Providing their supervisor with a copy of their official orders (or notification of
official verbal orders) for temporary military duty, training, and/or emergency
service activations as soon as possible.
 Contacting the Human Resources Department to make an appointment when
activated for emergency service. Employees should bring a copy of their written
orders (or notify HR of official verbal orders) with them to this meeting.
Employees should also be prepared to discuss their benefits elections when
meeting with Human Resources.
 Completing applicable timesheets for the duration of their activation, before
deployment.
4. Human Resources Department:
 Meeting with all employees who have been activated for emergency service over
and above their fifteen (15) annual training days.
 Maintaining copies of activation paperwork in all employee files.
 Assisting departmental timekeepers and/or payroll if necessary.
 Coordinating employee benefits and leave accruals during the course of their
activation.
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Exhibit A

City of Greenville
Military Leave Benefit Summary Form
When you take approved military leave, you can be eligible to continue some of your City-sponsored
benefits. For benefits that you may continue, you must arrange in advance of your activation date to meet
with Human Resources. If you choose not to continue your City-sponsored benefits, or if you do not pay
your required portion of the premium(s), if applicable in a timely manner, your coverage will end on the
last day of the last pay period for which premiums were not paid.
Biweekly
Employee
Cost

Benefit
Program

Benefit options while on duty

City Health
Insurance
(Medical and
Vision)

Eligible employees on military leave have the
following options:

Continue
while on
leave?

Prepay or
deductions?

1. They may elect to continue coverage
under the plan by continuing to pay their
premium via payroll deduction (turning in
general leave time, if applicable) or by
submitting a check either bi-weekly or
monthly to cover premium.
2. They may elect to cancel coverage for the
period of time in which they are on
military leave and elect insurance
provided by the military.

Dental
Insurance

3. Under USERRA, they may elect
continuation of coverage available under
COBRA. The employee will be required
to pay 102% of the normal premium. An
employee, who performs service for less
than thirty-one (31) days, will pay the
normal contribution for the thirty-one
(31) days. Please refer to your City of
Greenville Plan of Benefits booklet.
Eligible employees on military leave have the
following options:
1. They may elect to continue coverage
under the plan by continuing to pay their
premium via payroll deduction (turning in
general leave time, if applicable) or by
submitting a check either bi-weekly or
monthly to cover premium.
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Dental
Insurance
(continued)

Flexible
Spending
Accounts
(FSA)

Basic Group
Term Life/
AD&D
Insurance

Supplemental
Employee
Group Term
Life
Insurance

2. They may elect to cancel coverage for the
period of time in which the employee is
on military leave and elect dental
insurance provided by the military.
3. Under USERRA, they may elect
continuation of coverage available under
COBRA. The employee will be required
to pay 102% of the normal premium. An
employee who performs service for less
than thirty-one (31) days, will pay the
normal contribution for the thirty-one (31)
days. Please refer to your City of
Greenville Plan of Benefits booklet for
additional details.
In accordance with the HEART Act, Heroes
Earnings Assistance and Relief Tax,
participants have the ability to suspend their
participation in the plan while on military
leave or cancel the coverage. Suspending
participation means that any claims incurred
by the employee and eligible dependents prior
to the effective date of activation, can be
submitted for payment. Bi-weekly
contributions will stop, and no claims can be
filed by the employee and eligible dependents
beginning with the effective date of the leave.
Once employee returns to work, he or she can
re-enroll in the plan (if it is the same plan
year).
Per the Summary Plan Document, group
insurance is provided for eligible employees
on military leave for up to 6 months, at which
time the coverage will end. Coverage will be
reinstated without satisfying the insurability
requirement upon the employee’s return from
military leave.
Per the Summary Plan Document, group
insurance is provided for eligible employees
on military leave for up to 6 months, at which
time coverage will end. Employees electing to
continue their coverage while on military
leave, must pay the insurance premium either
through payroll deduction or direct payment
to the City, or may cancel coverage at time of
deployment. Coverage may be reinstated upon
the employee’s return from military leave by
satisfying the insurability requirement.
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Dependent
Spouse
Group Term
Life
Insurance

Dependent
Child Group
Term Life
Insurance

Short/Long
Term
Disability

Accident
Insurance

Per the Summary Plan Document, group
insurance is provided to eligible employees on
military leave for up to 6 months, at which
time the coverage will end. Employees may
elect to continue this coverage while on
military leave and pay the premium either
through payroll deduction or direct payment to
the City. The employee also has the option to
cancel coverage at time of deployment.
Coverage may be reinstated upon the
employee’s return from military leave by
satisfying the insurability requirement for
spouse life.
Per the Summary Plan Document, group
insurance is provided to eligible employees on
military leave for up to 6 months, at which
time the coverage will end. Employees may
elect to continue this coverage while on
military leave and pay the premium either
through payroll deduction or direct payment to
the City or may elect to cancel coverage at
time of deployment. Coverage may be
reinstated upon the employee’s return from
military leave without satisfying the
insurability requirement for child life.
Per the Summary Plan Documents, these plans
will not pay any disability benefits that result,
directly or indirectly, from war or any act of
war, whether or not declared. Coverages may
be continued for eligible employees on military
leave for up to 6 months, at which time the
coverages will end. Employees electing to keep
these coverages must pay the insurance
premium either through payroll deduction or
direct payment to the City or they may elect to
cancel coverage at time of deployment.
Coverage may be reinstated upon the
employee’s return from military leave without
satisfying the insurability requirement.
Per the Summary Plan Document, eligible
employees on military leave may continue on
this plan for up to 6 months, at which time
coverage will end. Employees electing to
continue with coverage must pay the insurance
premium either through payroll deduction or
direct payment to the City. Employees also
have the option to cancel the coverage at time
of deployment and reinstate it upon return
from military leave without satisfying the
insurability requirement.
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Critical Illness
& Hospital
Indemnity
Insurance

Universal Life
(UNUM)

Per the Summary Plan Document, these
plans can be continued for up to 6 months to
eligible employees on military leave, at
which time coverage will end. Employees
electing to continue this coverage must pay
the premiums either through payroll
deduction or direct payment to the City.
Employees also have the option to cancel
their coverage at time of deployment and
reinstate it upon their return from military
leave by satisfying the insurability
requirement. An employee can choose to
remain uninsured upon their return and
enroll in these plans during the following
Open Enrollment season without having to
satisfy the insurability requirement.
Employees currently enrolled in this life
insurance plan have the following options
while on military leave:
1. They can let the policy lapse while on
military leave and discontinue paying the
premium. Such employees will have the
ability to reinstate the policy upon their
return from military duty by contacting
UNUM and requesting the paperwork for
reinstatement. Employees will have 120
days from the date of discharge to the
date they complete the form for auto
reinstatement. Employees will also be
required to pay the back premiums for the
period they were gone.

Retirement
Plans: SCRS/
PORS

2. They can make arrangements with
UNUM to be set up for direct bill.
A member can continue to make their
required retirement contribution while he or
she is on military leave. As per the SCRS,
there are two options, as follows:
The member will have to make
arrangements with the Payroll Accountant
prior to the period of leave to continue
remittances of monthly or quarterly
employee contributions. The contributions
are based on the member’s salary
immediately prior to the leave. The Payroll
Accountant will calculate and provide the
employee with the monthly or quarterly
amount that he or she will have to pay.

11

HR 4.3

DocuSign Envelope ID: 34F54D0B-696A-4FAD-AE57-D2481E1C5271

Revised:11/2/20; Replaces: 8/6/19
(Formerly HR-43)

Retirement
Plans: SCRS/
PORS
(continued)

The employee can submit a check made
payable to the City of Greenville or the
SC Retirement system for that amount
on a monthly or quarterly basis. Once
the check is received, the payroll
accountant will submit a Supplemental
Service report form (Form 1224) to the
retirement system, along with the
employee and employer portion of
contributions.
1. Under the Uniformed Services
Employment and Reemployment Rights
Act (USERRA), an employee is entitled
to receive retirement service credit for
a period of military leave if he or she
makes the required employee
contributions within a period of not
more than three (3) times the length of
the person’s military service (not to
exceed five years) from the date of
reemployment.

Retirement Plan
(Firefighter’s
Pension)

For example, a person on military leave for
six months would have up to eighteen (18)
months to remit his or her employee
contributions (on a pre-tax basis) via the
supplemental reporting procedure outlined
in option 1. No interest is charged if
payment is received in full within the
specified time limit. After the designated
time under USERRA has expired, if the
employee wishes to establish credit for the
permissible period of military leave, he or
she must purchase the military leave in
accordance with the normal service
purchase rules outlined in the PORS
member handbook.
The standard rule applies that if paid leave
is turned in, the employee’s and the City’s
contributions will be deducted. If no paid
leave is turned in, no contributions will be
deducted for the duration of the employee’s
military leave. For information regarding
the Fire Pension service purchase credit,
please refer to the Fire Pension document
located on the M drive as follows: M\:
Departmental Shares\Fire or contact the Fire
Chief’s office.
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Deferred
compensation –
401k/457 plans

General Leave

You may continue your bi-weekly
deduction(s) as long as you are turning in
paid leave. If you elect to take unpaid leave,
your deduction(s) will stop for the duration
of your leave.
While out on military leave, the employee
will continue to accrue general leave.

Purchasing Service Credit
Under SCRS/PORS a member may establish up to six (6) years of service credit for any period of military
service for which you do not already have service credit in SCRS or PORS, or GARS by making an
actuarially neutral payment to PEBA. This includes service in the United States Army, Navy, Marine Corps,
Air Force, Coast Guard, Select Reserves, and Army or Air National Guard. The cost calculation is based in
part on your current age and service credit, as well as your career highest fiscal year earnable compensation
at the time PEBA receives your service purchase request. The cost, which is determined by PEBA’s
independent actuary, will not be less than 16 percent of your highest earnable compensation for each year
purchased. Your discharge from service must be under conditions other than dishonorable. For information
regarding the purchase of service credit under the Firefighters’ Pension Plan, please refer to the Plan
document located on the M drive as follows: M\:Departmental Shares\Fire, or contact the Fire Chief’s
office.
Enrolling/De-enrolling Family Members
If you continue City-sponsored benefits while on military leave, you may enroll newly eligible family
members in some plans within 31 days of the date of the qualifying event/life status change. You are
responsible for de-enrolling family members who lose eligibility to participate in City-sponsored plans.
Failure to do so within required deadlines may affect continuation rights and/or results in liability for
expenses incurred by City or the plan due to ineligible enrollment. If you do not continue City-sponsored
benefits during your military leave, you may re-enroll yourself and your eligible family members within 31
days from the effective date of your qualifying event/life status change. Documentation supporting the
change must be provided.
When You Return to Work
When you return to work, you must notify the Benefits Administrator so that your records can be updated,
and benefits reactivated and benefit forms processed.

__________________________________
Employee’s Name (Print)

_____________________________
Employee Signature

_____________
Date

__________________________________
Benefits Administrator’s Signature
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I.

Purpose
The purpose of this policy is to establish the City's guidelines and procedures for administering
disciplinary action and to establish an independent review process for hearing appeals in order to
ensure that all employees are treated fairly.

II.

Applicability
This policy applies to all classified City of Greenville employees. Appointed employees are not
covered by this policy.

III.

Definitions


Collective Risk Management Team (CRMT): A pool of twenty-five (25) employees
appointed by the City Manager and specifically trained in the skills, ethics, legal issues,
policies, and process-related awareness to coordinate the management and resolution of
complaints of wrongdoing that have the potential for creating liability for the City.



Discipline: Action taken by management to reinforce adherence to policies and procedures and
correct conduct, behavior, and/or performance which fall below acceptable standards and/or
which violate rules, regulations, laws, and policies; such disciplinary action may penalize
employees up to and including termination.



Less Serious Offense: Unacceptable employee misconduct as described in Section V.A.2
generally subject to progressive disciplinary action, the severity of which may vary based on
the consequences, and the particular circumstances surrounding the infraction.



Peer Review Panel: A group made up of five (5) individuals selected from the City’s
Collective Risk Management Team (CRMT) convened by the Human Resources Director to
independently hear employee grievances.



Performance Improvement Plan (PIP): a formal written plan used by the supervisor as a
final attempt to resolve a serious performance issue that has not been addressed by the
employee after a verbal warning(s) and/or a written warning(s) have been given. The PIP is
given for a specified time period, usually 30, 60 or 90 days.



Progressive Discipline: A system of increasingly significant disciplinary measures that are
utilized to provide feedback to employees so that they can correct conduct or performance
problems. The nature of such discipline should be appropriate to the conduct and need not begin
with the least serious disciplinary action. Acceptance of the principle of progressive discipline
does not limit the City’s authority to take any level of disciplinary action, up to and including
termination without prior notice or discipline, in the City’s sole discretion.



Public Safety Citizen Review Board: A Board comprised of seven (7) voting members
appointed by the City Council to receive and review internal and external complaints involving
uniformed employees in the City of Greenville Fire and Police departments. The Human
Resources Director serves as the City liaison and secretary to the Board.



Very Serious Offense: A very serious offense as described in Section V.A.1.

1
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IV.

Policy
It is the policy of the City of Greenville to maintain high standards of work performance and
professional conduct. Employees of the City of Greenville are expected to conduct themselves as
mature adults and abide by the established rules, regulations, and standards of conduct that have
been adopted by the City. When employee conduct violates such rules, regulations, and standards
of conduct it is the City’s policy that corrective disciplinary action is taken up to and including
termination. City Management may follow a course of progressive discipline where appropriate in
management’s sole discretion. Although disciplinary action is generally intended to be corrective,
there are cases of severe misconduct where the purpose of disciplinary action may be to sever the
employment relationship with the offender. It is also the policy of the City of Greenville to provide
an appeal process and independent review procedure to allow employees the opportunity to have
certain disciplinary actions reviewed by the Peer Review Panel.

V.

Procedures
A. Types of Disciplinary Infractions & Misconduct
The City has two categories of disciplinary infractions and misconduct: Very Serious Offenses and
Less Serious Offenses:
1. Very Serious Offenses: Commitment of a very serious offense may result in the employee
being discharged, even on first offense. The following list of very serious offenses is not
intended to be all-inclusive, but illustrative of offenses considered to be very serious:
a. Being absent three (3) consecutive workdays without notification and proper
authorization.
b. Conviction of a serious crime including, but not limited to a felony, which destroys
public trust necessary for effective continued public service.
c. Being formally charged with a serious crime including, but not limited to a felony, the
elements of which render the employee, in the City’s sole discretion, unsuitable for
continued employment. In the event the employee is exonerated, he/she is eligible for
re-employment.
d. Dishonesty, including but not limited to deliberate falsification of records, false time
or expense reporting, mischarging for services, changing any official document for the
purpose of concealing factual information, or misrepresentation of material facts.
e. Gross and willful negligence in the performance of job duties or gross and willful
violation of safety policy or practice which results in significant injury or damage.
f.

Fighting: an employee found guilty of being an aggressor in a fight on City property
or while on duty for the City.

g. Insubordination: immediate or open defiance in refusing to obey reasonable and proper
instructions from a supervisor, or threatening harm to a supervisor.
h. Misuse of City funds, property, or materials, including the unauthorized use of, or
disclosure of, confidential City records or documents.
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i.

Multiple combinations of less serious offenses significant enough in their combined
impact to warrant termination or repeat violations of misconduct for which an
employee has already once been suspended.

j.

Possession, ingestion, use, sale, distribution, or being under the influence of illegal
drugs, alcohol, or non-prescribed prescription drugs on City property or while on duty.

k. Soliciting or accepting gifts, favors or money in exchange for favors, special privileges,
or influence, or granting, in the discharge of duties, any improper favor or service.
l.

Supervisory harassment of subordinate employees on the basis of Age, Race, Color,
Sex, Religion, National Origin, or Disability, or the creation and/or tolerance of a
hostile work environment for same.

m. Theft of any kind, whether from City, employee, customer, or other property owner.
n. Threatening, intimidating, harassing, coercing, or otherwise interfering with the work
of fellow employees.
o. Unauthorized possession, conveyance, or storage of firearms, explosives, or other
dangerous weapons on City property.
p. Violation of any law, statute, or ordinance.
q. Willful damage to, or destruction of, City equipment or property.
r.

Any other conduct which the City determines, in its sole discretion, warrants
termination of employment.

2. Less Serious Offenses: Following are other examples of less serious, but unacceptable,
employee misconduct that may be subject to progressive disciplinary action, the severity
of which may vary based on the consequences, and the particular circumstances
surrounding the infraction. The penalties levied may follow a progression based on the
past occurrences of the same or similar misconduct, or, as in the case of Unsatisfactory
Job Performance, on the overall record of discipline in the elements of performance set
forth below. There may be situations that elevate "less serious offenses" to a more serious
status and justify disciplinary action that skips one or more steps in the normal progression
of discipline including, but not limited to, termination without prior notice or discipline.
Decisions to skip a normal progression require the concurrence of the Human Resources
Director, the Department Director, and the City Attorney or his designee.
The following list of less serious offenses is not intended to be exhaustive, but illustrative:
.
a. Abuse of lunch or rest breaks.
b. Attendance - unexcused absences, tardiness, late report-offs, failure to call in and
report to work (less than three (3) consecutive workdays). Being absent, or away
from the work site, without notice and/or authorization.
c. Commission of any act causing public embarrassment to or damaging the credibility
of the City in living up to its public trust obligations and commitment to customer
service.
d. Excessive personal use of City telephone system for incoming or outgoing calls.
e. Excessive or improper use of the Internet or e-mail for non-business reasons.
3
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f. Failure to follow proper work procedures or instructions.
g. Failure to wear and properly use safety and personal protective equipment.
h. Failure to wear seat belts while driving City vehicles, or to observe other motor
vehicle laws, including CDL regulations if driving a commercial vehicle.
i. Gambling on City time and property.
j. Horseplay.
k. Improper or unauthorized use of City property, equipment, or materials.
l. Malingering - inefficient or improper use of time while at work, work slow-downs.
m. Unauthorized solicitation or distribution of literature during work time or on City
property or conduct of personal business on City time (e.g., Amway, Tupperware,
Mary Kay Cosmetics, etc.).
n. Unauthorized sleeping while on duty.
o. Unsatisfactory job performance - includes the quantity and quality of work
produced, judgment, common sense, safety compliance, and interpersonal relations
with peers, supervisors, subordinates, and customers, both internal and external.
p. Willful violations of City policy, such as no smoking or use of tobacco products in
City buildings, etc.
q. Any other conduct which the City, in its sole discretion, warrants discipline.
B. Disciplinary Actions and Documentation
While the City will generally strive to take disciplinary action in a progressive manner, it reserves
the right, in its sole discretion, to decide whether and what disciplinary action will be taken in a
given situation, up to and including immediate termination without prior warning or discipline. Any
step or steps of the disciplinary process may be skipped at the City’s sole discretion.
For less serious offenses, the discipline may follow a progression of counseling, written warning,
suspension (with or without pay) for up to five (5), eight (8) hour workdays, and termination of
employment. For very serious offenses, such as fighting, theft, insubordination, threats of violence,
the sale or possession of drugs or abuse of alcohol, etc., termination may be the first and only
disciplinary step taken. Very serious offenses will normally invoke immediate suspension with or
without pay and/or termination. Before taking adverse disciplinary action, it is recommended that
the Department Director or his or her designee provide the employee the opportunity to provide
information that the City will consider in the disciplinary decision.
When taking any formal disciplinary action, a supervisor or manager must communicate such
actions to his or her up-line manager and Department Director. Prior to levying serious disciplinary
action, which includes suspensions with or without pay, and terminations, the Department Director
and Human Resources Director must be consulted to review the circumstances surrounding the
incident. The following criteria may be considered as appropriate in determining the final action to
be taken:




Severity and type of violation(s).
Impact of the violation on other employees and/or customers of the City.
Employee’s length of service and training.

4

HR:5.2

DocuSign Envelope ID: 7C7C9652-3B00-4CF9-9428-3E9B390D2212

Revised: 10/19/21; Replaces: 11/12/18
(Formerly HR-22)




Employee’s disciplinary record, including the period of time since previous counseling
action and/or discipline had been administered.
Disciplinary action taken by the City with other employees for similar violations.

Disciplinary actions range from performance/conduct counseling to termination:
1.

Performance/Conduct Counseling Action: Counseling is generally the first step of
discipline used to inform an employee that an issue exists with his or her performance or
conduct. Counseling is a type of discipline that should be applied for performance or
conduct infractions of a relatively minor nature. The supervisor should meet privately with
the employee to discuss the performance or behavior that must be improved/corrected,
including clarifying any applicable policies or standards related to the issue. Supervisors
should, at all times, inform the employee that he or she is administering a counseling and
that the employee is being given an opportunity to correct the condition. The employee
should be notified that if the condition is not corrected, he or she will be subject to more
severe disciplinary measures.
Supervisors are to use the Disciplinary Counseling form (Exhibit A) to document
performance/conduct counseling discussions with their employees to ensure clear
communications and accountability. The employee should be given a copy of the
completed form and asked to sign it so there is no question regarding performance/conduct
expectations. The Counseling form is to be maintained by the employee’s supervisor in the
department’s personnel file and as warranted, referenced in a future disciplinary action.
However, employees who disagree with the counseling action may discuss the basis of
disagreement using their chain of command.

2. Written Warning: A written disciplinary warning may be issued if the employee continues
to disregard previous conduct or performance counseling, or if the infraction is severe
enough to warrant a written record assuming termination is not warranted. Less serious
offenses requiring a written warning must be documented using the Disciplinary Warning
for Less Serious Offenses Form (Exhibit B). The supervisor, using the Disciplinary
Warning Form will set forth the nature of the infraction factually and in sufficient detail,
including any supporting documentation and references to the related City and/or
department policy infraction. The supervisor should discuss the warning notice with the
Department Director or his/her designee and obtain the required signatures. The warning
should state the next step in the disciplinary procedure (e.g., referral to Human Resources
for suspension) should there be a continuance or repetition of the infraction.
If a supervisor or Department Director has any questions regarding the disciplinary
situation and/or applicable policies, they should contact the Human Resources Director
prior to taking disciplinary action. Once the disciplinary form is reviewed and finalized,
the supervisor and Department Director or his/her designee should meet with the employee,
ensuring that the employee understands the reasons for the disciplinary action, the
corrective actions that need to be taken, and the consequences of not complying.
The original of the written warning must also be provided to the employee at the time of
discussion. The employee will be asked to sign the written warning indicating it was
discussed and received, not necessarily that he/she agrees with the action. If the employee
refuses to sign, the supervisor must ask another member of management to witness by
his/her signature the fact that the employee received the warning but refused to sign it.
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Employees who disagree with a disciplinary action will be given the opportunity to provide
a written response to the action which will be included with the “Disciplinary Action
Documentation Form” in the employee’s personnel file. When an employee is given a
formal written warning, the supervisor must send a copy of the completed “Disciplinary
Action Documentation Form” to the Human Resources Department to place in the
employee’s personnel file.
3. Administrative Suspension with Pay: An administrative suspension is the temporary
removal of an employee from duty. The employee is paid while suspended from regular
duties. This type of suspension is used when a supervisor or other City official needs to
investigate the circumstances surrounding an alleged offense or violation of policy more
thoroughly, and the continued presence in the workplace of the employee alleged to have
committed the offence is detrimental to operations. If it is necessary to take immediate
action, a person with administrative authority within the City may deem it necessary or
advisable to place an employee on administrative suspension. Examples of such
circumstances might include (but are not limited to) the existence of credible evidence
relating to physical harm or sexual misconduct, performance of safety sensitive job duties
under the influence of alcohol or controlled substances, the destruction of data or research
records, or being formally charged with a serious crime. Administrative suspensions
should be based on a determination by the administrative authority that there are no other
satisfactory means of redress.
When instituting an administrative suspension, the administrative authority should take the
least restrictive measures he or she deems appropriate to effectively protect the City or
members of the community. In most cases, the administrative suspension should not be
unduly long. In each case of administrative suspension, the employee in question should
receive, as soon as feasible after verbal notification of the suspension (ordinarily, within
two working days of notification), a written letter that addresses the:





Nature of the allegations or circumstances giving rise to the administrative
suspension;
Limitations or restrictions to be imposed;
Reasons for the restrictions or limitations; and
Specific expected duration of the administrative suspension.

The employee’s time while on suspension with pay should be recorded as Administrative
Leave.
Notification of an administrative suspension must be given to the Human Resources
Director immediately or no later than the beginning of the next workday. Any subsequent
final disciplinary action must be completely documented and a copy of the documentation
filed in the employee's official personnel file in the Human Resources Department. When
the employee returns from a period of disciplinary suspension, the Department Director
should see that there is a return-to-work process in place that is supportive and nonstigmatizing for the employee.
4. Disciplinary Suspension without Pay: A disciplinary suspension is the temporary removal
of an employee from duty without pay for up to five (5), eight (8) hour workdays,
depending on the seriousness of the infraction. The Department Director shall state the
reasons(s) for the disciplinary suspension, and the duration of the suspension in a
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disciplinary letter of suspension to the employee. The letter should state that failure to
comply with the performance and/or conduct requirements outlined in the letter of
suspension will result in further disciplinary action up to and including termination.
Suspensions without pay require the review and approval of the Human Resources Director
and Legal Department. A copy of the signed letter must be submitted to Human Resources
for placement in the personnel file.
5. Length of Disciplinary Suspension: The length of the disciplinary suspension is dependent
on the nature of the infraction and the employee’s FLSA classification; that is, if the
employee is non-exempt or exempt:
a. Suspension of an Exempt Employee. Suspension without pay of an exempt
employee is only permissible for:


Violations of certain workplace conduct rules, in full-day increments
including, but not limited to violence, sexual harassment, drug or alcohol
violations or violations of state or federal laws. (Notice: For exempt
employees, disciplinary deductions from salary and suspensions of less than a
full week without pay are subject to the limitations covered in HR Policy 2.3:
Salary Basis and Safe Harbor Provisions Policy and HR Policy 5.5: Employee
Attendance Policy, Section V.G.2.).



Full workweek suspensions, regardless of reason.

b. Non-Exempt Suspensions. Non-exempt suspensions without pay can be of up to
five (5), eight (8) hour workdays.
6.

Termination: The permanent removal of an employee from City service. While
termination may occur for many reasons, including, but not limited to, very serious
offenses as well as repeated violations of policy and/or work rules, all termination actions
must be made in accordance with the City's Termination Policy (See HR Policy 5.1). That
policy requires that the Department Director, the Human Resources Director, and the Legal
Department review the requested termination and approve such termination action.
Depending on the circumstances of the requested termination, the City Manager may be
consulted prior to such termination action.
Supervisors initiating the termination of an employee must provide the documented support
for such action through their Department Director or designee. Department Directors or
his/ her designee must consult with the Human Resources Director before taking any
action. The employee must be given written notice of the dismissal. The Human Resources
Director will coordinate the review and approval of the termination letter with the Legal
Department. Dismissal from employment may only occur after the required approvals are
obtained.

C. Performance Improvement Plan
A Performance Improvement Plan (PIP) is a formal written plan used by the supervisor as a final
attempt to resolve a serious and/or ongoing performance issue. The PIP is given for a specified time
period, usually 30, 60 or 90 days. A manager/supervisor should use reasonable judgment to decide
the length of a PIP. All PIPs are to be reviewed by the Department Director and Human Resources
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Director prior to issuing them to an employee. Any supervisor needing assistance in developing a
PIP (Exhibit C) can contact the Human Resources Director.
The supervisor should meet privately with the employee to discuss the issue and to provide the PIP
to the employee. During the PIP discussion, the supervisor should discuss the following:
•
•
•
•
•
•
•
•

The specific performance issue(s)
The impact of the issue(s) on the department and the City
The employee’s feedback
The expected performance results and associated timeframe
Developmental objectives (include internal/external resources necessary to influence
improved performance)
Action steps that will be taken by the employee and the supervisor
The time frame for follow-up and review of progress
Consequence of failing to meet performance expectations

Prior to the end of the meeting, the employee should be asked to sign the PIP indicating that he/she
has read and understands it. The original, signed PIP should be forwarded to Human Resources to
include in the employee’s official Personnel File and a copy provided to the employee.
The intent of a PIP is successful resolution of the identified performance issue(s). Even if the
employee successfully meets the terms of a PIP, that employee can be subject to additional
disciplinary action if the same or other performance issues arise in the future. If a serious incident
occurs while an employee is on a PIP, the employee may be subject to termination of employment.
If the employee fails to meet the requirements of the PIP they will be subject to termination.
D. Demotion
A demotion is any change in assignment that results in movement to a position that is classified in
a lower pay grade than that of the original position. Demotion may be used as a disciplinary action
for:
1) A single major conduct violation; or,
2) When it has been documented that an employee's job performance falls below the
minimum acceptable standards for his position;
3) When an employee fails to meet the overall objectives of his position as described in his
job description; or
4) Any other circumstances which warrant demotion in the City’s sole discretion.
Department management must consult with and obtain the concurrence of the Human Resources
Director prior to demoting an employee. Any employee subject to demotion must be notified in
writing, explaining the basis for the demotion, the effective date of the action, and the change in
salary. Changes in salary due to a demotion must be in compliance with HR-2.1: Compensation
Administration.
E. Appeals for Independent Review
It is the City's intent that most employee complaints, disagreements, and problems between
employee and employer, be resolved within the department’s normal chain of command without the
employee having to resort to a formal appeal for an independent review by an outside panel. To
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give department managers a fair opportunity to satisfactorily resolve problems and complaints
within their departments, no non-termination appeals will be accepted for peer review, or for review
by the Public Safety Citizen Review Board, unless it has been shown that the employees have
attempted resolution with at least one level of supervision higher than their immediate supervisors,
or with their Department Director, if an intermediate supervisor is the problem, or with the Director
of Human Resources if the Department Director is the problem. Should a satisfactory resolution not
be reached at the department level, the employee may appeal for an independent review as described
herein. Employment termination appeals are not subject to this requirement.
All non-probationary classified City employees shall have the right to appeal certain issues or actions
of management to an independent panel of their peers as provided for herein; and sworn police
officers and sworn firefighters shall have an alternative option of appealing their issues and
complaints to the City’s Public Safety Citizen Review Board instead of to an independent panel of
their peers. Probationary employees do not have any appeal rights to be heard by an independent
review panel.
1. Appealable Issues and Management Actions: Issues and actions of management which are
appealable for independent review include most actions which adversely impact the
employee's employment with the City. Appealable issues include, but are not limited to,
formal disciplines, suspensions, terminations, demotions, retaliatory transfers, or
promotions.
2. Non-appealable Issues: Issues which are not subject to appeal for independent review by
peers, or by the Public Safety Citizen Review Board, are complaints regarding pay,
benefits, or individual performance appraisals. Neither a peer review committee, nor the
Public Safety Citizen Review Board, can change City policies or work rules, set pay rates,
establish benefits, evaluate performance, or critique performance evaluations. They are
limited to considering whether or not a supervisor and/or management has properly and
equitably followed and applied existing policy and work rules in matters set out in Section
V.E.1, above.
Compensation matters and performance evaluation issues should be discussed with the Department
Director and/or with Human Resources in the event a gross injustice or inequity is alleged.
Employees may, as a right, include written objections regarding such matters in their personnel
files.
F. Peer Review Panel: Collective Risk Management Team (CRMT)
All non-probationary classified City employees requesting an independent review of an appealable
issue or management action will be heard by a Peer Review Panel unless the employee is a sworn
officer or firefighter requesting a hearing with the Public Safety Citizen Review Board. A Peer
Review Panel is made up of 5 individuals selected from the City’s Collective Risk Management
Team (CRMT). The CRMT consists of a pool of twenty-five (25) employees appointed by the City
Manager and specifically trained in the skills, ethics, legal issues, policies, and process-related
awareness to take on such a task. It is their task to coordinate the management and resolution of
specific employee complaints regarding disciplinary or other qualifying actions taken by the City
regarding the employee. A current CRMT list can be found on M:\CityInfo\Human
Resources\CRMT Members.
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The CRMT includes both supervisory and non-supervisory personnel and should represent a crosssection of the racial and gender mix of the City’s workforce. Members are appointed for four-year
terms of service. Interim appointments to the CRMT may be made to fill unexpired terms of CRMT
members who leave the City’s employment. Employees whose terms are expiring may request
consideration for reappointment.
Peer Review hearings may be held as long as five (5) members of the CRMT are available to serve
on a Peer Review Panel. No CRMT member shall serve on a Peer Review Panel where there is a
conflict of interest, or appearance thereof, with the matter being heard, with the appellant, or with
the management involved. The content and scope of any hearing will be narrowly limited to the
specific subject-matter being appealed for independent review. A representative from the Legal
Department, the Human Resources Department, and the Risk Management Division may sit-in as
advisors to the Peer Review Panel on questions of law, process, policy, or record.
G. Appeal and Independent Review Procedure
The following procedures will be followed in response to an employee request for an independent
review of an appealable issue or management action:
1. Step One: File a Written Appeal with the Human Resources Director (or Public Safety
Citizen Review Board, if applicable.)
The employee must provide a clear, written statement of his/her complaint and the basis
for his/her appeal with the Human Resources Director or her/his designee within thirty (30)
calendar days of the event prompting the appeal. Sworn Police and Fire employees may
opt to have their appeal heard directly by the Public Safety Citizen Review Board or by a
Peer Review Panel.
The Director of Human Resources (or Chairperson of the Public Safety Citizen Review
Board) will verify that:




The subject matter or situation is eligible for appeal under this policy,
An appropriate attempt has been made by the employee to resolve the issue within
his/her chain of command, and
The written appeal clearly identifies the disputed action or issue, the basis for the
appeal, and the remedy the employee is seeking.

If the matter is not eligible for independent review, the employee will be informed why,
and any other options will be explained to the employee. If the matter does meet the
eligibility requirements for Peer Review, the Human Resources Director will assemble a
Peer Review Panel from members of the CRMT and endeavor to schedule a hearing within
fifteen (15) business days or as soon thereafter as possible. Appeals to the Public Safety
Citizen Review Board will be heard at their next regularly scheduled meeting, or at a
specially called meeting, as determined by the Board.

2. Step Two: Human Resources (Public Safety Citizen Review Board) Mediation
If the materials and information presented in Step One provide a reasonable basis for a
resolution within the employee’s departmental chain of command, the Human Resources

10

HR:5.2

DocuSign Envelope ID: 7C7C9652-3B00-4CF9-9428-3E9B390D2212

Revised: 10/19/21; Replaces: 11/12/18
(Formerly HR-22)

Director (or Public Safety Citizen Review Board Chairperson) may attempt such a
resolution. If not, the appeal shall proceed to Step Three.
3. Step Three: The Peer Review (Public Safety Citizen Review Board) Hearing
Hearings before the Public Safety Citizen Review Board shall proceed according to the
Board’s own Standard Operating Procedures (SOPs). Hearings before a Peer Review Panel
shall proceed as follows. Both shall culminate in a conclusion and recommendation to the
City Manager for a final decision on actions to be taken.
a. Pre-hearing: The Human Resources Director, prior to the hearing:






Shall appoint one member of the Peer Review Panel to chair the hearing.
Shall provide copies of the employee’s complaint and appeal, along with all
documentation of management actions to date relevant to the complaint, to the
serving Peer Review Panel members, to management, and to the appealing
employee, for review before the hearing.
Shall obtain for the Panel any further written explanations that are needed from
the employee, supervisor, division manager, or Department Director
concerning the action(s) being appealed.
Shall determine witnesses to be called on behalf of the employee and
management and arrange for their attendance.

b. The Hearing: Attendance will be required of the appealing employee, the appropriate
level(s) of supervision involved, and other employees to be called as witnesses. In
order to preserve the informal nature of the hearing, neither party may be represented
at the hearing by counsel or be accompanied by any other person during the hearing,
except in the event that a language translator is needed to assist the employee,
supervisor, or Peer Review Panel in their communications. Any of the above parties
may request and receive permission for an appropriate language translator. The City
will be responsible for paying reasonable fees charged by the translator and reserves
the right to determine reasonable fees and/or to secure a different translator. The
hearing may be recorded at the Human Resources Director’s discretion.
With both parties present, the Peer Review Panel will hear the appealing employee
first, then supervision. The Panel may, at its sole discretion, allow testimony of
witnesses with firsthand relevant knowledge to clarify contested issues in the appeal
and may limit the number of witnesses. Both parties shall have the opportunity to
cross-examine one another and all such witnesses that are called. All parties shall also
be subject to cross-examination by the Peer Review Panel. When all the testimony has
been heard, all but the Peer Review Panel, and their advisors from Human Resources,
Risk Management, and the City Attorney’s Office shall be dismissed and the Panel
shall deliberate the facts of the case and arrive at a recommendation to the City
Manager on what action should be taken.
c. The Post Hearing: After the Peer Review Panel agrees on a recommendation, the
Chairperson, or designee will prepare a draft report and submit it to the Human
Resources Director and Legal Department representative to be checked for form. The
individual panel members will then sign the final documents.
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The final report to the City Manager will consist of three documents:


The first will contain a summary of the complaint and appeal, the
recommendation of the Peer Review Panel, and the reasons for its
recommendation.



The second will be the actual count of votes on the recommendation so the
degree of unanimity or lack thereof will be known by the City Manager in
his/her final decision.



The third document will consist of any recommendations about other issues
that arose during the hearing, if any, which the Panel believes need to be
explored and addressed by management and their reasons for believing these
issues may have substance.

The Peer Review Panel will submit the above documents to the City Manager via the
Human Resources Director within five (5) business days of the hearing. The Human
Resources Director will serve as a resource to the City Manager to answer any questions
he/she may have in reaching a final decision.
The City Manager shall make a final disposition of the appeal, which may include
approving, rejecting, or modifying the Peer Review Panel’s recommendations. The
decision of the City Manager shall be final. The City Manager must submit his/her
decision in writing to the Human Resources Director within five (5) business days of
notification. The Human Resources Director will ensure that the City Manager’s decision
is delivered in writing to the appealing employee, the department management involved,
the Legal Department representative, the Risk Manager, and the Peer Review Panel
Chairperson. The Peer Review Chairperson shall notify the other serving members of
the Panel.

H. Roles and Responsibilities
1. Department Directors:


Ensure that all employees are fully aware of this policy.



See that a good faith effort is made to resolve any disagreements, complaints, or
problems directly with the employees in his/her department.



Implement discipline in a consistent manner.



Ensure that disciplinary actions are documented correctly and conducted in a timely
manner.



Take appropriate corrective action and ensure that all documentation is submitted to
Human Resources as required.



Consult with Human Resources Director on all serious disciplinary actions (i.e.,
suspensions and terminations).



Represent department as needed during an appeal hearing.
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Personally, or through a designee as necessary, provide accurate and complete
testimony on any action coming before a Peer Review Panel (or Public Safety Citizen
Review Board, if appropriate).

2. Supervisors:


Ensure that all employees under their supervision are fully aware of this policy.



Make a good faith effort to resolve any disagreements, complaints, or problems directly
with the employee.



Implement discipline in a consistent manner.



Maintain complete, accurate, and timely documentation of all disciplinary actions,
including performance/conduct counseling and written warnings.



Submit to Human Resources Director all documentation required under this policy in
a timely manner.



Consult with his/her Department Director and Human Resources Director on any
serious disciplinary action prior to taking such action.



Provide accurate and complete testimony on any action coming before a Peer Review
Panel (or Public Safety Citizen Review Board, if appropriate).

3. Employees:


Become familiar with and comply with this policy.



Abide by the established rules, regulations, and standards of conduct that have been
adopted by the City.



Acknowledge the receipt of any disciplinary action by signing the appropriate
documentation provided by their supervisor.



If desired, when there is a disagreement with a written warning, provide a written
response to be made a part of the employee’s permanent personnel file.



Make a good faith effort to resolve any disagreements, complaints, or problems directly
following the chain of command.



In the event of filing an appeal, provide a written statement of his/her complaint and
the basis for his/her appeal with the Human Resources Director or designee within
thirty (30) calendar days of the event prompting the appeal.



Provide accurate and complete testimony on any action coming before a Peer Review
Panel (or Public Safety Citizen Review Board).
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Exhibit A

City of Greenville
Employee Performance/Conduct Counseling Form
DATE of COUNSELING:____/____/____
Part One
EMPLOYEE INFORMATION (print)
Employee:
Department:
Division:

MANAGER INFORMATION (print)
Immediate Supervisor:
Intermediate Supervisor:
Division Manager:
Department Director
Part Two

INCIDENT DESCRIPTION

Date:

/

/

Discussion Type:

Time:

Location:

ロ Behavior/Conduct

ロ Work Performance

Brief, Factual Description of Conduct /Performance Issue(s), including reference to the applicable policy or
performance standard (s):

Impact of Actions/Performance Issue:

Corrective Actions to Address Performance/Conduct Issue:

Is Follow-up Needed? ____NO ____YES. If yes, please indicate date for follow-up.

Consequences if there Is a Failure to Change Performance/Conduct:

Part Three
Employee Acknowledgment __________________________________________

Date__________________________

I acknowledge receiving this disciplinary action. I understand that my signature does not necessarily indicate agreement with this
disciplinary action. I understand that further violations may lead to immediate dismissal without further notice.
Supervisor_________________________________________________________
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Exhibit B

City of Greenville
Disciplinary Warning for Less Serious Offenses Form
TODAY’S DATE:____/____/____
Part One
EMPLOYEE INFORMATION (print)
Employee:
Department:
Division:

MANAGER INFORMATION (print)
Immediate Supervisor:
Intermediate Supervisor:
Division Manager:
Department Director:
Part Two

INCIDENT DESCRIPTION
Date of incident:

Time:

Location:
Description:

Resulting Harm:
Part Three

Circle One or More Choices (refer to 5.2)
LESS SERIOUS BUT UNACCEPTABLE OFFENCES
A.

Acts causing public embarrassment or damaging public trust.

B.

Engaging in conduct or horseplay that interferes with the performance of work and/or the work performance of
fellow employees.

C.

Excessive use of City telephone for personal calls.

D.

Excessive use of the Internet or e-mail for non-business reasons.

E.

Failure to follow proper work procedures or instructions.

F.

Failure to wear or properly use safety/PPE.

G.

Failure to wear seatbelt or observe MV laws, including CDL regulations if driving a commercial vehicle.

H.

Gambling on City time and property.

I.

Improper/unauthorized use of City property, equipment or materials.

J.

Malingering.

K.
L.

Tardiness. unauthorized and/or excessive absences (Use applicable HR5.5. Employee Attendance Policy
documentation forms).
Unauthorized solicitation or distribution of literature during work time or on City Property or conduct personal
business of City time.

M.

Unauthorized sleeping while on duty.

N.

Unsatisfactory job performance.

O.

Willful violation of City policy.

P.

Other:
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Part Four
WITNESS/PROOF/POLICY VIOLATION
Please give a brief, written description of the facts surrounding this incident., including reference to the applicable policy or
performance standard (s):

Part Five
CORRECTIVE ACTION PLAN

_______________________
Supervisor / Date

_______________________
Division Manager / Date

_______________________________________
Department Director/ Date

Part Six
PREVIOUS COUNSELING AND DISCIPLINARY ACTIONS TAKEN:
Please include all pertinent information (e.g., disciplinary action taken, brief reason for the action, and date of each infraction.)

Part Seven
ACKNOWLEDGMENTS

By___________________________________
Supervisor

________________________
Employee Acknowledgment

Witness_______________________________

I acknowledge receiving this disciplinary action. I
understand that my signature does not necessarily indicate
agreement with this disciplinary action. I understand that
further violations may lead to immediate dismissal without
further notice.
_________________________
Witness
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Exhibit C

Performance Improvement Plan For
Employee Name/Title:__________________________
Date_____________
You are being placed on a written improvement plan for the next [specify 30, 60, or 90] days, effective
[date] to [date]. This Performance Improvement Plan is to support you in correcting performance
discrepancies identified in previous meetings and recent performance issues for which you have been
counseled. The improvement plan will serve to identify key performance deficiencies that will be monitored
in an effort to help you improve your performance as ___________________. Your job description is
attached.
Following, in order of priority, are the performance deficiencies where improvement is required; the
standards upon which performance will be measured for each of the duties identified; the goals and
timetables for accomplishing required changes in your performance/conduct; and a follow-up action plan
for monitoring your progress.
PERFORMANCE DEFICIENCY 1: Note: If the employee has been counseled on this performance
deficiency before, identify the dates of all related verbal or written warnings. If not, specify what the
deficiency is and the data to support it.
Performance Standards:
Your performance will meet expectations when you can:

Timetable/Milestones: Note: Specify the deadlines/milestones that need to be achieved.

PERFORMANCE DEFICIENCY 2:

Performance Standards:
Your performance will meet expectations when you can:

Timetable/Milestones:

PERFORMANCE DEFICIENCY 3:
Performance Standards:
Your performance will meet expectations when you can:
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Timetable/Milestones:

Terms of Performance improvement Plan
The purpose of this document is to identify performance deficiencies and to provide a clear concise
mechanism for improving performance to a standard of "Meets Expectations." It is the City’s intent to make
a reasonable effort to provide you with the support necessary to help you successfully complete this
Performance Improvement Plan. However, the responsibility to meet performance requirements is yours
alone.
Items contained in this plan are subject to modification under several circumstances. First, should it become
clear that the level of "Meets Expectations" has been attained prior to the projected date; the plan may be
dissolved upon agreement of the supervisor and employee. Second, where improvement in overall
performance is noted, but additional time and/or training is required to reach a standard of "Meets
Expectations" in all areas, the plan may be renegotiated.
After [30, 60, 90 days] have passed, should it be determined that your overall performance continues at the
level of "Does Not Meet Expectations" or that a standard of "Meets Expectations" cannot be met, further
disciplinary action will be taken up to and including termination.
Finally, it is your responsibility to satisfy the requirements outlined in this Performance Improvement Plan
and to ensure that you maintain the required level of performance. A decrease in your performance after
successfully achieving the desired improvements, will also subject you to further disciplinary action up to
and including termination.
We agree to work together on the items identified in this Performance Improvement Plan and to make
every effort to reach the goals and expectations defined.
Your signature acknowledges this discussion. It does not indicate agreement or disagreement with
this plan.

Employee Signature

Date

Supervisor Signature

Date

Department Director Signature

Date
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I.

Purpose
The purpose of this policy is to set forth the City's expectations of employees regarding
work-related conduct.

II.

Applicability
This policy applies to all classified employees of the City of Greenville.

III.

Definitions


Chain of Command: The formal line of management, authority, communication, and
responsibility within the City. Formal recommendations and attempts for formal resolution
must be channeled and resolved through the chain of command, unless extenuating
circumstances warrant otherwise.



Charitable Campaigns: Charitable campaigns are activities aimed at raising funds for various
causes. Distribution of literature and/or solicitation of support at City workplaces during work
hours are not permitted except for those few drives and charitable funds, which the City has
authorized to be done in the workplace.



Non-working Hours: Refers to designated lunch periods and rest periods, as well as time
outside the employee’s normally scheduled hours of work.



Non-work Areas: Refers to employee recreation areas, parking lots, or other areas where work
is generally not performed.



Public Areas: Refers to those areas to which the general public has unrestricted access or which
is available for use by the general public by request.



Solicit: Means to sell; to offer for sale or trade; to obtain signature (including authorization or
membership cards); to seek monetary or other donations.

IV. Policy

It is the policy of the City of Greenville to ensure that all employees recognize their
obligations to their co-workers and to set forth reasonable standards and expectations for
employee work relationships within and with the City.
V.

Procedures
A. Treatment of Co-Workers
All employees have the obligation to help ensure pleasant working conditions and a harassmentfree, productive work environment for all co-workers. Responsible and courteous conduct in the
workplace is essential for the safe, efficient, and professional rendering of public services by the
City of Greenville. All employees are expected to carry out their individual responsibilities in a
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way that respects the obligations of co-workers and which recognizes that teamwork requires
diligence in performance of one’s own duties and deference to the needs and feelings of other
employees. Employees should anticipate disciplinary action, which on occasion may include
termination, when they repeatedly and persistently engage in practices which require an
excessive amount of supervision from their superiors, or when their demeanor in dealing with
co-workers, or the public, generates or exacerbates disputes.
Unprofessional conduct is unacceptable and will not be tolerated. Employees are urged to
report incidents of unprofessional and offensive conduct by any employee to their supervisor,
Department Director, or to the Human Resources Director.
B. Reporting Unethical and/or Illegal On-the-Job Activities
Employees are required to, (i.e. "they must") report any known unethical and/or illegal onthe-job activities of their co-workers or supervisors. Not to do so is unethical, constitutes
complicity in the activity, and may be a violation of law subject to criminal penalties. Such
reports will be brought to the City Manager by the employee or supervisor receiving the initial
report. Each instance will be investigated by the Human Resources Director, Department
Director, and/or City Attorney’s office in coordination with the City Manager as circumstances
warrant. Appropriate actions based on the investigation's findings will be taken.
All employees, whether operating in an official or unofficial capacity, are required to comply
with the provisions of privacy legislation. Any personal information recorded about any
employee is not to be discussed or released, unless authorized in writing by the employee. This
information can include social security number, birth date, compensation, medical treatment
and medical records, and any other similarly sensitive information.
In no event will the reporting employee be disciplined in any way for their valid efforts to
report known or reasonably suspected illegal, unethical, or unprofessional conduct, nor will
retaliation be allowed against any persons reporting or assisting in the investigation of a
complaint of unprofessional, unethical, or illegal conduct.
C. Chain of Command
Employees are expected to honor their chain-of-command when presenting formal
recommendations, registering formal complaints, or attempting formal resolution of problems.
The City endorses an open door policy in which employees of all levels are encouraged to
interact openly with employees of all other levels and stimulate synergy and creativity among
one another.
Employees are also expected to enjoy the right of formal appeal, without retaliation, of adverse
actions to higher levels of management. Such policy assumes, nonetheless, that the “chain-ofcommand” management has been given the opportunity and failed to deal satisfactorily with
the issue, and has been informed of the employee’s intent to carry the issue to a higher level or
management. If a member of the chain-of-command, or his/her behavior, is the issue, and an
employee cannot discuss the issue with that person, the employee is expected to carry the issue
to the next higher level in the chain-of-command, until the chain-of-command is exhausted.
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The employee may bring sensitive issues to Human Resources directly. Human Resources will
normally refer the individual back to some level in the chain-of-command who can
appropriately deal with the problem or suggestion, and serve as a liaison with the employee
and chain-of-command manager to help reach a resolution or final answer. If satisfaction is not
achieved through the chain-of-command, the formal employee appeal process (see Policy HR5.2: Disciplinary Action and the Appeals Process) is available to the employee.
All matters that are brought to City Council must be channeled through the City Manager who
is the only link with Council in official matters. Under the City of Greenville’s
Council/Manager form of government, the City Manager is the end of the chain-of-command
for employees and has final say in all administrative matters. Any attempt by employees to
bring Council pressure to bear on the City Manager, or to seek favored treatment by direct
appeal to City Council members is considered a violation of the chain of command and will
subject the employees to disciplinary action up to and including termination.
D. Serving on Boards and Commission
Any employee wishing to serve on an outside board or commission must first obtain the
approval for such service from the City Manager’s Office to ensure there is no conflict of
interest with the employee’s position with the City. Employees must submit the
Board/Commission Service Request form for consideration. A digital version of the form can
be found here: Board/Commission Service Request. (HR 5.3, Exhibit B). A separate

approval must be obtained for each board or commission.
E. Charitable Activities and Solicitation
It is the policy of the City to encourage all citizens, including employees of the City, to support
charitable activities that benefit the community. The City of Greenville supports individual
employee involvement in charitable activities as long as those activities do not negatively affect
normal City operations and do not occur on City premises or during work hours. This policy
does not, in any manner, limit any employee’s or official’s activities conducted outside of
established work hours, away from a City workplace, and without the use of City resources or
personnel.
1. City-Sponsored Charitable Campaigns. Organization-wide charitable campaigns are
limited to the United Way, the March of Dimes Walk America, the Easter Seals Brace-AChild, the Martin Luther King food and coat Drives, and the Salvation Army Angel Tree
Program. With the exception of City authorized charitable fund drives, distribution of
literature and/or solicitation of support for campaigns and causes by employees, during
work hours, and/or in working areas, is prohibited.
2. Department-Sponsored Solicitations for Charitable Campaigns. Departments seeking to
solicit charitable contributions on behalf of generally recognized and reputable charitable
organizations, either from other City employees or from the general public, must be
deemed a “public purpose” or approved by the City Manager. Each City Department can
sponsor up to two (2) charitable events per year. For purposes of this policy, a “public
purpose” will be defined as benefitting a not-for-profit organization that does not express
religious, moral, or political opinions and:
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Has a positive fiscal impact on the Greenville community;
Has a positive impact to the quality of life in the Greenville community;
Has a positive impact to the productivity and morale of City employees; or
Has a positive impact to Greenville’s reputation.

Department employees involved in such campaigns must adhere to the following
restrictions:


No City employee shall be allowed to solicit charitable contributions on duty for more
than twenty-four (24) hours during one calendar year without advanced approval from
the City Manager or his/her designee. Employee participation in charitable solicitations
shall not distract them from their duties or interfere unduly with the normal conduct of
City business.



No City employee shall be authorized to solicit charitable contributions on duty when
it interferes with that employee's regular duties or functions.



In soliciting charitable contributions on duty, the City employee will comply with all
other applicable sections of the Code of Ordinances of the City of Greenville and all
other City policies, procedures, and regulations.

3. Solicitation of Business from Employees. City offices are for the purpose of conducting
City business. To facilitate internal productivity, no organization or business will be
allowed to solicit to any City employee during work hours or on City property except as
provided in this policy. In order to establish a uniform policy regarding solicitation of
business from employees of the City of Greenville, the following guidelines have been
established:


The City of Greenville will not promote or distribute any information pertaining
to discounts offered by retail businesses/services unless authorized by the City
Manager and made available to all City employees. Only discounts to local and
regional special events, sporting events, and attractions will be allowed.



All inquiries should be referred to the Human Resources Department.



Discounts to local and regional special events, sporting events, and attractions must
be available to all employees unless job related.



If requested, a company must supply discount coupons/flyers in a quantity to be
available for the entire employee population.



Flyers/handouts for advertising purposes only will not be accepted.

4. Solicitation of Donations from Businesses and Organizations by City Employees.
Solicitation of donations from businesses and organizations by City employees will not be
allowed, unless on behalf of an approved City event and/or authorization by the City
Manager. Events hosted by the City, in whole or in part, which benefit the community, are
excluded from this policy.
5. Individual Employee Solicitations for Charitable Events. No employee of the City of
Greenville may engage in political activity, solicit contributions or donations, sell tickets,
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or take orders for any cause or function to another City employee, retail business, or to a
member of the general public while on duty, except as provided by this policy.
6. Solicitation for Special Circumstances. Collections for employees leaving City
employment will be allowed. Collections for employees suffering personal hardships will
be allowed with the approval of the Human Resources Director. Under no circumstances
should any employee feel coerced to give money, gifts, or donations of any kind. All other
City policies, procedures, and regulations should also be followed.
7. Posting of all Advertisements, Announcements, Leaflets, and Items. Solicitation for
campaigns and causes, or distribution of literature by persons other than employees of the
City in those areas of government property, which are not open to the public are prohibited
with the exception of City authorized charitable fund drives. Solicitation for campaigns
and causes, or distribution of literature, in those areas of government property which are
open to the public are prohibited to the extent that such solicitation or distribution
substantially disrupts, or materially interferes with, governmental, administrative, or
operational activities. City employees may not solicit membership, distribute brochures or
flyers, or otherwise engage in organizing activity while on the job or while in a work area.
F. Labor Relations
The Public Policy of the State of South Carolina does not permit public employers to recognize
or bargain collectively with associations, unions, groups of employees, or any third parties. The
City respects that policy and adheres to it. Furthermore, the City will oppose strongly any
attempts by employees or others to circumvent it.
G. Roles and Responsibilities
1. Department Director




Report and investigate, as needed, allegations in coordination with City Manager, City
Attorney, and Human Resources Director any unethical and/or illegal on-the-job
activities.
Monitor workplace to ensure a harassment-free, productive work environment.
Take appropriate disciplinary action regarding violations of this policy.

2. Employee









Engage in professional conduct at all times.
Report incidents of unprofessional and offensive conduct through the chain of
command.
Perform work duties and engage in professional conduct so as not to require excessive
supervision.
Do not distribute literature and/or solicit support for non-authorized charitable drives
and funds.
Report any unethical and/or illegal on-the-job activities.
Comply with privacy legislation provisions.
Obtain City Manager approval to serve on outside boards and commissions.
Do not engage in soliciting and distributing pro union or organizing or campaigning
5
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literature during City work time or in work areas.

3. Human Resources Director



Investigate and/or support City Manager, Department Director, and or City Attorney
in any investigations regarding unethical and/or illegal on-the-job activities.
Take appropriate disciplinary action regarding any violations of this policy.
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EXHIBIT A

City of Greenville
General Conduct Expectations Policy
Employee Acknowledgement
All City employees are obligated to engage in professional conduct at all times; report incidents
of unprofessional and offensive conduct through the chain of command; perform work duties and
engage in professional conduct so as not to require excessive supervision; report outside
employment to avoid any conflict of interest; not distribute literature and/or solicit support for
non-authorized charitable drives and funds; report any unethical and/or illegal on-the-job
activities’ comply with privacy legislation provisions; obtain City Manager approval to serve on
outside boards and commissions; and not engage in soliciting and distributing pro union or
organizing or campaigning literature during City work time or in work areas.
I have received a copy of the City of Greenville’s General Conduct Expectations Policy 5.3 and
understand that the City ensures that all employees recognize their obligations to their co-workers
and set forth reasonable standards and expectations for employee work relationships within and
with the City.

_______________________________________
Employee Name (PLEASE PRINT)

________________________________________
Employee Signature

_______________________________________
Date
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EXHIBIT B

Board/Commission Service Request
A digital version of this form can be found here:
Board/Commission Service Request.
Employee Name: ______________________________________________________________
Email: __________________________________________________________________
Department: __________________________________________________________________
Job Title: ____________________________________________________________________
Board/Commission Information
Board/Commission Name: ________________________________________________________
Role/Responsibility: ________________________________________________________
Website Link: ________________________________________________________
Purpose of Board/Commission: ____________________________________________________
Will serving on this board/commission interfere with your current job responsibilities?
__Yes __No
If yes, how? ________________________________________________________
Meeting Schedule: ____________________________________________________
Term Length: ____________________________________________________
Will you receive compensation? __Yes __No
Employee Acknowledgement and Agreement
By signing and submitting this request you are acknowledging that you have reviewed and will
comply with the guidelines and procedures set for in the City of Greenville General Conduct
Expectations Policy (HR5.3).
I certify that I have read the City of Greenville’s General Conduct Expectations Policy HR-5.3 and
understand that the City requires prior authorization to serve on an outside board or commission.
Employee Signature:__________________________________________ Date:______________
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I.

Purpose
The purpose of this policy is to set forth guidelines to ensure that employees are not involved

in any outside employment or activity that will affect the quality or quantity of their work
at the City of Greenville, create a conflict of interest, or create an appearance of
impropriety.
II.

Applicability
This policy applies to all classified employees of the City of Greenville.

III.

IV.

Definitions


Outside Employment: A second job with an employer other than the City of Greenville.



Conflict of Interest: A situation in which regard for a private interest tends to lead to disregard
of a public duty or interest.

Policy
The City's Code of Ethics (Policy 5.4, Section V, D.1.) prohibits any outside employment which
may cause or appear to cause a conflict with the normal discharge of an employee's duties for the
City. A City employee shall not engage in any employment, enterprise, or outside activity which is
in conflict with the duties, functions, responsibilities, or the department by which the employee
serves, nor shall the employee engage in any compensatory outside activity which will directly, or
indirectly, contribute to the lessening of the employee's effectiveness. The employee's position with
the City is of priority consideration in making a determination as to the consistency or inconsistency
of outside activities. In reviewing the employees “Request for Authorization to Engage in Outside
Employment Form" the City shall consider, among other pertinent factors whether, the activity
involves:
a. The use for private gain or advantage of City time or facilities, equipment and supplies; or
the badge, uniform prestige or influence of the City office or employment;
b. Receipt or acceptance of money or other form of compensation by an employee to perform
duties normally performed or expected to perform as a regular function of the employee's
position and for which the employee is already being compensated by the City;
c. Performance of an act in an area other than the employee's normal capacity as a City
worker, which act may later be subject directly or indirectly to the control, inspection,
review, audit or enforcement by such employee or department by which the employee
serves;
d. Conditions or factors which would probably, directly or indirectly, lessen the efficiency of
the employee in the employee's regular City employment or a condition in which there is
a substantial danger of injury or illness to the employee; and,
e. Inconsistent, incompatible or in conflict with the duties, functions, or responsibilities of
the City position.

2

DocuSign Envelope ID: 5B8650BC-5C63-4A91-920A-FF4C771CE7DA

Outside employment which causes no conflict with the normal and timely performance of an
employee's duties and responsibilities is permitted. Employees holding additional outside
employment must recognize that their primary responsibility is to effectively fulfill their duties as
City employees. Employees allowing any outside employment to adversely impact the effective
and expected fulfillment of their duties for the City will be subject to disciplinary action which may
include termination. Employees engaging in outside employment shall be ineligible to receive
Worker’s Compensation when illness, injury or disability results from outside employment.
V.

Procedures
A. Requesting Authorization for Outside Employment
Prior to commencing outside employment, the employee must first complete and submit a
"Request for Authorization to Engage in Outside Employment Form" (Exhibit A) to their
Department Director for review and consideration. A digital version of the authorization form
can be found here: Request for Authorization to Engage in Outside Employment (HR 5.10,
Exhibit A). A separate approval must be obtained for each outside employment and/or each
change from the original approval.
A. Duration of Outside Employment Authorization
If outside employment is to continue from one calendar year to the next, the employee must
renew their Outside Employment Authorization January 1 of each year. The Human Resources
Department will coordinate with Department Directors regarding the annual renewal of outside
employment authorizations.
B. Review of Employee Request for Outside Employment
Authorization for outside employment must be reviewed and approved by the Department
Director. If the Department Director approves the outside employment, then that form will be
processed for review and approval through the Director’s chain of command. If the Department
Director believes an employment request is inappropriate or may interfere with the
employee’s job responsibilities for the City, he/she must review the facts of the request
with their direct supervisor and Human Resources Director.
C. Notification of Decision
The employee will be notified in writing of the final decision within five (5) working days after
receiving a request for such approval from the City employee, including the justification for
disapproval. The Department Director may make any restrictions on outside employment
consistent with the operation of the department.
D. Review of Denied Requests
An employee who is denied an opportunity for outside employment may file a request for
review in writing within five (5) working days to the Human Resources Director. Upon
notification of the request for review, the Human Resources Director shall meet with the
employee, the employee's supervisor and Department Director as necessary for review of the
documentation. The Human Resources Director will notify the Employee and his/her Director
of the City Managers final decision.
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E. Recordkeeping
The completed “Request for Authorization to Engage in Outside Employment Form" shall be
forwarded to the Human Resources Department to be filed in the employee's personnel file
regardless of the approval or denial status.
F. Disciplinary Action
Outside employment shall cease when, in the opinion of the Department Director, the outside
work is interfering with performance of the employee's City job, or if the employment appears
to generate a conflict of interest.
Employees performing outside employment contrary to the provisions of this policy, may be
subject to disciplinary action, up to an including termination of employment. Any employee
found to engage in any outside employment related business and/or activity on City time and
using City equipment, supplies, staff or facilities will be terminated.
G. Roles and Responsibilities
1. Department Director





Ensure adherence to this policy.
Ensure all employee Request for Authorization to Engage in Outside Employment are
properly reviewed prior to authorization.
Advise Human Resources Director of any denials.
Take appropriate disciplinary action regarding violations of this policy.

2. Employee








Comply with this policy.
Sign HR 5.10 Policy Acknowledgment Form (Exhibit B)
Must submit a "Request for Authorization to Engage in Outside Employment Form"
and obtain required authorization prior to beginning a secondary job.
Report and cease outside employment if it generates a conflict of interest and/or
impedes your job performance.
Advise supervisor(s), in writing of any change in your outside employment, work
schedule, including work hours and workdays, and/or specific type of work being
done.
Obtain separate approval for each outside employment and/or each change from the
original approval.
Ensure that no City personnel, resources, or equipment is used in conjunction with
outside employment.

3. Human Resources Director




Coordinate with Department Directors regarding the annual renewal of outside
employment authorizations.
Address and resolve any employee requests for review of an outside employment
denial.
Take appropriate disciplinary action regarding any violations of this policy.
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EXHIBIT A

Request for Authorization to Engage in Outside Employment
A digital version of this form can be found here:
Request for Authorization to Engage in Outside Employment (HR 5.10, Exhibit A).
Date: ____________________________
Employee Name: ______________________________________________________________
Department: __________________________________________________________________
Job Title: ____________________________________________________________________
Request permission to engage in the following outside employment:
Employers Name:______________________________________________________________
Address: _____________________________________________________________________
Job Title: _____________________________________________________________________
Description of work duties: ______________________________________________________
_____________________________________________________________________________
Will this outside employment interfere with your current job responsibilities? __Yes __No
Outside employment work schedule: _____________________________________________
Will there be any on call work? __Yes __No
Duration of outside employment: ________________________________________________
This request for permission to engage in outside employment will not constitute a conflict of
interest, and to the best of my knowledge will not interfere with my employment with the City of
Greenville or my ability to objectively serve the citizens of Greenville.
Employee Signature:__________________________________________ Date:______________
_______Approved

_______Denied:

Reason for Denial: _____________________________________________________________
Department Director Signature:_________________________________ Date:______________
Deputy City Manager Signature:________________________________ Date:______________
6
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EXHIBIT B

City of Greenville
Outside Employment Policy
Employee Acknowledgement
I certify that I have read the City of Greenville’s Outside Employment Policy HR-5.10 and understand that
the City requires prior authorization to engage in outside work. I agree that the City of Greenville is my
primary employer. I understand that I do not have authorization to begin outside employment, which

includes self-employment until I obtain approval from the Department Director. I further
understand that any approval can be reviewed and confirmed or revoked at any time. I understand
that the City is under no obligation to grant leave or otherwise accommodate my work schedule at
my outside employment and that is my responsibility to avoid schedule conflicts and to report to
work with the City in the event of any conflict in work schedules. No approval will be given if I
am not meeting performance expectations of my current position. Any failure to continue to meet
performance standards in any category will result in revocation of any existing approval. I agree
to advise my supervisors, in writing of any change in my outside employment, work schedule,
including work hours and work days, and/or specific type of work being done. A separate approval
must be obtained for each outside employment and/or each change from the original approval. I
understand that no City personnel, resources, equipment, or time may be used in conjunction with
outside employment. I agree not to use confidential information obtained through my position as
a City employee to benefit my outside employment or for any other purposes other than as required
by my regularly assigned duties as City employee. I also agree not to use the city’s name in such
a manner that suggests institutional endorsement. I also understand that if outside employment is
to continue from one calendar year to the next, I must renew my outside employment authorization
each January 1 of each year.

_______________________________________
Employee Name (PLEASE PRINT)

________________________________________
Employee Signature

_______________________________________
Date

7

Bid No.

BID PACKAGE CHECKLIST
11/13/2019

Date

Project Name

Department Contact

Renovations at the Division of Services

Brian Horton

Project Inspection & Acceptance By

✔
✔
✔

Brian Horton

12/2/19

Requested Advertising Date

12/17/19

Requested Bid Opening Deadline

12/9/19

Deadline For Questions

Requested Pre-Bid Conference Date/Time
Conference Room Location
Conference Room Reserved
Yes
Pre-Bid Conference Mandatory
Yes

No
No

Special Instructions to Bidders
Schedule of Values

Number of Sets of Plans Submitted to Purchasing

List of Suggested Vendors/Contractors (see attached)
Calendar Days for Completion
Liquidated Damages

✔

Number of Days

Amount

Contractor’s License/Certifications required (Please specify)
Bid Bond Required

Performance/Payment Bonds Required
Federal Funds Involved

Federal Wage Rates Apply

Account No.

$ 45,000.00

Project Cost Estimate

$

Comments:

Revised 06/2014

Yes

MANDATORY
(Department to complete)

Budget

Funds Available

No ✔

Yes

$

No ✔

Project No.

$

Commercial Contractor

DocuSign Envelope ID: 7DED8685-7D3B-4881-88B9-FCFC19BE4F65

Revised 7/ 8/ 21; Replaces: 2/13/15
THIS DOCUMENT IS NOT A CONTRACT OF EMPLOYMENT. PRIOR DOCUMENTS ON THIS
SUBJECT ARE REVOKED. EMPLOYMENT WITH THE CITY OF GREENVILLE IS AT-WILL.

CITY OF GREENVILLE

POLICY NO: 6.1
SUBJECT:

DATE: July 8, 2021

Employee Performance Management
CONTENTS

I.

Purpose

II.

Applicability

III.

Definitions

IV.

Policy

V.

Procedures
A. Performance Management Process
B. Performance Evaluation Cycle
C. Performance Evaluation
D. Annual Pay Increase Administration
E. Corrective Action and the Impact on Merit Increases
F. Roles and Responsibilities

APPROVALS:

_________________________________
City Manager
_________________________________
City Attorney
_________________________________
Human Resources Director

HR-6.1

DocuSign Envelope ID: 7DED8685-7D3B-4881-88B9-FCFC19BE4F65

Revised 7/8/21; Replaces 2/13/15
I.

Purpose
The purpose of this policy is to provide guidelines for administering the City's performance
evaluation system. The City's performance evaluation system is intended to facilitate
communication between supervisors and employees by providing a formal, periodic review of the
performance of each individual employee in relationship to the performance expectations of his/her
supervisor.

II.

Applicability
This policy applies to all classified employees of the City of Greenville except for the Senior
Leadership Team (SLT), to include the Deputy City Manager, Assistant City Manager, Assistant
to the City Manager, Department Directors, and City Clerk.

III.

IV.

Definitions
•

Cost of Living Adjustment (COLA): A COLA adjustment is an increase in salaries to
counteract inflation on employees.

•

Merit Increase: An increase in an employee’s hourly wages or yearly salary based on
individual performance. Merit increases are not automatic and are dependent on available
funding.

•

Performance Appraisal: An annual assessment of an employee’s overall performance that
formally and informally evaluates and documents an employee’s contributions against the
expectations of the position. Employees new to the City will have their first performance
appraisal on their anniversary date and future evaluations will be completed by October 1 of
each following year.

•

Performance Improvement Plan: Provides the employee with a plan to aid in improving and
correcting performance deficiencies. The plan must be completed when employees are
deficient and there are major obstacles for achieving a satisfactory performance evaluation.

•

Performance Management: The process of linking individual performance expectations to
the achievement of organizational and departmental goals and objectives. The performance
management process is comprised of a cycle of three interrelated phases: performance
planning, performance feedback and coaching, and performance assessment.

•

Supervisor: Any individual who is accountable or has the responsibility for managing or
overseeing one or more employees.

Policy
The City is committed to building a highly skilled, knowledgeable, collaborative and respectful
workforce that thrives on providing innovative and exceptional public service. The City is also
committed to supporting the growth and development of employees through effective performance
management and training and development opportunities and programs.
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All classified City employees except for the SLT shall have their job performance evaluated on a
systematic, scheduled basis. Timing of such performance appraisals will depend on the status of
the employee. Performance evaluations are not subject to appeal for independent review by the
Public Safety Citizen Review Board.
The SLT shall receive continuous performance feedback by their respective manager. Such
feedback will include but not be limited to, quarterly progress reports on their annual workplan
goals and /or their department-specific strategic goals. Informal performance management
processes, such as routine observation of work behaviors, activities and outcomes by the SLT’s
member’s direct manager, one-on-one discussions between an employee and supervisor about work
and work performance, coaching and counseling, appraisal of group or team activities, continuous
feedback, problem-solving, goal-setting and goal attainment, negotiating goals and objectives, 360degree appraisals and self-appraisal, for example, all constitute legitimate performance
management for SLT members under this policy.
While the performance management process for the SLT need not be formal, there are situations in
which written communication is critical. For example, if the SLT employee’s work performance is
in such need of improvement that the employee’s continued employment is in jeopardy, this should
be communicated in writing so that both the employee’s poor work performance and the manager’s
expected improvements are made clear. This does not apply in situations where an employee
engages in misconduct for which prior disciplinary warning is not appropriate, warranted or
required.
The City’s performance management and evaluation system (except for SLT employees) will:
•
•
•
•
•
•
•

Ensure employees perform work that accomplishes the business goals and desired
outcomes of the City;
Promote and document performance assessments based on essential job functions and
clear, realistic job standards and performance goals;
Promote a high level of employee performance through consistent feedback from
supervisors via annual or semi-annual performance assessments;
Allow employees to receive ongoing information about how effectively they are
performing relative to expectations;
Provide opportunities for employee training and development when possible;
Document and address employee performance that does not meet expectations; and,
Ensure management applies performance ratings and merit increases in a fair and
consistent manner.

The Human Resources Department is responsible for administering the performance evaluation
system and preparing and updating all evaluation forms to be used by City management as well as
communicating performance evaluation timelines, providing performance evaluation training to
supervisors, and communicating merit distribution guidelines. Human Resources is also
responsible for supporting employee development through various training and development
programs.
Each Department Director is responsible for ensuring that the department’s personnel receive a
quality, accurate and timely performance evaluation as well as training and development
opportunities to enhance their job-related knowledge and skills and, in turn, their overall
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performance. Each Department Director is also responsible for reviewing and approving merit
increases for department staff.
V.

Procedures
A. Performance Management Process
Performance management is the ongoing process of communication between a supervisor and
an employee that occurs throughout the year linking individual performance expectations with
the achievements of the City and departmental objectives. Supervisors are strongly encouraged
to oversee employee performance and provide feedback throughout the year. In addition to
monitoring the results of work activities and evaluating performance, supervisors are
encouraged to solicit feedback and input from the employee. Ongoing communication allows
the supervisor and employee to address issues in a timely manner and to more effectively foster
employee development and drive a goal-oriented culture.
The performance management process involves three interrelated phases:
1. Performance Planning. The goal of performance planning is to set expectations and
goals for the employee to channel their efforts toward achieving organizational goals
and objectives. At the beginning of the performance management process, the
employee and the supervisor should meet to discuss the employee’s major
responsibilities, review expected outcomes, and set performance objectives for the new
review period. This meeting should also be used to identify plans for training and for
future performance planning.
2. Performance Monitoring, Feedback and Coaching. Supervisors are expected to build
constructive feedback into the fabric of their day-to-day interactions. Throughout the
performance period, the supervisor is encouraged to periodically monitor and assess
employee progress toward meeting expected outcomes and objectives and to
communicate these assessments to the employee when appropriate. Ongoing
monitoring provides the opportunity to recognize and reinforce strong performance by
an employee and identify and encourage improvement where it is needed. It is also an
opportunity to make any needed adjustments to performance requirements prior to the
annual evaluation As the employee works to accomplish the established performance
expectations, the supervisor should provide any needed feedback and coaching that
will support the employee’s successful job performance. The employee may also
request coaching and feedback to improve/develop performance. Through
performance monitoring, feedback and coaching, unacceptable performance can be
identified and addressed at any time during the appraisal period. Any needed training
and development opportunities should be considered to support the employee in
strengthening their job-related skills and competencies. Mid-point progress reviews are
encouraged for probationary employees.
3. Performance Evaluation. At the end of the performance management cycle, the
employee’s supervisor prepares a formal, written performance evaluation covering the
entire appraisal period. The performance evaluation provides a rating of an employee’s
overall performance that formally and informally recognizes, evaluates, and
documents an employee’s contributions against the expectations of the position and
3
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previously defined performance outcomes. The supervisor can ask the employee to
participate in this process by contributing a self-assessment. The employee and
supervisor will meet to discuss the assessment. The supervisor must ensure that the
employee has the opportunity to ask questions and to comment on the appraisal.
B. Performance Evaluation Cycle
The performance evaluation period runs from October 1 through September 30 of each year.
Employees with less than one year of service will receive their first annual performance
appraisal on the first anniversary of their employment. Thereafter, employees will be
transitioned to the October 1 through September 30 evaluation cycle as follows:
1. For new civilian personnel, the second performance appraisal will cover the period of
time from their first anniversary to the end of the next performance cycle.
2. For new nonexempt sworn personnel in a step plan with a first anniversary date prior
to July 1st, the second performance appraisal cover the period from their first
anniversary to the end of the next performance cycle.
3. For new nonexempt sworn personnel in a step plan with a first anniversary date
between July 1st and September 30th, will receive their second evaluation in the October
cycle of the following year. (Ex: Hired between July 1, 2021 and September 30, 2021
will receive their second evaluation covering the performance period ending
September 30, 2023.)
Ongoing employees (those who have already transitioned to the October 1 through September
30 evaluation cycle), will receive a performance appraisal at the end of the October 1 through
September 30 evaluation period of each year.
Human Resources is responsible for informing supervisory staff of upcoming performance
reviews, for initiating the annual performance review process, and communicating with
supervisors and their respective Department Director regarding the completion of any
delinquent reviews.
While personnel policy requires an annual performance evaluation, appraisals may be
conducted at any time the supervisor determines one would be of value. In addition,
probationary employees can be assessed in accordance with departmental policy or as needed
to ensure performance expectations are being met.
C. Performance Evaluation
Generally, performance management is an ongoing process that results in a year-end appraisal.
Documented performance appraisals are required for all full-time and permanent part-time
employees with the exception of SLT members. Supervisors should be held accountable for
the delinquent conduct and processing of late performance reviews.
1. Interim Reviews. An interim review may be initiated by a supervisor whenever the
supervisor believes it to be in the best interest of the employee, supervisor, or
department to do so. This type of an evaluation is usually made whenever an
4
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employee’s performance and/or work conduct had markedly changed or whenever an
employee has failed to improve after a previous less than satisfactory evaluation,
counseling, or training.

2. Probationary Evaluations: Departments who have employees going through extensive
on- the-job training will prepare a probationary evaluation of such employees
according to departmental policy and procedures. Upon successful completion of the
probationary period, the employee shall transition to the regular annual evaluation
period. The probationary evaluation is distinguished from the annual or interim
evaluations in that the immediate supervisor determines whether the employee has the
skills and other qualifications needed to perform satisfactorily. If the supervisor
determines there is a need to extend the probationary period, he/she must complete a
PIP to run concurrently with any extension period.

3. Written Performance Evaluation. The written performance evaluation is an
opportunity for the supervisor and employee to review whether previously discussed
performance expectations and goals have been met, to discuss professional
development needs and opportunities, and to identify options for acquisition of
additional knowledge and skills to foster career growth. The performance evaluation
shall be written and include:
•
•
•
•
•

Information on the employee’s job duties and key areas of responsibility.
Comments and ratings on specific performance dimensions, including areas of
responsibility, established performance goals, and overall performance in
relation to previously established outcomes and objectives.
Feedback on any areas of concern, outlining where performance improvement
is needed.
Assessment of professional development achievements specified in the
previous evaluation.
Identification of future job-related professional development goals and
outcomes for the next review period.

Before conducting the evaluation, the manager should ask the employee to:
•
•
•
•

Review job description and note any changes
Provide a list of accomplishments over the past year
Provide progress to goals as applicable
Create new goals for upcoming year as applicable

These should be sent in time to be incorporated into the manager’s evaluation
as applicable.
4. Performance Rating Scale. The City’s performance appraisal utilizes a 5-point rating
scale: 5-Clearly Outstanding, 4-Exceeds Expectations, 3-Meets Expectations, 2Below Expectations, and 1-Unsatisfactory. All performance ratings must be factually
supported with specific examples to ensure consistency and fairness and provide
meaningful feedback to the employee. Any individual performance competencies rated
Below Expectations or Unsatisfactory must include specific corrective actions the
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employee must take to meet expectations. For any employee receiving an overall
rating of less than 2.5, the appraiser must place the employee on a performance
improvement plan (PIP) as detailed below in section C.9: Unsatisfactory Job
Performance.
5. Performance Evaluation Due Dates. The Human Resources Department will advise
Department Directors/Managers of annual performance evaluation due dates in a
timely manner. Departments are expected to track the due dates for performance
appraisals on new employees. Documented appraisals must be submitted to the Human
Resources Department and will become a part of the employee's official personnel file.
If an employee does not receive a performance evaluation according to the guidelines
of this policy, the employee should seek compliance through the next level in the chain
of command. Human Resources will provide delinquency notifications to the
supervisor and the Department Director for that employee.
6. Performance Appraisal Quality Review. Prior to supervisors conducting review
discussions with employees, Department Directors should conduct a performance
appraisal quality review for their department. Department Directors are expected to
develop quality control measures within their departments to ensure consistency in
reviews throughout the department. Suggested mechanisms for quality control
include:
•
•
•

Ensuring that performance expectations and ratings across similar positions
are consistently applied by evaluators.
Training with division supervisors to ensure expectations are consistent across
departments.
Review and approval of justification to ensure that the narrative section of the
appraisals support performance ratings.

Department Directors are responsible for signing all performance evaluations within their
department after the departmental quality control review has occurred.
7. Performance Evaluation Signatures. Supervisors should not conduct review
discussions with employees before the departmental quality control review has been
completed. Each performance evaluation must be signed by the employee and the
employee’s supervisor at the time of the final discussion of the evaluation. The
employee’s signature acknowledges discussion of the performance evaluation contents
and ratings, not necessarily agreement with them. The supervisor is to forward the
document to the next level manager for final signatures. The employee is to be given a
copy of the signed assessment. The original signed evaluation form is to be sent to
Human Resources for processing and placement in the personnel file.

8. Addressing Employee Performance Evaluation Concerns. Performance evaluations

are not appealable through the City’s formal grievance process. However, the
employee may address questions or concerns about the content of the evaluation with
the appropriate supervisor. If issues are not resolved, then the employee may follow
the departmental chain of command. The employee also has the option to write an

addendum to be attached to the performance evaluation.
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9. Unsatisfactory Job Performance. Employees whose performance evaluation overall
score is less than “2.5,” or who have had critical deficiencies in performance and/or
behavior shall be placed on a Performance Improvement Plan (PIP). When an
employee receives an overall rating of 2.5, the evaluation must include a specific
description of the unsatisfactory performance, behavior, conduct, or actions that are
found to be below standard. Departments are responsible for developing a PIP for that
employee to help them correct significant performance deficiencies (the PIP template
can be found at: Performance Improvement Plan Form). The PIP is a supervisory tool
to monitor and measure deficient work products, processes, and/or behaviors of a
particular employee in an effort to improve performance and conduct. The PIP shall
outline the specific performance deficiency, the required performance standards that
must be met, the time frame in which they are to be met, and the date that progress will
be reviewed. Failure to achieve the expected improvements will lead to disciplinary
action, up to and including termination.
The time frame associated with improving identified performance deficiencies shall
provide a reasonable amount of time for the employee to improve but shall not last
longer than six months from the effective date of implementation. Prior to the end of
the PIP, both the employee and his/her supervisor will complete an assessment of the
employee’s progress throughout the PIP period and substantiate whether or not the
employee has achieved the required improvements. The PIP Progress Assessment will
be reviewed by the Department Director and Human Resources Director prior to the
meeting between the employee and manager at the conclusion of the PIP.
D. Annual Pay Increase Administration
The City believes that it is important to align employees’ compensation with the level of their
performance and organizational contributions. In accordance with the City’s compensation
philosophy, annual pay increases are designed to reward employees in a manner that recognizes
differing levels of performance. Merit increases and COLA adjustments depend on the
availability of funding and are not guaranteed. The City reserves the right to substitute a
COLA in lieu of a merit increase.
Pay increases will be administered as follows:
1. SLT Members: Any performance pay adjustments for SLT members will be based on
the level of progress on agreed upon goals and department outcomes achieved as
documented in the annual workplan and/or department strategic workplan. COLAs, if
any, shall also apply to the SLT.
2. Personnel not in a Step Pay Plan: Merit increases for civilian employees not in a step
plan or on the SLT will be based on the employee’s job performance as documented
with a completed written performance evaluation which has been discussed with the
employee. Merit increases will be administered following the completion of the annual
evaluation period. Personnel with less than one year of service will receive their first
annual performance appraisal and any budgeted pay adjustment on the first anniversary
of their employment. Thereafter, these employees will be transitioned to the annual
performance review cycle (October 1 to September 30).
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3. Sworn Personnel in a Step Pay Plan: All sworn personnel in a step pay plan who
receive an overall performance evaluation score of 3.0 or higher will advance to the
next step.
4. Pay Adjustments for Personnel at the Top of Their Pay Range: If an employee’s annual
pay adjustment brings him/her above the maximum of his/her salary grade, the
employee will receive a base pay increase to reach the maximum of the range and a
one-time lump-sum payout for any additional amount remaining above the maximum.
5.

COLA Administration: When a COLA is budgeted, it will be applied to the regular
rate of pay across the board for all City employees.

E. Corrective Action and the Impact on Merit Increases
If corrective action was taken during the performance appraisal period, it should be considered
when determining annual performance ratings, and may impact the employee’s eligibility for
and amount of merit increase. Employees who have received reprimands or suspensions are
eligible for merit increases if their overall performance is at the “Fully Meets Expectations”
level.
If an employee is on a PIP or placed on one at the time an appraisal is due, the employee may
not receive a merit increase until the employee has successfully completed the PIP. Employees
who have been placed on a PIP and have successfully completed it prior to their annual
performance appraisal are eligible for merit increases if their overall performance is at the
“Fully Meets Expectations” level. PIPs are encouraged and should not be perceived in a
negative manner during the performance appraisal if the plan has enabled the employee to fully
meet expectations.
F. Roles and Responsibilities
1. Human Resources:
•
•
•
•
•
•

Administer the performance evaluation system, develop an annual implementation
schedule, and ensure access to updated performance evaluation forms.
Provide annual performance evaluation training for new supervisors.
Ensure all merit increases/COLA adjustments are processed in a timely manner.
Provide the evaluation date for each employee to the Department Director.
Monitor the timely completion of performance evaluations for all departments.
Maintain each employee’s performance appraisal history in his/her personnel file
and ensure their confidentiality.

2. Department Directors:
•
•
•

Ensure employee job descriptions are updated and accurately reflect an employee’s
job responsibilities and duties.
Implement an internal performance review system to ensure the quality, accuracy,
objectivity, and timely completion of departmental staff evaluations.
Ensure all merit increases are processed in a timely manner.
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3. Supervisors:
•
•
•
•
•
•
•
•
•
•

Ensure an employee’s job description is updated and accurately reflects an
employee’s job responsibilities and duties.
Understand the performance management cycle and participate fully in a timely
manner.
Set expectations, provide ongoing feedback, coach, document performance, and
provide an annual performance review for each direct report.
Participate in performance evaluation training.
Seek assistance with your performance management responsibilities as needed.
In coordination with the Human Resources Director, develop a performance
improvement plan to help employee correct significant performance issues as
appropriate.
Complete the performance evaluation objectively and accurately based on
observation and/or knowledge of an employee’s work.
Submit completed reviews for review and approval within the appropriate
departmental line of authority.
Conduct the performance appraisal with employees and obtain necessary
signatures.
Provide information regarding training and development opportunities and
encourage and require participation as needed.

4. Employees:
•
•
•
•
•
•
•

Ensure that you have clarity regarding the performance expectations for your
position and that you work towards meeting those expectations.
Be accountable for meeting performance expectations.
Take responsibility for your professional development, availing yourself of jobrelated training opportunities, including tuition reimbursement.
Be open to supervisory coaching and feedback.
Sign your performance evaluation. Your signature does not indicate agreement
with your evaluation, only that you received the feedback given.
If your review is not completed in a timely manner, notify your next level manager
and request that it be done.
Follow through on performance improvement plans as required.
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I.

Purpose
The purpose of this policy is to define the City's requirements regarding work-site tobacco usage
and the tobacco-user insurance premium surcharge.

II.

Applicability
The tobacco-free work environment policy applies to all City of Greenville employees, elected
officials, appointed officials, suppliers, and visitors to the City's offices/operations. The tobaccouser insurance premium surcharge applies to all employees and elected officials who participate in
a City health plan and who use tobacco.

III.

Definitions


Approved Tobacco Cessation Program: A tobacco cessation program that is sponsored or
approved by the City of Greenville or a pre-approved tobacco cessation program through a
hospital or community organization.



Alternative Tobacco Cessation Program: A tobacco cessation program offered through a
hospital, approved community organization, or an online course.



E-Cigarettes (Vaping): Electronic cigarettes are battery operated smoking devices. Using an
e-cigarette is called vaping. The liquid contains nicotine, flavorings, and other chemicals. The
heated liquid turns into vapor. E-cigarettes contain nicotine, which is addictive, and other
potentially harmful chemicals. Per the CDC, there is an outbreak of lung injury associated with
the use of e-cigarettes, or vaping products.



Medical Alternative: If an employee is unable to participate in any of the City-approved or
traditional program offerings due to a medical condition, they should contact the Health Clinic
Administrator to develop an alternative way to qualify for a tobacco cessation premium waiver.
They will need a statement from their treating physician that indicates that it is unreasonably
difficult due to medical condition or that it is medically inadvisable for the employee to cease
tobacco use.



Nicotine: Tobacco contains a chemical substance called nicotine. Nicotine is an addictive
substance. Nicotine can increase heart rate and blood pressure.



Smoking: The lighting or carrying of any lighted cigarette, cigar, pipe, e-cigarette, vapes, vape
pens, mods or similar device.



Tobacco: The leaves and stems of the tobacco plant after curing and any product made from
tobacco. Tobacco products include but are not limited to: cigarettes, cigars, cigarillos, pipes,
chewing tobacco, snuff, dip, and loose tobacco smoked via pipe, hookah or hand rolled
cigarettes, electronic cigarettes, electronic nicotine, vapes, vape pens, and mods.



Tobacco-Free: To be tobacco-free is to not use tobacco or nicotine products. If a person has
previously used tobacco products, then to be tobacco-free by the City of Greenville a person
must have permanently ceased the use of tobacco products for a period of at least 6 months
prior to the annual insurance enrollment.
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IV.



Tobacco Use: The bodily utilization in any form of tobacco or tobacco products. Tobacco
products include but are not limited to: cigarettes, cigars, cigarillos, pipes, chewing tobacco,
snuff, dip, and loose tobacco smoked via pipe, hookah or hand rolled cigarettes, electronic
cigarettes, electronic nicotine, vapes, vape pens, and mods. The same definition applies to the
phrase “use of tobacco products.”



Tobacco Use Surcharge: A surcharge applied biweekly to the health insurance premium
(employee only portion) of tobacco users covered by a City health insurance plan.

Policy
City management has the responsibility to assist all employees in maintaining good health by trying
to provide a healthy work environment. According to the 2020 “Smoking Cessation: A Report of
the Surgeon General,” tobacco is the leading cause of preventable disease and death in the United
States. Smoking harms nearly every organ in the body and costs the United States billions of
dollars in direct medical costs each year. One of the main reasons smokers keep smoking is
nicotine. Nicotine, a drug found in the tobacco plant, can lead to addiction, which puts one at risk
of becoming a lifelong smoker and exposing you to harmful chemicals in tobacco. According to
the Centers for Disease Control (CDC), tobacco use is the leading cause of preventable disease,
disability, and death in the US. Cigarette smoking harms nearly every organ in the body. Smoking
causes cancer, heart disease, stroke, lung disease, type 2 diabetes, and other chronic health
conditions.
According to the Environmental Protection Agency (EPA), secondhand smoke is a mixture of
smoke given off by burning tobacco products and the smoke exhaled by smokers. Secondhand
smoke is also called environmental tobacco smoke. Secondhand smoke, classified by the EPA as
a Group A carcinogen, contains more than 7,000 substances. As of January 21, 2020, the CDC
reported an outbreak of lung injuries associated with vaping. All tobacco, including smokeless
tobacco, contains nicotine, which is addictive. The amount of nicotine absorbed from smokeless
tobacco is 3-4 times greater than that delivered by a cigarette, and while nicotine is absorbed more
slowly from smokeless tobacco, more nicotine per dose is absorbed and stays in the bloodstream
longer.
City management has further taken account of the harmful effect of the careless use of tobacco
products upon City-owned property. In November 2006, City Council voted to ban smoking in
public places in an effort to improve quality of life in the City. Therefore, it is the policy of the City
of Greenville to prohibit tobacco use in all City-owned and occupied buildings/facilities, and in all
City-owned vehicles. Tobacco products include but are not limited to cigarettes, cigars, cigarillos,
pipes, chewing tobacco, snuff, dip, and loose tobacco smoked via pipe, hookah or hand rolled
cigarettes, electronic cigarettes, electronic nicotine, vapes, vape pens, and mods.
According to the CDC, smoking-related illnesses in the US cost more than $300 billion each year.
To promote a tobacco/smoke free environment and to mitigate the financial impact of tobacco use
on our rising health insurance cost, the City has approved a monthly surcharge in health insurance
premiums for employees who use tobacco. The surcharge went into effect January 1, 2011. If more
than one covered family member uses tobacco, the surcharge will remain the same. We recognize
that the City’s tobacco/smoking policy has had an effect on our tobacco users, and the City will
continue to provide prevention education and cessation initiatives to support the non-use of tobacco
products.
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V.

Procedures
A. Tobacco Use
Use of tobacco or nicotine products of any kind is prohibited in all City-owned, employee occupied
buildings. (City-owned buildings leased to third parties are exempt from this policy but are covered
by the City's Smoking Ordinance.) Use of tobacco products of any kind is prohibited in all Cityowned vehicles.
B. Notices
“No Smoking” signs are to be prominently displayed in all City buildings and City vehicles.
Posting of such signs in buildings and/or vehicles used by one department shall be the responsibility
of the Department Director. Posting of such signs in buildings used by more than one department
shall be the responsibility of the Building Services Administrator, or his successor. Failure to post
such signs shall be a violation of this policy.
C. Tobacco Use Areas
In order to prevent the possible re-entry of pollutants into any City buildings, tobacco products of
any kind may not be used even on the exterior of buildings within twenty-five (25) feet of any
entrance/exit of the buildings. Should the buildings have attached parking structures, or detached
parking structures where such pollutants may re-enter the buildings, tobacco products of any kind
may not be used even on the exterior within ten (10) feet of the entrance/exit to the parking
structures. Tobacco products include but are not limited to cigarettes, cigars, cigarillos, pipes,
chewing tobacco, snuff, dip, and loose tobacco smoked via pipe, hookah or hand rolled cigarettes,
electronic cigarettes, electronic nicotine, vapes, vape pens, and mods. The Human Resources
Director will issue guidelines and designate smoking/tobacco use areas at each building occupied
by City employees.
D. Tobacco Use Surcharge
All employees covered by the City’s health insurance plan will continue to be subject to the
tobacco-user premium surcharge that went into effect January 1, 2011. All employees/elected
officials who are enrolled in the medical plan must complete the Tobacco Use Certification (Exhibit
A) annually during the open benefits enrollment period. Failure to complete the Tobacco Use
Certification will result in the determination that the employee/elected official is not tobacco-free
and the additional premium surcharge will be automatically applied at the beginning of the new
plan year. The Tobacco Use Certification must be completed on the City’s benefit online system
no later than the last date of the annual benefits enrollment.
1. Tobacco Use Certification. There are several ways to avoid the surcharge:
a) A covered employee/elected official must be tobacco-free for 6 months prior to the City’s
annual open benefits enrollment and certify that he/she is tobacco-free by completing and
submitting the Tobacco Use Certification (Exhibit A) on the City’s benefit online system by
the specified deadline. Failure to complete the Tobacco Use Certification will result in a
determination that the employee is not tobacco-free and the application of the surcharge. The
certification is a binding document based upon the honor system. A subsequent determination
that an employee misrepresented his/her tobacco usage/non-use of tobacco on the Tobacco
3
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Use Certification Form shall be viewed as an intentional misrepresentation to management
and will subject the employee to disciplinary action, up to and including termination.
b) Any covered employee/elected official who certifies on their Tobacco Use Certification online
(Exhibit A) during open enrollment that he/she is enrolled in a qualifying (i.e., City approved)
tobacco cessation program will have the tobacco surcharge temporarily waived. To ensure the
surcharge continues to be waived, the employee must provide a signed letter or certificate of
completion (i.e., the employee has met the requirements of a City-approved program) from the
program sponsor to the Human Resources Benefits Administrator within 30 days upon
completion of the program. Failure to complete the program or submit the Tobacco Cessation
Program Certification Form of Completion (Exhibit D), signed letter or certificate of
completion will subject the employee to paying the full premium surcharge. At any point, if
an employee’s physician determines that the employee has a medical condition or it is
medically inadvisable for the employee to stop or attempt to stop the use of tobacco, the
employee will need to have his/her physician complete and return a Tobacco Use Physician
Affidavit Form (Exhibit B) to the Human Resources Benefits Administrator for the surcharge
to be waived.
2. Post-Benefit Enrollment Change in Tobacco Use Status. If you become a tobacco user post-benefit
enrollment, you must immediately notify the Human Resources Benefits Analyst so the surcharge
can be applied. If post-benefit enrollment you enroll in a qualifying (City-approved) tobacco
cessation program, the surcharge will be temporarily waived. If an employee elects to enroll in an
alternative tobacco cessation program rather than a City-sponsored program, you must receive prior
approval from the City’s Health Clinic Administrator. (See Section E: Tobacco Use Cessation
Assistance/Incentive below for details.) To ensure the surcharge continues to be waived, the
employee must provide a signed letter or certificate of completion (i.e., the employee has met the
requirements of a City-approved program) from the program sponsor to the Human Resources
Benefits Analyst within 30 days upon completion of the program. Failure to complete the program,
to submit Tobacco Cessation Program Certification Form of Completion (Exhibit D), or to submit
a signed letter or certificate of completion, will subject the employee to paying the full premium
surcharge.
E. Tobacco Use Cessation Assistance/Incentive
The City of Greenville recognizes that quitting tobacco use can be a significant personal challenge and
is committed to supporting employees to become tobacco-free. The City encourages all employees who
use some form of tobacco products to seek appropriate assistance to eliminate the habit and/or
dependency on tobacco products. Toward this end, the City will provide the following tobacco cessation
program options at no charge to the employee/elected official:
1. Onsite Tobacco Cessation Program. The City collaborates with local hospitals to provide, free
tobacco cessation programs (5 sessions) for employees only. The program includes a physical,
a readiness to quit assessment by the Nurse Practitioner, and five, 1-hour face-to-face group
sessions. Prescription medication(s) is provided, if appropriate and necessary. Contact the
Employee Health Center at 864-467-5756 from 8:00 a.m. to 5:00 p.m. to be placed on the
roster. The employee will (1) need to complete and submit the Tobacco Cessation Program
Enrollment Certification Form (Exhibit C) to the Health Clinic Administrator for approval; (2)
complete a physical with the Nurse Practitioner; 3) Provide the Health Clinic Administrator a
copy of the signed Tobacco Cessation Program Enrollment form to verify the employee’s
enrollment in the program.
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To ensure the surcharge continues to be waived, at the completion of the tobacco cessation
program, the employee must provide to the Human Resources Benefits Administrator a signed
Tobacco Cessation Program Certification Form of Completion (Exhibit D) from the program
facilitator within 30 days of completion of the program. Failure to complete the program, to
submit the completed Tobacco Cessation Program Certification Form of Completion (Exhibit
D) evidencing completion, or to submit a signed letter or certificate of completion within 30
days of completion, will subject the employee to paying the full premium surcharge.
2. Alternative Tobacco Cessation Program. In addition to the above City-sponsored program,
employees/elected officials may also elect to take advantage of an alternative tobacco cessation
program. Many local agencies or organizations offer programs to assist tobacco users with
ending tobacco use. Please note that there may be some cost to the employee for participating
in these types of programs.
If an employee/elected official chooses to participate in a tobacco cessation program through a
hospital, community organization or approved alternative tobacco cessation program, the
employee/elected official may qualify for a waiver of the tobacco use premium surcharge. Prior
to participating in an alternative tobacco cessation program, the employee must contact the
City’s Health Clinic Administrator and provide the written specifics of the program so that the
details of the offering can be reviewed and a determination made whether or not the completion
of the program will qualify for the tobacco use surcharge premium waiver. Once the Health
Clinic Administrator/designee approves an alternative tobacco cessation program, the
employee must have the program sponsor verify the employee’s enrollment by completing
Section III of the Tobacco Cessation Program Enrollment Certification Form (Exhibit C). Prior
to beginning the program, the employee must submit the signed Tobacco Cessation Program
Enrollment Certification Form to the Health Clinic for further processing. This form certifies
that an employee has enrolled in an approved community-sponsored tobacco cessation
program, including the beginning and end dates for the program. The employee/elected official
must submit this form to the Human Resources Benefits Analyst to temporarily waive the
surcharge.
Within 30 days of completion of the alternative tobacco cessation program, the employee/
elected official must submit the Tobacco Cessation Program Certification Form of Completion
(Exhibit D); and submit a letter or certificate of completion signed by the community program
representative or the Health Clinic Administrator to the Human Resources Benefits Analyst for
the surcharge to be waived. Failure to complete the program, or to submit a signed letter or
certificate of completion, will subject the employee to paying the full premium surcharge.
F. Procedure for Filing a Tobacco Use Complaint
City of Greenville supervisors, employees, and members of the general public shall have the right
to file a complaint with an employee’s Department or the Human Resources Director, claiming a
violation of this policy by an employee/elected official of the City, if the following are true:





The activity occurred on City property in an undesignated place for smoking, or
The activity is determined to be a violation of the City’s smoking ordinance, or
The activity occurred in a City-owned, leased, or rented building, or
The activity occurred in a City vehicle.
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When a complaint is filed, the reported employee should be instructed to immediately refrain from
tobacco use in any undesignated or impermissible areas. Public complainants should be notified
as to the resolution of the issue.
G. Enforcement
Any willful violation of this policy may result in disciplinary action up to and including
termination. Disciplinary action will be administered as follows:
1. Smoking in Undesignated Areas. An employee who violates this policy and has certified
to be a tobacco user will receive a verbal reprimand on the first offense. Failure to comply
with this reprimand will result in additional progressive disciplinary action, up to and
including dismissal.
2. Falsification of Tobacco Use Certification Form. Any employee who has been found to
have falsified the Tobacco Use Certification Form will be terminated for falsification of
records. If disciplinary action becomes necessary, the Department Director or his/her
designee will notify the Human Resources Director who is responsible for the
administration of this policy.
H. Roles and Responsibilities
1. Employee



Comply with all policy requirements and not use tobacco products in any City-owned
property, including vehicles.
Read and fully understand the Tobacco-Free Work Environment policy.

2. Employee Health Center




Disseminate information regarding this policy to new employees at New Employee
Orientation.
Coordinate tobacco cessation programs for employees consistent with this policy.
Support employees to become tobacco-free.

3. Department Management




Ensure that all employees under their direction are informed of this City policy.
Managers and supervisors must ensure compliance with the Tobacco-Free Workplace
Environment policy for employees, contractors, volunteers and visitors in areas under
their responsibility.
Create and support a workplace culture that is supportive of employees who wish to
become tobacco-free.

4. Human Resources




Ensure compliance with this policy.
Process and maintain accurate accounting of employee tobacco surcharges.
Ensure that complaints with regard to alleged breaches of the policy are addressed.
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Exhibit A

City of Greenville
Tobacco Use Certification
(Employee Form)

All employees covered under a City of Greenville medical plan must certify whether they are tobacco users
or not upon initial benefit enrollment and at the time of Open Annual Benefit Enrollment. Any

employee/elected official willfully failing to complete and sign this form shall be presumed to be
a tobacco user and for the upcoming coverage year shall accordingly be charged the insurance
surcharge for tobacco users. If you currently are a tobacco user or have used tobacco products within
the past 6 months, you are considered a tobacco user. Tobacco products include but are not limited to:
cigarettes, cigars, cigarillos, pipes, chewing tobacco, snuff, dip, and loose tobacco smoked via pipe, hookah
or hand rolled cigarettes, electronic cigarettes, electronic nicotine, vapes, vape pens, and mods.
Please certify your tobacco use status by initialing the applicable section below:
(Initials)

I hereby acknowledge and certify that I am not a tobacco user and have been tobaccofree for at least 6 months. By so certifying, I understand and agree that:
1. This certification is true and correct to the best of my knowledge, and is made in
good faith;
2. Because of this certification, for the upcoming coverage year, I will not be subject
to the health insurance premium surcharge applicable to tobacco users;
3. I understand that if I become a tobacco user at any time, I must notify Human
Resources so the surcharge can be applied to my benefit premium; and
4. If I am an employee, intentional or willful misrepresentation of this certification
shall be grounds for my termination from employment.

(Initials)

I hereby acknowledge and certify that I am a tobacco user or have not been tobaccofree for a period of 6 months. By so certifying, I understand and agree that:
1. This certification is true and correct to the best of my knowledge, and is made in
good faith;
2. Because of this certification, for the upcoming coverage year I will be subject to
the health insurance premium surcharge applicable to tobacco users; and
3. If I am an employee, intentional or willful misrepresentation of this certification
shall subject me to City disciplinary action, up to and including termination.
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Tobacco Use Certification Form
Page2

(Initials) I hereby acknowledge and certify that I am a tobacco user and am currently enrolled in
a City of Greenville approved tobacco cessation program. By so certifying, I
understand and agree that:
1. The tobacco premium surcharge will be temporarily waived;
2. Upon completion of this program, I must submit a signed letter or certificate of
completion from the program sponsor within 30 days of the program ending to
ensure I continue to qualify for a premium waiver; and
3. If I fail to submit a signed letter or certificate of completion from the program
sponsor within 30 days of the tobacco cessation program ending, I will be subject
to paying the full health insurance premium surcharge.

_____________________________________
(Employee / Elected Official-PRINT Name)

_____________________________________
(Employee / Elected Official’s Signature)

________________________
(Date)

____________________________________
(Benefit Administrator’s Signature)

________________________
(Date)
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Exhibit B

City of Greenville
Tobacco Use Physician Affidavit Form
City employees who are covered under our medical plans who are tobacco users or have used tobacco
products within the past 6 months will incur a tobacco usage surcharge. To waive this surcharge, the covered
individuals must self‐certify that they: 1) are not tobacco users; 2) have been tobacco-free for at least 6
months prior to benefit enrollment; or, 3) are currently enrolled in a City of Greenville approved tobacco
cessation program and that upon completion of this program they will submit a letter or certificate of
completion signed by the program sponsor within 30 days of the program ending. However, if it is
unreasonably difficult due to a health factor for any employee to meet the requirements under the program,
or if it is medically inadvisable for the individual to attempt to meet the requirements of the program, a
reasonable alternative may be provided or the tobacco surcharge may be waived.
Please review this affidavit carefully, attest to the appropriate option, and sign and date where indicated.
The employee must also sign and date the form and return the completed affidavit to:
City of Greenville Human Resources Department
P.O Box 2207
Greenville, SC 29602
1. ________ As the employee’s treating physician, I attest that it is unreasonably difficult due to a medical
condition (e.g., nicotine addiction) for the employee to cease tobacco use (e.g., use of cigarettes, cigars,
cigarillos, pipes, chewing tobacco, snuff, dip, and loose tobacco smoked via pipe, hookah or hand rolled
cigarettes, electronic cigarettes, electronic nicotine, vapes, vape pens, and mods), and it is appropriate for
the employee to participate in an approved tobacco cessation program.
2. ________As the employee’s treating physician, I attest that it is unreasonably difficult due to a medical
condition (e.g., nicotine addiction) for the employee to cease tobacco use (e.g., use of cigarettes, cigars,
cigarillos, pipes, chewing tobacco, snuff, dip, and loose tobacco smoked via pipe, hookah or hand rolled
cigarettes, electronic cigarettes, electronic nicotine, vapes, vape pens, and mods), and an approved tobacco
cessation program is not a reasonable alternative for the employee at this time.
3. ________As the employee’s treating physician, I attest that it is medically inadvisable for the employee
to cease or attempt to cease tobacco use.
By signing this affidavit, I certify that the above information is true and correct.
Physician Name____________________________________________________________________
(PRINT)
Physician Signature____________________________

Date: __________________________

Employee Name ___________________________________________________________________
(PRINT)
Employee Signature____________________________
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Exhibit C

City of Greenville
Tobacco Cessation Program Enrollment Certification Form
SECTION I:

COVERED EMPLOYEE SECTION

____________________________________________________________
Name of Covered Employee / Elected Official
(PRINT NAME CLEARLY)

SECTION II:

TOBACCO CESSATION PROGRAM VERIFICATION INSTRUCTIONS

To ensure that tobacco cessation premium is temporarily waived you must verify your enrollment in the
program with the Health Clinic Administrator as specified below.


Onsite Tobacco Cessation Program.
(Attach Tobacco Cessation Program ENROLLMENT form.)

Program Start Date: ____/____/_____

Program End Date: ____/____/_____

________________________________________
(Health Clinic Administrator/Designee Signature)


_________________
(Date)

Alternative Tobacco Cessation Program*

_________________________________________________________
Approved by: ______________________________

Date ________________

*NOTE:

The Health Clinic Administrator must approve your participation in an alternative tobacco
cessation program in advance. You must submit program materials for review and approval
prior to enrolling. Once you have received the Health Clinic Administrator’s approval, you
must have the program sponsor verify your enrollment by signing Section III below.

SECTION III:

ALTERNATIVE TOBACCO CESSATION PROGRAM
ENROLLMENT CERTIFICATION

I certify that: __________________________________________________________
Name of Covered Employee / Elected Official

is enrolled in the following Alternative Tobacco Cessation Program:
_______________________________________________________________________
________________________________________
(Health Care Provider/Facilitator Signature)

Program Start Date: ____/____/_______

_________________
(Date)

Program End Date: ____/____/______

NOTE: Once Section III is completed, return the signed document to the Health Center for processing.
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Exhibit D

City of Greenville
Tobacco Cessation Program Certification of Completion Form
EMPLOYEE INSTRUCTIONS

Upon completion of your cessation program you must:
1. Complete Section I below;
2. Submit this program certification of completion signed by your health care
provider/facilitator or signed letter of completion signed by the community–
sponsored program representative or Health Clinic Adminisrator AND
3. Submit the signed form to Human Resources Benefits Analyst for processing
within 30 days of program completion. Failure to do so will subject you to
the full payment of the Tobacco User Surcharge.

SECTION I

COVERED EMPLOYEE
________________________________________________________
Name of Covered Employee / Elected Official
(Print Clearly)

SECTION II

HEALTH CARE PROVIDER/FACILITATOR

I certify that: __________________________________________________________
Name of Covered Employee / Elected Official
has completed the following approved tobacco cessation program.
 Onsite Tobacco Cessation Program.
 Approved Alternative Tobacco Cessation Program:
________________________________________________________________
Program Start Date: ____/____/______

Program Completion Date: ____/____/______

________________________________________
(Health Care Provider/Facilitator Signature)

_________________
(Date)

-HUMAN RESOURCES USE ONLYDate Received in HR ____ / ____ / 20____

Approved by __________________
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THIS DOCUMENT IS NOT A CONTRACT OF EMPLOYMENT. PRIOR DOCUMENTS ON THIS SUBJECT
ARE REVOKED. EMPLOYMENT WITH THE CITY OF GREENVILLE IS AT-WILL.

CITY OF GREENVILLE
POLICY NO: HR 7.10

DATE: December 10, 2021

SUBJECT: Substance Abuse and Drug & Alcohol Testing— Applicable to City of Greenville Personnel Performing
Services for Greenville Transit Authority d.b.a. Greenlink
I.
II.
III.
IV.
V.

CONTENTS
Purpose
Applicability
Definitions
Policy
Procedures
A. Employees Subject to Drug & Alcohol Testing
B. Pre-employment/Pre-Assignment Requirements
C. Procedure for Employees Called to Take a Drug and Alcohol Test
D. DOT/FTA Post-Accident Testing
E. Testing for Reasonable Suspicion
F. Random Testing
G. Return to Duty Testing
H. Follow-up Testing
I. Test Results
J. Drug and Alcohol Appeal Process
K. Transportation to Testing
L. Consequences for Violations of Substance Abuse Policy
M. South Carolina DMV Required Reporting
N. Self-Disclosure of Substance Abuse and Employee Assistance
O. Confidentiality and Recordkeeping
P. Administrative and Medical Review
Q. Drug Testing Lab Procedures
R. Alcohol Lab Testing Procedures
S. Mandatory Training
T. Acknowledgement of Receipt of Substance Abuse Policy
U. Roles and Responsibilities
Exhibits:
A. Treating Physician Form
B. Release of Information Form – 49 CFR Part 40 Drug and Alcohol Testing
C. Reasonable Suspicion Observation Documentation Form
D. Positions Subject to Random DOT/FTA Testing
E. South Carolina DMV Results of the CDL Drug and Alcohol Testing
F. Substance Abuse Policy and Contacts and Providers
G. Employee Acknowledgement of Training Substance Abuse Policy
H. Supervisor’s Acknowledgement of Requirement Substance Abuse Training
I. Receipt of City Substance Abuse Policy

APPROVALS:

___________________________________________
City Manager
___________________________________________
City Attorney
___________________________________________
Human Resources Director
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I.

Purpose
As part of the City of Greenville's commitment to safeguarding the safety, well-being, and
property of its employees and citizens, to providing its citizens with the highest quality service
possible, and its employees with a safe and healthy workplace, and to comply with the
requirements of the Federal Transit Administration, this policy establishes the City's position
with respect to substance abuse, the presence of drugs and alcohol in the workforce, and drug
and alcohol testing for City of Greenville employees performing services for the Greenville
Transit Authority, d.b.a. Greenlink. This DOT drug and alcohol testing policy adheres to 49
CFR Part 40.

II.

Applicability
The Greenville Transit Authority d.b.a. Greenlink (“GTA” or “Greenlink”) is a regional transit
authority created by the City of Greenville and Greenville County. The City performs
administrative functions for GTA pursuant to a 2008 inter-governmental agreement with GTA,
which agreement was renewed in 2013 and 2018. This policy applies to all classified
Greenlink/GTA assigned employees of the City of Greenville’s Public Transportation
Department, whether full-time, part-time, temporary agency personnel assigned to Greenlink,
or consultants. Greenlink assigned employees must also comply with HR 7.6: Substance Abuse
and Drug & Alcohol Testing.

IV.

Definitions
•

Annual No-notice Testing: All Commercial Driver’s License drivers (CDL), all covered
Greenlink assigned employees doing work for the Greenville Transit Authority, all safety
sensitive employees, and all employees in jobs that would put themselves, their fellow
employees or the general public at heightened risk of injury or property damage if they were
to be under the influence of, or impaired by, drugs or alcohol on the job, shall be subject to
an "Annual No-Notice" drug and alcohol screen at some selected time during each calendar
year.

•

City Property: For purposes of this policy, only, the term “City Property” shall include 1)
any real property owned or leased by the City of Greenville for Greenlink work; 2) any real
and/or personal property owned, or leased by GTA, including but not limited to vehicles; and 3)
the grounds and parking lots adjacent or proximate to any of the above.

•

City Time: For purposes of this policy, only, the term “City Time” shall include 1) any time
during which an employee is performing Greenlink business regardless of whether or not
such business is occurring on City Property; and 2) any mealtimes or break periods whether
paid or unpaid where the employee is expected to return to work following the meal or
break period.

•

Covered Employees: Covered employees shall mean those employees holding the position
that meets one or more of the criteria identified in Exhibit D: Positions Subject to Random
DOT/FTA Testing
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•

Drug and Alcohol Program Manager (DAPM): The DAPM is the Transit Safety
Manager. The DAPM is the primary GTA point of contact for addressing any questions
related to this policy, for coordinating drug testing of GTA assigned City employees with
the DER; and responsible for overseeing the drug and alcohol training program

•

Designated Employer Representative (DER): The City’s Health Clinic Administrator
shall serve as the DER. The DER receives all tests results and takes appropriate follow-up
action. The DER is also responsible for the removal of employees from safety sensitive
duties and to make required decisions in the testing and evaluation processes.

•

Follow-up Testing: All employees returned to duty after self-disclosure of a drug or alcohol
dependency problem, after being cleared to return to work by the Substance Abuse
Professional (SAP), and after passing the Return-to-Duty drug/alcohol screen, shall
thereafter be subject to periodic, unannounced "Follow-up" drug/alcohol testing for a period
up to five (5) years following reinstatement.

•

Individual: With respect to Post-Accident Testing, referring to a transit employee,
pedestrian, passenger on the public transportation vehicle or person in the other vehicle(s).

•

Medical Review Officer (MRO): An MRO is a licensed physician (medical doctor)
responsible for reviewing laboratory results generated by the City’s drug testing program.

•

Negative Drug Test: A negative drug test shall mean any drug test that has no evidence of
prohibited drug use.

•

Positive Drug Test: A positive drug test shall mean any drug test that has evidence of
prohibited drug use.

•

Post-Accident Testing: Post Accident testing, to be performed as soon as possible after an
occurrence, is required of all employees involved in employee-related accidents that require
medical attention. Testing shall include a urine screen and/or hair test for drugs and a blood
test or chemical/mechanical test (Breathalyzer, Data Master, etc.) for alcohol.

•

Pre-employment testing: Pre-employment drug and alcohol screens will be conducted on
a routine basis as part of the hiring approval process for all new employees with the City of
Greenville, including full-time, part-time, and temporary employees, including interns,
volunteers, and individual contractors.

•

Prohibited Drugs: Prohibited drugs include: all illegal drugs (including inhalants) and/or
their metabolites; all mind-altering substances including, but not limited to, marijuana,
cannabinoids, cocaine, amphetamines, PCP, opioids, (and any "look-a-likes") and/or their
metabolites; alcoholic beverages, and non-prescribed prescription drugs.

•

Random Drug Testing: Random drug testing means testing for safety sensitive employees
on an unannounced, random basis without reason.

•

Reasonable Suspicion Testing: Reasonable suspicion means that the City believes, based
on specific, observable evidence, that the employee has violated the prohibitions of this
policy concerning the illegal use or abuse of drugs or controlled substances. Facts that could
give rise to reasonable suspicion include but are not limited to: a) the odor of alcohol or
3
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drugs; b) impaired behavior such as slurred speech and decreased motor coordination; c)
marked changes in personality and job performance; and d) unexplained accidents.

III.

•

Return to Duty Testing: All employees who voluntarily and timely self-disclose a drug
and/or alcohol problem as set out in this policy, and who timely and successfully complete
a treatment program as set out in this policy, and who have an alcohol test under this policy
showing a positive concentration level of less than 0.020 grams per 210 liters of breath,
must pass a Return to Duty drug and/or alcohol screen, as applicable, before being allowed
to return to work.

•

Safety Sensitive Position: A position in which drug impairment would constitute an
immediate and direct threat to public health or safety, or a position in which a momentary
lapse of attention could result in injury or death of another person. The Safety Sensitive Job
List is located at M:\City Info\Policies\Human Resources.

•

Self-disclosure: Employees who voluntarily disclose an addiction or dependency problem
to a member of management, to the Occupational Health Nurse, or to the Human Resources
Director, seeking help, provided they make such disclosure and seek such help prior to their
being notified, or their Supervisor's being notified, of their selection for an upcoming
drug/alcohol screen, and/or prior to their designation for reasonable suspicion testing, will
be given an opportunity to preserve their jobs and careers with the City of Greenville as
outlined in this policy.

Policy
It is the policy of the City of Greenville to comply with the Drug Free Workplace Act, and to
provide a work environment which is free of alcohol and illegal drugs. This policy prohibits the
manufacturing, dispensing, possession, use, distribution or sale of illegal drugs, non-prescribed
prescription drugs and alcoholic beverages in the work environment. Because of the serious
safety consequences, employees are prohibited from reporting for work or being at work with a
detectable level of any intoxicating or mind-altering substance on their person or in their bodies.
The City recognizes that the abuse of drugs and alcohol results in increased accidents and medical
claims and can pose a danger to City property, the employee, their fellow employees, and the
public. In light of these concerns, changes in federal regulations, and requirements of the Drug
Free Workplace Act, the City of Greenville intends to maintain a workplace free of the problems
associated with the abuse of alcohol and illegal drugs. All Greenlink assigned employees must
abide by the terms of this policy as a condition of their employment.
All Greenlink assigned employees are subject to the basic provisions of the City’s Substance
Abuse Policy. Some Greenlink assigned employees, because of the nature of the work they do
for the City, are governed by regulations and policies beyond those applying to all other
employees of the City of Greenville. The U.S. Department of Transportation (DOT) regulations,
which require that Federal Transit Administration (FTA) regulated employers implement antidrug and alcohol testing programs for designated employees, are as follows:
1. 49 CFR Part 40. Procedures for Transportation Workplace Drug and Alcohol Testing
Programs. These regulations apply to all employers conducting DOT drug testing of urine
and alcohol testing of breath and saliva specimens, pursuant to regulations issued by various
DOT agencies. Part 40 specifies the procedures to be used in all such testing.
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2. 49 CFR Part 655 Prevention Of Alcohol Misuse and Prohibited Drug Use In Transit
Operations. Federal Transit Administration (FTA) regulated individuals who are employed
by or perform contract work for transit authorities who receive financial assistance under
Section 103(e)(4) of Title 23 of the United States Code. These regulations apply to a variety
of providers to the Transit Authority (herein after referred to as DOT/FTA).
3. Substance Abuse Assistance. All covered employees are strongly encouraged to voluntarily
seek professional help before any alcohol or drug problems are detected and thus before
disciplinary action, as specified in this policy, is necessary. While employee may be referred
to a substance abuse professional for assistance, City management reserves the right to
discipline or terminate any employee who violates this policy. In addition to any City
disciplinary action taken, DOT/FTA regulated employees are subject to the violation
consequences mandated by DOT, including referral to a qualified Substance Abuse
Professional (SAP) and completion of the return-to-duty and unannounced follow-up testing
requirements of 49 CFR Part 40 Subpart O.
Employees receiving assistance will be required to abide by all other City policies, including
but not limited to expected levels of performance. DOT regulatory requirements shall not
prohibit the City from taking any other job action deemed appropriate by Management and
authorized by City policies:

a.
b.
c.
d.

All illegal drugs (including inhalants) and/or their metabolites.
All mind-altering substances including, but not limited to, marijuana,
cannabinoids, cocaine, amphetamines, PCP, opioids, (and any "look-a-likes")
and/or their metabolites.
Alcoholic Beverages.
Non-prescribed prescription drugs.

4. Use of Prescription Drugs. Prescription drugs may be used providing:
a. They are prescribed by a doctor for the person in possession of the drugs.
b. They are kept in their original containers, or the employee can produce the original
prescription or container.
c. They do not impair one's ability to safely perform the safety-sensitive duties of the
person's job. (CDL Drivers must obtain a DOT safety sensitive note from their
prescribing physician that identifies the side-effects and the recommended
limitation(s) to job functions. This form is available in the Employee Health Center.
The Occupational Health Nurse will provide a return to work note for supervisors
listing any limitations from your physician which could interfere with the safe
performance of your job.
d. If you are taking any prescription medications, consider this to be a reminder to
have a conversation with your prescribing physician to discuss your safety-sensitive
work. Be proactive in ensuring that your prescribing physician knows what type of
transportation-related safety-sensitive work you currently perform. It is important
for you to know whether your medications could impact your ability to safely
perform your transportation-related work. Urine specimens collected under the
City’s authority will be checked for at least the following drugs or their metabolites:
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Initial
Analyte
Marijuana metabolites
Cocaine metabolite
Codeine/Morphine

Initial Cutoff
Concentration
50 ng/mL
150 ng/mL
2000 ng/mL

Confirmatory
Analyte
THCA
Benzoylecgonine
Codeine
Morphine
Hydrocodone
Hydromorphone
Oxycodone
Hydromorphone
6-Acetylmorphine
Phencyclidine
Amphetamine
Methamphetamine

Confirmatory Cutoff
Concentration
15 ng/mL
100 ng/mL
2000 ng/mL
2000 ng/mL
100 ng/mL
100 ng/mL
100 ng/mL
100 ng/mL
10 ng/mL
25 ng/mL
250 ng/mL
250 ng/mL

Alcohol

*0.020%

Hydrocodone/
300 ng/mL
Hydromorphone
Oxycodone/
100 ng/mL
Oxymorphone
6-Acetylmorphine
10 ng/mL
Phencyclidine
25 ng/mL
Amphetamine/
500 ng/mL
Methamphetamine
MDMA/MDA500 ng/mLMDMA
MDA250 ng/mL
250 ng/mL
Alcohol testing will be conducted using Breath or Saliva or (Blood in non-DOT or accident testing)
Alcohol

0.020%

*Alcohol levels confirmed at or above 0.020% on any required alcohol test constitutes a violation of
City policy.
DOT/FTA testing will comply with the type, quantity, and procedures required for DOT testing.
Any employee terminated for violation of this drug policy shall not be eligible for re-hire for a
period of one (1) year.
V. Procedures
A. Employees Subject to Drug & Alcohol Testing
Covered employees performing services for the GTA who perform or may perform a safety sensitive
function for GTA, and who are subject to the Federal Transit Administration (FTA) and covered by
49 CFR Section 655 are subject to drug and alcohol testing. DOT/FTA designates that the following
safety-sensitive activities conducted by Greenlink make a person subject to DOT testing:

a. Operating a revenue service vehicle, including when not in revenue service.
b. Operating a non-revenue service vehicle, when required to be operated by a holder of a
Commercial Driver’s License (CDL);
c. Controlling dispatch or movement of a revenue service vehicle;
d. Maintaining (including repairs, overhaul and rebuilding) a revenue service vehicle or
equipment used in revenue service; and
e. Carrying a firearm for security purposes (other than as part of regular law enforcement
duties).

Covered employees are subject to the following testing: “Pre-employment”, “Return-to-duty”, Postaccident”, Follow-up”, “Reasonable suspicion”, “Pre-assignment/ promotion”, and “Random”
testing for alcohol and illegal drugs and/or their metabolites and non-prescribed prescription drugs.
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Contractors, vendors and other paid individuals may be required to show proof of an effective,
operating drug free workplace program, including testing for alcohol and drugs before
performing any work for Greenlink. All contractors and vendors shall be required to sign a
“Contractor, Vendor or Consultant Drug-Free Workplace Agreement”. Sub-contractors who
will perform DOT/FTA covered duties for Greenlink must document compliance with DOT
regulations regarding safety and their DOT alcohol & drug testing programs BEFORE
performing safety-sensitive duties the first time and m u s t maintain ongoing compliance
during the life of the contract to continue to perform such safety-sensitive duties for Greenlink.
B. Pre-Employment/Pre-Assignment Requirements
1. Pre-employment/Pre-assignment Drug Testing. All applicants selected for City
employment, who may be assigned to services with Greenlink, and who will perform
safety-sensitive duties, will be required to undergo a drug screening test paid for by the
City. Sub-contractors who have employees performing DOT safety-sensitive duties for
Greenlink, and/or on Greenlink property, must verify compliance with the negative preemployment test requirement before the employee is allowed to perform said service,
and/or enter Greenlink property to perform covered safety-sensitive duties. Prior to
assignment to any DOT covered duties, all individuals, whether applicant, contract
individual, or existing employee, must successfully test negative in pre-assignment (preemployment) urine drug testing. The City’s pre-employment drug testing requirement
and the alcohol/drug testing policy for employees will be explained at the time of job
offer. No person may begin work in a Greenlink safety sensitive position until
satisfactory results from the drug testing have been received by the Substance
Abuse Policy Administrator/DER. Employment will be denied to any selected applicant
whose drug test reveals the presence of illegal drugs or prescription drugs unless properly
prescribed and used.
DOT/FTA covered employees of the City who have not performed a safety-sensitive
function and/or have been removed from the random pool for ninety (90) consecutive
calendar days, regardless of the reason, must take another pre-employment drug
test and provide a verified negative result BEFORE performing safety-sensitive duties
again.
2. Previous Employer History. Federal law requires the City to obtain certain drug and alcohol
testing records for the last two (2) years from the applicants’ previous employers on all new
employees who will perform safety-sensitive functions under DOT regulations. Thus, as a
condition of employment, all new applicants who will perform safety-sensitive functions
under DOT regulations shall provide the City with a written authorization (Exhibit B:
Release of Information Form - 49 CFR, Part 40 Drug and Alcohol Testing, to be used for
all previous employers within the last two (2) years to release to the City such drug and
alcohol testing records as required under federal regulations.
C. Procedure for Employees Called to Take a Drug/Alcohol Test
All employees called to take a drug/alcohol test must complete the testing within two (2) hours
of notification. Therefore, all employees called to take a drug/alcohol test during normal
business hours shall report immediately to the Employee Health Center to pick-up the
appropriate paperwork between 7:30 a.m. and 11:30 a.m. and 1:00 p.m. and 4:30 p.m.
Outside of normal business hours, and on weekends, they shall report immediately to:
7
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ARCpoint Labs of Greenville
355 Woodruff Rd Suite 403
Greenville, SC 729607
(864) 609-5015
Alcohol tests will be done using breath analysis; controlled substances or drug-tests will be done
by urine analysis.
A Transit Shift Supervisor, Transit Safety Manager, or Transit Operations Manager should
initiate any after-hour drug and alcohol testing. If after-hour drug and alcohol testing is required,
ARCpoint staff should be contacted at cell number (864) 642-7395. The initiator should provide
ARCpoint staff with the name of the employee, Greenlink (FTA), reason for test, etc.
ARCpoint will provide a time to meet the employee and designated supervisor for the requested
drug and alcohol test. After-hour drug and alcohol testing will be conducted at ARCpoint. The
Supervisor should send an e-mail to Employee Health advising an after-hours drug and alcohol
test was completed. The Employee Health Center will then anticipate pending test results.
D. DOT/FTA Post Accident Testing
Under DOT/FTA 49 CFR § 655.4 “accident” means an occurrence associated with the operation
of a vehicle, if as a result:

a. An individual dies; or
b. An individual suffers bodily injury and immediately receives medical treatment
away from the scene of the accident; or

c. With respect to an occurrence in which the mass transit vehicle involved is a bus,

electric bus, van, or automobile, one or more vehicles (including non-FTA funded
vehicles) incurs disabling damage as the result of the occurrence and such vehicle or
vehicles are transported away from the scene by a tow truck or other vehicle; or
d. With respect to an occurrence in which the mass transit vehicle involved is a trolley
car, trolley bus, or vessel, the mass transit vehicle is removed from operation.
Tests are required when a covered employee is involved in any motor vehicle accident meeting
the above thresholds, regardless of severity, unless the City determines, using the best
information available at the time of the decision, that the covered employee’s performance can
be completely discounted as a contributing factor to the accident. When a GTA vehicle is
involved in an accident, tests shall also be required of any covered employee doing work for the
GTA whose performance could have reasonably contributed to the accident, using the best
information available at the time of the accident. Post-accident testing determinations must be
made by the responding supervisor at the scene and at the time they respond to the accident. A
decision to test cannot be made after new information comes to light during later investigations.
The employee must make themselves available for testing as soon as possible following the
accident or any emergency treatment received. Employees who leave the scene of an accident
without notification to dispatch (unless for life saving care or emergency medical treatment) and
w h o do not immediately make their supervisor aware of how to reach them for required
testing purposes, will be considered to have refused testing. Testing for alcohol and drugs
should be initiated immediately following the accident. DOT/FTA post-accident testing not
conducted within two hours, or testing not completed within these time frames, will
require that the supervisor complete documentation stating why testing did not occur as
8
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required under City policy. Greenlink’s DER will keep that documentation on file with
other DOT testing records and make same available to DOT/FTA inspectors when
requested. While DOT/FTA requires a post-accident controlled substance test within 32
hours following the accident, City policy states that these tests must be performed at the
approximate same time as the post-accident alcohol test.
E. Testing for Reasonable Suspicion
1. Responsibility for Determining When Reasonable Suspicion Exists. If the City has reason to
believe that a particular employee is in violation of this policy or appears to be under the
influence of drugs or alcohol, the employee shall be alcohol/drug tested. It is the
responsibility of the Supervisor to recognize and take action to have an employee tested "for
reasonable suspicion" when there is reasonable and probable cause to believe the employee
may be at work with prohibited drugs or alcohol in his/her system. An employee is
reasonably suspected of using a prohibited drug/substance when at least two (2)
Supervisors or Managers who are trained in the detection of drug/alcohol use can
substantiate specific behavioral, performance, or contemporaneous physical indicators of
probable alcohol/drug use. The determination that reasonable suspicion exists must be based
on specific, documentable, articulable observations concerning the performance,
appearance, behavior, patterns of behavior, speech, or the odor of alcohol and/or marijuana
on the employee. (See Exhibit C: Reasonable Suspicion Documentation Form).
Typical examples of factors include but are not limited to the following:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Excessive absenteeism or tardiness.
Unexplained significant deterioration of job performance.
Significant change in personality, or any abusive behavior, threats, threatening
behavior or acts of violence, insolence, or insubordination.
Reliable reports from other employees, informants, or drug dog positive reactions.
Unexplained absences from normal work sites.
Unusual behavior which cannot be readily explained, i.e., changes in appearance
and demeanor.
Difficulty in motor coordination.
Discovery of evidence of alcohol/drug use (paraphernalia or odor) in the employee’s
immediate vicinity.
Repeated errors on the job.
Regulatory or rule violations.
Sleeping on the job, lethargy, or inappropriate condition.
Arrest or conviction of an alcohol/drug related offense.
Serious safety violations (i.e. lockout/tag-out, confined space, repetitive vehicle
damage etc.)
Any DWI/DUI violations if individual operates a City vehicle.

All reasonable suspicion testing should be reviewed with the Transit Safety Manager, or in
their absence, the DER PRIOR to testing. An alcohol test cannot be delayed. Testing for
reasonable suspicion not conducted within two (2) hours of detection or testing not completed
within these time frames will require that the supervisor complete documentation stating why
testing did not occur as required under DOT regulations. Greenlink’s DER will keep that
documentation on file with other DOT testing records and make same available to DOT/FTA
inspectors when requested.
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2. Requiring an Employee to Submit to Reasonable Suspicion Testing. An employee who is
reasonably suspected to be in an impaired condition on the job will be immediately taken
off the job and taken to the Employee Health Center. A written record (Exhibit C) shall be
made of the sensory observations, behaviors, patterns of behavior, speech and/or
performance indicators leading to the "reasonable-suspicion" test request; and the written
document shall be signed by the supervisor making the observations. The employee will be
asked by the Supervisor and/or Human Resources Director to immediately submit to a
"Reasonable-Suspicion" Drug and Alcohol screen to determine if the employee has ingested
alcohol or prohibited drugs. After normal business hours (4:30 p.m.) an impaired employee
shall be taken to ARCpoint Labs at 355 Woodruff Road Suite 403, Greenville, SC
29607; there, the supervisor must request that the employee be tested for illegal drugs and
alcohol and complete the Reasonable Suspicion Documentation Form (Exhibit C).
F.

Random Testing
All covered employees assigned to Greenlink, in addition to any other drug and alcohol screens,
shall be subject to Random Drug and Alcohol testing as prescribed by 49 CFR 655 governing
workers covered by the Federal Transit Administration, and by 49 CFR 40 of the Department of
Transportation regulations. DOT/FTA covered employees of the City will be pooled separately
from non-DOT/FTA covered employees for random selection purposes.
a. The annual percentage rate of random testing shall be 50% of the average number of
DOT/FTA covered employees for drug urine testing and 10% alcohol breathalyzer. Alcohol
and Drug Screens shall be administered concurrently for each individual selected. The City
shall conduct random testing on a monthly basis.
b. The selection of covered employees for testing shall be made by the City's Third-Party
Administrator (TPA) from a list of all DOT/FTA covered employees provided to them by
the City of Greenville. (GTA specific positions subject to random drug testing are listed in
Exhibit D.) Their selection shall be made by using a scientifically valid random selection
method such that each DOT/FTA covered employee has an equal chance of being tested
each time a selection is made. The selected list of covered employees shall be provided to
the City’s Health Clinic Administrator or their designee; they shall subsequently notify the
covered employees through the Transit Safety Manager or their designee, to report
immediately for testing.
Testing may occur seven (7) days a week anytime throughout the workday on all shifts
to ensure a reasonable expectation of being called for testing at any time or any day. An
employee could be selected for testing more than once a year. Employees selected for
testing will be notified on the day they are to be tested, immediately prior to being sent for
testing. There is no advance notice of random testing.
It is City policy, if questions arise as to whether the random testing selection process is
operating correctly, to review the records and process with the Transit Safety Manager or
their designee to ensure those individuals randomly selected by the third-party agency
are, in fact, the ones being randomly tested
c. When a supervisor is notified to instruct a safety-sensitive employee to report for a
random drug and alcohol screen, they shall ensure that the employee proceeds to the
Employee Health Center at once, and without delay. Employees working during normal
business hours, shall report immediately to:
10
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ARCpoint Labs of Greenville
355 Woodruff Rd Suite 403
Greenville, SC 29607
(864) 609-5015
If the employee is engaged in driving, they shall cease driving as soon as possible and
proceed at once, and without delay to the testing site. In no case shall the driver fail to
report within two (2) hours of being instructed to report. Failure to report within the
allotted time frame will result in termination of employment, unless it can be shown that
unusual unavoidable circumstances prevented it.
G.

Return-to-Duty Testing
Any Greenlink assigned employee placed on leave of absence under the "Voluntary SelfDisclosure" provisions of Section N, below, must successfully pass a "Return to Duty"
drug/alcohol screen within 120 days of the start of that leave of absence. Any covered employee
doing work for the GTA who self-reports under the provisions of Section N, below, and who is
placed on a leave of absence, must successfully pass a Return to Duty alcohol screen before
returning to work. Failure to do so shall result in immediate employment termination. Supervisors
shall require "Return to Work" permits from the City’s Health Clinic Administer or their designee
from all such employees returning to duty before permitting them to resume their job duties.
Any employee regulated or non-regulated, who has a verified positive drug test or
confirmed positive alcohol test at or above 0.020 is subject to immediate employment
termination on the first offense and not eligible to return to active employment on behalf of
Greenlink and therefore not eligible for return-to-duty testing for City employment assigned to
Greenlink.
All DOT required return to duty testing for any DOT employer must be conducted using direct
observation collection procedure. If the employee refuses to follow the instructions of the
collector to raise and lower clothing as required or to allow the required direct observe
collection it is considered a refusal to test and return to duty may NOT occur. Direct
observations must be conducted by the same sex.

H.

Follow-up Testing
DOT/FTA regulated Greenlink assigned employees, allowed to return-to duty following
successful completion of a voluntary treatment program must receive a minimum of six (6)
follow-up tests in the twelve (12) months following self-disclosure of a drug or alcohol
dependency problem. The Substance Abuse Professional shall establish, in writing, the frequency
and type of testing to be conducted on a follow-up basis. Testing may be required by the SAP
for up to sixty (60) months (5 years). The Designated Employer Representative (DER) shall be
responsible for ensuring compliance with DOT follow-up testing requirements specified by the
SAP.
All DOT required unannounced follow-up testing must be conducted using direct observation
collection procedure. If the employee refuses to follow the instructions of the collector to raise
and lower clothing as required or to allow the required direct observe collection, it is
considered a refusal to test and result in a DOT violation and immediate removal from
safety sensitive duties. Direct observations must be conducted by the same sex.
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I. Test Results
1. Pending Tests. When an initial urine drug screen test result is positive, it will be considered a
"pending" positive test until a second drug screen taken from the same sample (i.e. a "confirming
test") is completed. When an initial alcohol breathalyzer screen shows an alcohol concentration
level of 0.020 grams per 210 liters of breath or higher, it will be considered a "pending" positive
test until a second breathalyzer alcohol test is taken.
2. Confirmed Positive Tests. A second drug screen performed on the same urine sample from
which the pending positive test was taken which tests positive for illegal drugs shall be a
confirmed positive test for drug impairment. A second breathalyzer screen performed at least
15 minutes after a pending positive first test, which shows an alcohol concentration level of
0.020 grams per 210 liters of breath shall constitute a confirmed positive test for alcohol
impairment.
3. Positive Dilute and Negative-Dilute Urine Tests. The City will use the following guidelines for
addressing dilute DOT urine specimens:
a. If the medical review officer (MRO) reports a positive drug test was dilute, the City
will treat the test as a verified positive test. The City will not direct the employee to take
another test based on the fact that the specimen was dilute.
b. If the MRO reports that a negative test was dilute, the City of Greenville will take the
following action:
i. If the MRO directs the City of Greenville to conduct a re-collection under direct
observation (i.e., because the creatinine concentration of the specimen was equal
to or greater than 2mg/dL, but less than or equal to 5 mg/dL), the City will do so
immediately. (49 CFR Part 40 §40.155(c).
ii. Otherwise (i.e., if the creatinine concentration of the dilute specimen is greater
than 5 mg/dL and less than 20 mg/dL), the City of Greenville will direct the
employee to take another test immediately. Such re-collections must not be
collected under direct observation, unless there is another basis for use of direct
observation. The City of Greenville will treat all employees the same for this
purpose. Therefore, if the MRO reports a negative dilute test, the City will retest
all initial negative dilutes. The second test will be the test of record.
c. The following provisions apply to all tests City of Greenville directs an Employee to
take under paragraph (b) of this section:
i. City of Greenville will ensure that the employee is given the minimum possible
advance notice that he or she must go to the collection site.
ii. City of Greenville will treat the result of the test under paragraph (b) of this
section— and not a prior test—as the test result of record, on which City of
Greenville will rely for purposes of this part.
iii. If the result of the test the City of Greenville directed the employee to take under
paragraph (b) of this section is also negative and dilute, the City of Greenville
will not make the employee take an additional test because the result was dilute.
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Provided, however, that if the MRO directs City of Greenville to conduct a recollection under direct observation under paragraph (b) (i) of this section, City of
Greenville will immediately do so.
iv. If the employee declines to take a test the City of Greenville directed him or her to
take under paragraph (b) of this section, the employee has refused the test for purposes
of this part and DOT agency regulations.
4. Tampering, Substitution or Adulteration. Tampering with a specimen in any manner shall be
grounds for disciplinary action up to and including discharge from employment on the first
offense. Confirmed laboratory positives for adulteration or substituted specimens will be treated
the same as a positive test, reviewed by the MRO and reported as verified for final action.
Verified positive tests for adulteration or substitution will result in immediate discharge. DOT
regulations consider such tampering, substitution, or adulteration a refusal to test.
J.

Drug and Alcohol Testing Appeal Process
1. Drug Testing Appeal Process. Any employee who tests positive on a drug test result may
appeal the result by notifying the MRO, verbally or in writing, within 72 hours of
notification of a verified positive drug test that they would like the original sample
retested at another approved laboratory. The employee will be provided a current list of
approved laboratories from which they can choose the laboratory to conduct the retest. All
appeal testing is at the employee’s expense.
DOT/FTA covered employees may appeal a positive drug test result by requesting of the MRO,
verbally or in writing, a retest of the original sample split specimen, within 72 hours of
notification of a verified positive drug test. The employee will be provided with a current
list of the Department of Health and Humans Services (DHHS) approved laboratories from
which they can choose the laboratory to conduct the retest of the split specimen. Requested
testing of the split specimen in a regulated test will be initiated by the MRO without delay
for any reason when requested.
2. Alcohol Testing—No Appeal Process. There is no separate appeal testing for a confirmed
positive alcohol breath test conducted by a certified Breath Alcohol Technician using an
approved Evidentiary Breath Testing (EBT) device as stipulated in 49 CFR Part 40. If an
employee believes the alcohol testing was conducted incorrectly, they must notify the
DER immediately upon being notified of the results, while still at the testing facility. The
DER’s decision about the correctness of testing procedure shall be final.

K. Transportation to Testing
If an employee notified to report for an Annual No-Notice or Random Drug or Alcohol Screen does
not have transportation to the City-designated testing facility, the Supervisor must ensure timely
transportation; it is the department's responsibility to provide the employee with transportation.
When an employee appears to be in an impaired condition and is requested by their Supervisor or
Human Resources Director to submit to a "Reasonable Suspicion" drug/alcohol screen to determine
if the employee is under the influence of alcohol or drugs, then it is imperative that the department
provide the employee with transportation to the City's Employee Health Center and/or to the
designated substance abuse testing facility. Under no circumstances should the department permit a
suspected, impaired employee to drive themselves.
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Any refusal to cooperate with the transportation process to the Collection Site Facility will be
considered a refusal to test, will be considered a violation of the DOT regulations resulting in
immediate removal from covered duties, and will result in disciplinary action, up to and including
termination of employment.
L. Consequences for Violation of Substance Abuse Policy
The City of Greenville expects all Greenlink /GTA assigned personnel to show up for work in a
capable, rested and alert condition, ready to perform the duties of their job. The City also expects
all personnel to be free from the presence or effects of illegal drugs at any time. Violation of this
policy shall be grounds for disciplinary action, up to and including discharge. All Employees
receiving a verified positive test for Drugs or Alcohol shall be terminated from employment
immediately, whether such confirmed positive test results from "Reasonable Suspicion", "PostAccident", "Return to Duty", "Follow-up", "Annual No-Notice", or "Random" testing.
The DOT/FTA prohibits the following conduct.
1. Use of alcohol while on duty, in any form (§655.32). Employees are also prohibited from
possessing, consuming, distributing or manufacturing alcohol beverages on any City/GTA
property, including City/GTA vehicles or while performing City/Greenlink duties (the only
exception for possession would be in the event a supervisor/manager of Greenlink is
transporting it as evidence). Alcohol use by a covered employee is considered prohibited
conduct and a violation of the DOT/FTA regulations any time the employee is actually
performing, ready to perform, or immediately available to perform covered duties.

a . Use of alcohol within four (4) hours of reporting to duty (§655.34): Covered employees

are prohibited from consuming alcohol within 4 hours of performing a safetysensitive function (§655.33). DOT/FTA regulated employees, called in to duty from
off time, must disqualify themselves if they have consumed alcohol, in any form,
within four (4) hours of reporting time. Failure to disqualify themselves and reporting
to work is a violation of the DOT rules and constitutes a violation of City policy.

b . Use of alcohol after an accident for at least eight (8) hours or until the employee has
been alcohol tested (§655.34): DOT/FTA regulated employees cannot consume
alcohol for 8 hours following an accident unless the employee has already
undergone a post-accident test (§655.34). Covered employees are also prohibited
from consuming alcohol during the hours the employee is on-call (§655.33(b)).

c . Use of alcohol while in an on-call status (§655.33(b));
d . Use of controlled substances, except as prescribed by a licensed physician with
knowledge of the employee’s safety sensitive job function;

e. On a DOT alcohol test, having a result equal to or greater than a 0.020.
2. Drugs. All Greenlink/GTA assigned employees are prohibited from possessing, ingesting,
inhaling, injecting, selling, distributing, manufacturing or using in any fashion any illegal
drugs or prescription drugs NOT prescribed for the employee. “Illegal drug” is defined
as the unauthorized possession or use of any drug or substance whose possession or use
is prohibited or controlled by Federal or State law, including “look alike” drugs or any
synthetic substance used as a mood-altering substance. This prohibition applies to use or
involvement at any time, both on the job and off the job. City employees are permitted
14
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to possess any substance when required by their jobs or for the lawful delivery to another
person. DOT/FTA regulated employees are prohibited from illegal drug use at any time
(§655.21(c)). Such use by a covered employee is considered prohibited conduct and a
violation of the DOT regulations. Any employee with a verified positive drug test result will
be terminated.
3. Refusal to Participate in a Required Alcohol or Drug Test. The refusal to test constitutes a
verified, positive test. Any of the following circumstances will be considered a refusal to test:
a. Failure to appear for any test (except a pre-employment test within a reasonable time
as determined by the employer after being directed to do so by the employer).
b. Failure to remain at the testing site until the testing process is complete (an employee
who leaves the testing site before the testing process commences for a preemployment test is not deemed to have refused to test).
c. Failure to provide a urine specimen for any drug test or an adequate amount of saliva
or breath for any alcohol test required by this part or DOT agency regulation.
d. Failure to provide a sufficient amount of urine or breath specimen when directed, if it
has been determined, through a required medical evaluation, that there was no
adequate medical explanation for the failure.
e. Failure or refusal to take an additional drug test the employer or collector has directed
to be taken.
f.

Failure to undergo a medical examination or evaluation, as directed by the MRO or
employer as part of the drug test verification process, or the employer as part of the
insufficient breath procedures. In the case of a pre-employment drug test, the
employee is deemed to have refused to test on this basis only if the pre-employment
test is conducted following a contingent offer of employment. If there was no
contingent offer of employment, the MRO will cancel the test.

g. Failure to sign the certification at Step 2 of the alcohol testing form.
h. Failure to cooperate with any part of the testing process (e.g., refuse to empty pockets
when directed by the collector, behave in a confrontational way that disrupts the
collection process, failure to wash hands after being directed to do so by the collector).
i.

In the case of a directly observed or monitored collection in a drug test, failure to
permit the observation or monitoring of the provision of a specimen.

j.

For an observed collection, failure to follow the observer’s instructions to raise
clothing above the waist, lower clothing and underpants, and to turn around to permit
the observer to determine if there is any type of prosthetic or other device that could
be used to interfere with the collection process.

k. Possess or wear a prosthetic or other device that could be used to interfere with the
collection process.
l.

Admit to the collector or MRO that the specimen was adulterated or substituted.
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4. Drug and Alcohol Driving Violations. Under City policy HR 7.8: Standards and
Requirements for CDL & Non-CDL Employees, all employees are required to notify their
supervisor or the policy administrator, immediately upon their next reporting for work,
of an alcohol or drug-related conviction or administrative action. For purposes of this
policy “alcohol or drug related conviction or administrative action” is defined as any motor
vehicle actions, arrest or detainment in jail, or action by a licensing or regulatory body.
No employee shall operate any vehicle, (City owned, GTA-owned, rented or personal) on
Greenlink business without the proper license.
5. Conviction of a Criminal Drug Statute. All Greenlink assigned employees must abide by the
terms of this policy as a condition of their employment and must notify, in writing, the Drug
and Alcohol Program Manager (DAPM) if they are convicted for a violation of a criminal drug
statute occurring in the workplace and must do so no more than five (5) calendar days after
conviction. In the event that an employee is convicted of drug violations in the workplace, the
City, on behalf of City and Greenlink, will take the following actions:
1.

Notify FTA if an employee who is engaged in the performance of a federal grant award
informs staff about a conviction, as required by 49 CFR 32 §.205(c)(2), or City/Greenlink
otherwise learns of the conviction. City/Greenlink’s notification to FTA must:

a.
b.
c.
d.
2.

Be in writing;
Include the employee’s position title;
Include the identification number(s) of each affected federal grant award; and
Be sent within ten calendar days after City/Greenlink learns of the conviction.

Within 30 calendar days of learning about an employee’s conviction, City/Greenlink will
either:

a.
b.

Take appropriate personnel action against the employee, up to and including
termination; or
Require the employee to participate satisfactorily in a drug abuse assistance or
rehabilitation program approved by FTA.

Violation of the prohibited conduct is considered a DOT regulation violation, and as such
FTA requires immediate removal from safety-sensitive duties and referral to a qualified
SAP. Any violation of the DOT regulations requiring removal from safety-sensitive duties
shall be grounds for immediate termination from City employment. DOT specified actions are
in addition to any discipline available under City policy.
M. South Carolina Department of Motor Vehicles Required Reporting
The City of Greenville will report to the South Carolina Department of Motor Vehicles, using
Exhibit E: The Results of CDL Drug or Alcohol Testing indicating any positive alcohol or drug test,
refusal to take a test, or a substituted, diluted or tampered test conducted under Federal Department
of Transportation regulation 49 CFR part 40. Such reporting shall occur within three (3) days of
notification to the employer of the test result or refusal.
N. Self-Disclosure of Substance Abuse and Employee Assistance
DOT/FTA covered employees will be evaluated by a professional who meets all the
requirements of 49 CFR Part 40. (A qualified SAP is defined as a licensed physician, licensed
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or certified psychologist, social worker, employee assistance professional, a counselor certified
by National Counselor Certification Board, or nationally or internationally certified substance
abuse counselor. To be a SAP, those qualified above must demonstrate knowledge of and
clinical experience in the diagnosis and treatment of alcohol and drugs). DOT/FTA covered
employees who violate the alcohol or drug regulation will be given a specific SAP’s name,
contact information and informed of the necessity to comply with the requirements of Subpart
O of 49 CFR Part 40 and provide a negative return-to-duty test before again engaging in
covered duties for ANY regulated employer.
Notwithstanding all of the above, it is the City's genuine desire to assist any employee who sincerely
wants help in overcoming an alcohol or drug dependency/addiction, to get drug-free and stay
"clean". Therefore, all employees who voluntarily disclose an addiction or dependency problem to
a member of management, to the Health Clinic Administrator or their designee, or to the Human
Resources Director, seeking help, provided they make such disclosure and seek such help prior to
their being notified, or their Supervisor being notified, of their selection for an upcoming
drug/alcohol screen, will be given an opportunity to preserve their jobs and careers with the City of
Greenville through the following procedures and conditions:
1. The employee seeking help will be immediately removed from the job and sent to consult
with the City's contract Substance Abuse Professional (SAP). The SAP will diagnose and
evaluate the nature and extent of the employee's addiction or dependency, the present level of
impairment, if any, and the appropriate treatment regime, including in-patient and out-patient
options for detoxification, rehabilitation, individual or group therapy, counseling, and/or
ongoing support. The SAP will determine and advise the City whether the employee may be
permitted to continue to work at their particular position during treatment, or whether they be
placed on leave of absence for the period of treatment. All time off the job will be charged to
the employees' general leave, exempt leave, or accumulated compensatory time. If an employee
has no general leave, exempt leave, or compensatory time, then the time off the job will be
without pay.
If the SAP determines the employee may continue to work, the employee shall take a "Returnto-Duty" drug/alcohol screen at the City's expense; if the test is "clean", the employee will be
returned to duty, but Steps (2) to (8) will still apply. If the test is positive for alcohol or drugs,
the employee shall be placed on leave of absence and Steps (2) through (8) below will apply.
2. The employee, whether placed on leave of absence or returned to work, will be required, to
participate in any treatment recommended by the SAP as a condition of continued employment.
3. The employee's participation in treatment will be monitored by the City’s Health Clinic
Administrator and/or the Human Resources Director.
4. Monitored information and communications with the SAP and treatment professionals will be
considered "confidential" and will consist of the following:
a. Whether the employee accepted or refused to submit to and follow the SAP's prescribed
counseling/treatment plan;
b. Whether the SAP evaluation, and prescribed counseling/treatment appointments are
kept;
c. Ongoing progress or lack of it in counseling/treatment;
d. Completion/incompletion of the counseling/treatment plan; and,
e. Employee prognosis, fitness for return-to-duty, and prescriptions for after-care support.
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5. With the exception of CDL Drivers and covered employees doing work for the GTA, selfdisclosed employees who are approved by the SAP to remain at work while undergoing
treatment, who begin and continue in treatment under the care and supervision of
alcohol/substance abuse professionals, shall be exempt from further City drug/alcohol testing
during the remainder of the treatment period, up to a maximum of twelve (12) weeks from
beginning treatment, except when testing is recommended by the SAP. At the end of twelve
(12) weeks, or, when the employee is certified by the SAP as having successfully completed the
treatment program, whichever comes earlier, the employee will present himself/herself to the
City’s Health Clinic Administrator or their designee within three (3) days for a "Return-to-Duty"
drug/alcohol screen to be administered by the City’s Third-Party Testing Service at the City's
expense. If the test is "clean", the employee shall be returned to his/her position and duties, and
thereafter will be subject to all drug/alcohol testing relevant to their position; the employee will
also be subject to periodic, unannounced "Follow-up" drug/alcohol testing for a period up to
five (5) years following reinstatement. If the "Return-to-Duty" test or a subsequent "Followup" test is positive for alcohol or drugs, the employee will be terminated. CDL Drivers who
remain at work during treatment will be subject to all testing required by the DOT under 49 CFR
Part 382 regulations. All covered employees doing work for the GTA who remain at work during
treatment will be subject to the provisions and testing requirements of 49 CFR 655 and 49 CFR
40.
6. An employee's refusal to seek help as prescribed by the SAP or to follow-through with and
complete the recommended treatment plan will be viewed as serious insubordination and
employment will be terminated.
7. Employees who voluntarily seek help under this self-disclosure provision, who successfully
present a clean drug/alcohol test within the allotted twelve-week (12) period, will be reinstated
to their jobs as soon as they are cleared to return to work by the City's SAP and they have
successfully passed a "Return-to-Duty" drug/alcohol screen conducted by the City at its own
expense.
8. The privilege of self-disclosure to preserve one's job and career shall only be extended one-time
per employee.
O. Confidentiality and Recordkeeping
The information involving alcohol/drug testing shall be treated as confidential as possible within
the workplace. Information concerning an individual employee will be disclosed only to those
Management or Supervisory employees involved with the corrective action of the employee or
who have a legitimate need to know the information. The scope of this policy provides for the
confidential handling of employees information but does not guarantee absolute confidentiality.
1. Health Insurance Portability Accountability Act (HIPAA) Protection. The City will comply
with the protections for individually identifiable health information as stipulated in the
Federal Government HIPAA Regulations. Information is not only stored securely but
releases of information shall occur in compliance with current applicable regulation. HIPAA
regulation does not apply to communications within and between those authorized to
communicate regarding a DOT violation or potential violation, the City DER, the MRO,
the SAP, the Collector or the BAT and any DOT inspector or auditor.
2. Recordkeeping. The City’s Substance Abuse Policy Administrator/DER will maintain all
testing and medical information pertaining to testing in the separate employee health/medical
file. No specific data pertaining to testing or rehabilitation will be maintained within the
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employee’s general personnel file. Federal Transit Administration regulated employees will
have this information stored in their “Driver Qualification” file (unless such file is available
to staff other than the Administrator/DER). In such cases, a letter shall be placed in the
“Driver Qualification” file stating that the substance abuse testing information is on file in the
DER’s office.
3. DOT Required Release of alcohol and drug testing information. DOT regulation requires that
the City provide DOT required alcohol and drug testing information on previous employees
to other regulated employers considering employing a previous employee. Such information
will only be released in accordance with the DOT regulations and when accompanied by a
release of information form (Exhibit B) signed by the previous employee authorizing the
release of such information. The City of Greenville will not release any information based
upon a verbal authorization by a previous employee. All releases must be in writing.
P. Administration and Medical Review
1. Administrator and Designated Employer Representative (DER). The duties of record-keeping,
administering, and overseeing the City’s Substance Abuse Program are carried out by the
City’s DER, named in Exhibit F: Substance abuse Policy Contacts and Providers. The DER will
work closely with the City’s management, the Medical Review Officer ( M R O ) and the
SAP to ensure that all elements of the Substance Abuse Program are followed as they pertain
to employee testing, training, record keeping, and reporting.
The DER shall be the DOT contact on matters pertaining to this Substance Abuse Program
and shall be knowledgeable on the contents of the Program and the City’s policies and
procedures on removing an employee from safety-sensitive duties. The DER will establish
a system of secured, controlled reporting and recordkeeping to safeguard an individual
employee’s right to privacy of test results. This system will require that all test results be
reported by the Medical Review Officer to the Administrator/DER in a secure fashion (via
password) who then will secure the results in a locked file to which only the DER and their
assistant will have access, as required by DOT regulations. Employees having any questions
or suggestions regarding the Substance Abuse Program should address them to the DER in
person or in writing to the address listed in Appendix A.
2. Medical Review Officer (MRO). The City has contracted with the licensed, MRO qualified
physician listed in Exhibit F to serve as the MRO for the City’s Substance Abuse Program
with his duties and responsibilities described as follows. In addition to performing the duties
and functions outlined below, the MRO will comply with the requirements set forth in 49 CFR
Parts 40 and 382.
The primary responsibility of the MRO is to receive, review and interpret all test results
obtained through the City’s Substance Abuse Program before the results are reported to the
City and summarized for DOT. Upon notification by the testing laboratory of a positive
test result, the MRO will review the documentation showing continuity in the chain of
custody of the specimen, and promptly contact the affected employee to advise them of t he
positive test result. The MRO must provide the covered employee an opportunity for an
interview, in person or via telephone, to discuss the possible reasons for the positive test
result, and to advise the covered employee of his/her right to request a retest of the split
specimen, at the employee’s expense at a lab of employee’s choosing from a list of laboratories
provided to employee by the MRO.
If the covered employee submits medical records in defense of a pending positive test result,
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the MRO will review those records. If necessary, the MRO will contact the employee’s
physician to answer any questions contained therein. Prior to MRO verification of a
confirmed positive result for the MRO shall determine that there is clinical evidence, in
addition to the urine test of any unauthorized drug use.
If any question arises about the accuracy or validity of a positive test result, the MRO
will review the laboratory records to determine whether the required procedures were
followed. This will require collaboration with the testing laboratory director, the analysts,
and any expert consultants as the MRO determines necessary. Only the MRO shall be
authorized to order a reanalyzes of the original sample.
Once the MRO has reviewed all of the above information, the MRO will make a determination
as to whether the result is scientifically sufficient to take further action. However, if the records
from the collection site or laboratory raise doubts about the handling of the sample, the
MRO may decide the urinary evidence is insufficient and no further actions will be taken.
In this case, the MRO will declare the test to be negative. The MRO shall note the possible
errors in laboratory analysis or chain of custody procedures and will notify the proper officials
to correct the errors or procedures as necessary.
If the MRO determines that there is no reasonable medical or scientific reason for a positive
test result, and after verification of the proper procedures being followed, the MRO will
declare the test to be verified positive and notify the DER of this fact.
Q. Drug Testing Lab Procedures
The City has contracted with a Department of Health and Human Services (DHHS) or College
of American Pathology (CAP) certified laboratory for the analysis of urine specimens collected.
The chain of custody specimen collection, laboratory testing, reporting, and specimen retention
procedures used for Greenlink’s City authorized testing program are to be conducted using
procedures compliant with applicable state law and substantially consistent with the provisions
of 49 CFR Part 40.
1 . All positive test results will be confirmed by a second test, Gas Chromatography/Mass
Spectrometry (GC/MS). The Laboratory will report all test results directly to the MRO
designated in this Policy. The laboratory used for DOT required testing will be DHHS
certified. The chain-of-custody specimen collection, laboratory testing, reporting, and
specimen retention procedures of regulated specimens shall be conducted in full
compliance with the provisions of 49 CFR Part 40. Specimen Collection Procedure - All
Employees. All urine specimens will be collected at a designated, approved clinic collection
site. Specimen collection is a crucial part of drug testing. The following is a simplified
delineation of the set of procedures enforced by the U.S. Department of Transportation

(DOT). A full, detailed explanation of these requirements and procedures can be
found in 49 CFR Part 40. All approved collection sites must comply with these
federal regulations. These guidelines were developed for donor and employer
protection and to help assure valid test results.

a. The donor will be requested to provide photo identification (driver’s license with

photo). The collection will not proceed without positive identification. After the
donor’s identification has been confirmed and the donor has signed the consent form,
the collection will proceed as follows:
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•

The Collector will ask donor to remove unnecessary outer garments such as a
coat or jacket and empty items from pockets. All personal belongings such
as a purse or a briefcase will remain with outer garments, outside the
collection room.

•

Collection procedures allow urine specimens to be provided by the individual
in private, unless there is reason to believe that the individual may alter or
substitute the specimen. Direct observation by a same gender collector will be
allowed only when authorized in 49 CFR part 40.

•

As soon as the donor has been instructed to wash and dry hands, the
collection will then proceed as follows.

2. DOT Regulated Employees

a. The collector will unwrap a sealed collection kit in the donor’s presence. Donor will
then be provided with a specimen collection cup which includes a temperature strip and
will hold up to 55 milliliters of liquid. Donor enters bathroom or enclosed area which
allows individual privacy.

b. Collector receives specimen from donor. The collector will inspect the specimen’s color

and look for any signs of contaminants. Any specimen suspected of being altered
will be sent to the laboratory for testing. The donor will witness the collector splitting
the specimen into two parts, one part being 15 ml. of urine and the second being 30 ml.
of urine. The urine specimen (both containers) is sealed with security tape in front of the
donor. The donor will then be requested to initial the sealed specimen. The chain of
custody form is completed and signed by the donor. The collector will place the chain of
custody forms and specimen into a secured laboratory bag and then it is again sealed in
front of the donor in a courier shipping container.

c. Collector must collect 45 milliliters (ml.) of urine from the donor. If donor is unable to
provide 45 ml. of urine, the collector will instruct the employee to drink regular intervals
of fluid up to 40 ounces within a maximum period of three (3) hours. The collector
will attempt the collection procedure again to provide a complete sample using a
fresh specimen bottle. If the donor is unable or refuses to provide a complete urine
specimen within the 3-hour limit, the collector will terminate the collection and notify
the DER that the employee has refused to submit to testing. The employee will be
referred, as soon as possible after the attempted urine collection, for an evaluation
from a licensed physician concerning the employee’s inability to provide an adequate
amount of urine. If a valid medical reason cannot be established, the employee will be
considered as having refused to submit to testing.

d. Under any of the following circumstances the collector must conduct a direct observed
collection using the protocol described below as required by DOT:

ii. Collector observes donor bring something to the collection that could be used
to adulterate or substitute a sample.
iii. Donor provides a specimen with temperature outside of the acceptable range
iv. Collector recognizes upon receiving the sample from a donor that it has
been adulterated (strong odor of Clorox, something dissolving in the sample,
etc.)
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v. The test to be performed is a return-to-duty or unannounced follow-up test
required by DOT.
When a direct observe collection is required, the observer of the same gender, must
request the employee to raise his or her shirt, blouse, or dress/skirt, as appropriate, above
the waist, just above the navel; and lower clothing and underpants to mid-thigh; and to
show the observer – by turning around – that the employee does not have a prosthetic
or other device used to adulterate or substitute a specimen.
R. Alcohol Lab Testing Procedures
Alcohol testing under the DOT rules is performed through the use of trained breathalyzer
operators using special evidentiary level breathalyzers similar to those used by law
enforcement to establish driving under the influence violations. A full, detailed explanation
of the requirements and procedures can be found in 49 CFR Part 40.
1. Confirmation Tests.

•

If the result of the alcohol screening test is 0.020 or greater, a confirmation test
will be performed. If the confirmation test will be performed by a different BAT, the
BAT who conducts the screening test will complete and sign the form. The BAT will
provide the employee with copy 2 of the form.

•

The BAT will conduct an "air blank" to ensure that the device is working correctly.
The air blank must be 0.00. If the reading is greater than 0.00 the BAT will conduct
one more air blank. If the reading is greater than 0.020, testing will not proceed
using that instrument. However, testing may proceed on another instrument.

•

The BAT will instruct the employee not to eat, drink, put any object or substance in
his or her mouth, and, to the extent possible, not belch during the waiting period before
the confirmation test. The time period begins with the completion of the screening test
and will not be less than 15 minutes. The BAT will explain the reason for this
requirement and the fact that it is for the employee's benefit. The BAT will also explain
that the test will be conducted at the end of the waiting period, even if the employee
has disregarded the instruction. If the BAT becomes aware the employee has not
complied with this instruction, the BAT will so note in the remarks section of the form.

•

If a different BAT performs the confirmation test, the new BAT will initiate a whole
new form with the employee, the same as the first BAT did. Failure to sign the form
in section 2 will be considered a refusal to take the test. The BAT will note such in
the remarks section of the form.

2. Invalid Breath Alcohol Tests. A breath alcohol test is invalid under the following
circumstances:

•
•
•

The EBT does not pass its next external calibration check (invalidates all test
results of 0.020 or greater since the last valid external calibration.
The breath alcohol technician does not observe the minimum 15-minute waiting period
before confirmation testing.
The breath alcohol technician does not perform an air blank of the EBT before a
confirmation test, or such an air blank does not result in a reading of 0.00.
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•
•
•
•

The breath alcohol technician does not sign the form.
The breath alcohol technician fails to note in the remarks section of the form that the
employee has failed or refused to sign the form after the test has been completed.
The EBT fails to print a confirmation test result.
The sequential test number or alcohol concentration displayed on the EBT is not the same
as the sequential test number or alcohol concentration on the printed result.

S. Mandatory Training
1. Mandatory Training of Employees
Management shall be responsible for conducting periodic education for employees on the
subject of alcohol/drug use. Within the first ninety (90) days of employment, all covered
employees shall undergo an orientation by a designated City official covering the effects
of drug and alcohol abuse, its safety implications, and the City’s Substance Abuse Policy
and Procedures. Periodically, the City will provide some form of alcohol/drug awareness
education for all covered employees.
Additional training will be conducted at the request of Management. DOT covered employees
shall undergo the required one (1) hour training on the effects and consequences of
prohibited drug use on the personal health, safety, and the workplace. Such training shall
cover the policy and its content and symptoms or behaviors that might indicate prohibited
drug use. All covered employees shall receive required alcohol training information
BEFORE being placed in safety sensitive random pool, all Greenlink/GTA assigned
employees must sign Exhibit G: Employee’s Acknowledgement of Training on Substance
Abuse and Drug and Alcohol Testing Policy.
2. Mandatory Training of Supervisory Staff. All City Management/supervisory personnel who are
authorized to make “reasonable suspicion/cause” determinations shall participate in the City
approved supervisory training program which will meet or exceed the DOT requirements.
All supervisors of DOT regulated employees will undergo an initial training covering alcohol
and drugs; their signs and symptoms; the performance, behavioral and physical indicators
of drug use and alcohol misuse; as well as the proper manner in which to handle
reasonable suspicion alcohol testing and reasonable cause drug testing of such employees.
This training will consist of a minimum of one (1) hour of alcohol and one (1) hour of drug
training.
Beyond the initial training, Greenlink intends to maintain a training program specifically
designed to retrain Supervisory personnel on the signs and symptoms of alcohol/drug use,
workplace safety, and contemporaneous physical, behavioral, and performance indicators of
probable drug and/or alcohol use. All Greenlink/GTA assigned Managers and Supervisors must
sign Exhibit H: Supervisor’s Acknowledgement of Training on Substance Abuse and Drug and
Alcohol Testing Policy.
Management/Supervisory personnel who are authorized to make “reasonable suspicion/cause”
determinations shall participate periodically in additional training further addressing the issues
of drug and alcohol use in the workplace and the implications to reasonable
suspicion/cause, post-accident/incident testing, and the specifics of the City’s Substance Abuse
Policy & Program.
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T. Acknowledgement of Receipt of this Substance Abuse Policy
All new employees shall be required to complete and sign the form shown as Exhibit I,
acknowledging receipt of a copy of this Substance Abuse Policy.
U. Roles and Responsibilities
1. Employee Health Center
•

•
•
•
•
•
•
•
•

The City’s Health Clinic Administrator shall serve as the Designated Employer
Representative (DER). The DER receives all tests results and takes appropriate follow-up
action. The DER is also responsible for the removal of employees form safety sensitive
duties and to make required decisions in the testing and evaluation processes.
Maintain a current list of the Greenlink/GTA assigned job titles that meet the definition of a
safety sensitive position.
Perform and/or coordinate all Annual No-Notice, Follow-Up, Post-Accident, Preemployment, Random, Reasonable Suspicion, and Return-to-Duty testing for all alcohol
and drug testing.
Coordinate all appointments with MRO for positive alcohol and drug screens.
Contact for an employee initiating voluntary Self-disclosure program.
Coordinate and monitor employee participation in the Self-disclosure program.
Communicate monthly with the Public Transportation Department’s Drug and Alcohol
Program Manager (DAPM), or designee, identities of employees selected for alcohol and
drug testing.
Release alcohol and drug testing records as required under federal regulations.
Provide return to work (RTW) authorization slips to supervisors documenting any
limitations related to prescribed medication(s).

2. Human Resources
•
•
•
3.

Contact for an employee initiating voluntary Self-disclosure program.
Monitor employee participation in the Self-disclosure program.
Take appropriate disciplinary action regarding any violations of this policy.

Department Management
•
•
•

•
•
•

Ensure that all supervisory and management personnel are trained to recognize what
constitutes a sufficient cause for requiring an employee to submit to Reasonable Suspicion
testing.
Provide supervisory and management retraining on the signs and symptoms of alcohol/drug
use, workplace safety and contemporaneous physical, behavioral and performance
indicators of probable drug and/or alcohol use.
The Transit Safety Manager will serve as the Public Transportation Department’s Drug and
Alcohol Program Manager (DAPM). The DAPM will serve as the primary GTA point of
contact for addressing any questions related to this policy, for coordinating drug testing of
GTA assigned employees with the DER; and responsible for overseeing the drug and
alcohol training program.
Ensure that all employees under their direction are informed of this policy.
Send employee to the Employee Health Center with little to no notice when monthly
selection for testing is received.
Provide transportation for the employees that do not have transportation to the Citydesignated testing facility.
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•
•
•
•
•

Do not permit a suspected, impaired employee to drive themselves to any location.
Recognize the symptoms and take proper action when reasonable suspicion is in question.
Be aware of procedure for substance abuse testing after normal business hours.
Supply written clear, concise, and convincing reasons that tests have not been administered
within time periods identified in this policy.
Contact for an employee initiating voluntary Self-disclosure.

4. Employee
• Read, fully understand and comply with the Substance Abuse and Drug Alcohol Testing
policy.
• Report immediately to Employee Health Center when notified of selection for testing.
• Obtain prescribing physician’s note for any prescription that may affect any job functions.
• Provide proper quantity or type of specimen to complete mandated testing.
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Exhibit A

DOT Treating Physician Form
City of Greenville-Greenlink/GTA
Phone (864) 467-4534
Fax (864) 467-3055
Date:

Employee Name:

DOB:

Dear Doctor,
This patient/driver is being evaluated to determine whether they meet the medical standards of the Federal Motor
Carrier Safety Administration (FMCSA) and/or Federal Transit Authority (FTA) to operate a commercial motor
vehicle. During this federally mandated exam it was found that the driver:
_______________________________________________________________________________________________
_______________________________________________________________________________________________

Commercial drivers are responsible for operating heavy vehicles, transporting passengers or hazardous materials. As a
matter of public safety the driver is required to be in good health and free from medical conditions that are or could
render them suddenly incapacitated or otherwise interfere with their ability to safely operate the vehicle. Demands on
the commercial driver may include abrupt schedule changes, irregular schedule for sleep and meals, long hours, adverse
road and weather conditions, prolonged sitting, and heavy physical tasks such as loading and unloading of cargo.
Please evaluate the driver and provide a clearance statement below regarding their ability to safely operate a
commercial motor vehicle from a _______________________________________________ standpoint.
Physician Statement:
_______________________________________________________________________________________________
_______________________________________________________________________________________________
________________________________________________________________________________
After considering the driver’s condition, medications and demands of their work, do you believe they can safely
operate a commercial motor vehicle? [ Y / N ]

Physician Name: ___________________________________________________

Date: _____________________

Physician Signature: ________________________________________________

Phone: ____________________

Practice Name: ________________________________________________________________________________
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Exhibit B

“Release of Information Form – 49 CFR Part 40 Drug and Alcohol Testing”
Section I. To be completed by the new employer, signed by the employee, and transmitted to the previous employer:
Employee Printed or Typed Name:
Employee Social Security Number:
I hereby authorize release of information from my Department of Transportation regulated drug and alcohol testing records by my previous
employer, listed in Section I-B, to the employer listed in Section I -A. This release is in accordance with DOT Regulation 49 CFR Part 40, Section
40.25. I understand that information to be released in Section II-A by my previous employer, is limited to the following DOT-regulated testing items:
1. Alcohol tests with a result of 0.04 or higher;
2. Verified positive drug tests;
3. Refusal to be tested;

4. Other violations of DOT agency drug and alcohol testing regulations;
5. Information obtained from previous employers of a drug and alcohol rule violation.
6. Documentation, if any, of completion of the return-to-duty process a rule violation.

Employee Signature:
I-A.
New Employer

Date: _
Ph:
Fax:

City (dba Greenlink/GTA)
206 S. Main Street
Greenville, SC 29601
ATTN: Kara McConnell

/_

/_

864-467-4509
864-467-5730

I-B.
Previous Employer Name:
Address:

Phone #: (_

)

Contact (if known):_

Section II. Completed by previous employer and transmitted by mail or fax to the new employer:
II-A.

In the two years prior to the date of the employee’s signature (in Section I), for DOT- regulated testing ~
1.
2.
3.
4.
5.
6.

Did the employee have alcohol test with a result of 0.04 or higher?
Did the employee have verified positive drug test?
Did the employee refuse to be tested?
Did the employee have other violations of DOT agency drug and alcohol testing regulations?
Did a previous employer report a drug and alcohol rule violation to you?
If you answered “yes” to any of the above items, did the employee complete
the return-to-duty process?
N/A
NOTE: If you answered “yes” to item 5, you must provide the previous employer’s report. If you answered “yes”
transmit the appropriate return-to-duty documentation (e.g. SAP report (s),R-T-D & follow-up testing records).

YES_
YES_
YES_
YES_
YES_

NO
NO
NO
NO
NO

YES_
NO
to item 6, you must also

II-B.
Name of person providing information in Section II-A: (Print)
Signature: _

Date: _

/_

/_

Phone #:

Title:
st
1 attempt
nd
2 attempt

27

HR 7.10

DocuSign Envelope ID: E06B6005-C2FD-4551-AB8A-B588F9651E9A

Revised 11/18/13; Replaces 11/20/12
Exhibit C

City of Greenville
Reasonable Suspicion Observation Documentation Form
(Strictly Confidential)
EMPLOYEE NAME________________________________________DATE/TIME OF INCIDENT______________________________________
SUPERVISOR # 1

________________________________________SUPERVISOR #2 ______________________________________________

This checklist is to be completed when an incident has occurred which provides reasonable suspicion that an employee is under the influence of a prohibited drug or
alcohol. The observing supervisor(s) should note all pertinent behaviors and physical signs or symptoms which lead them to reasonably believe that the employee has
recently used or is under the influence of a prohibited substance. Mark each applicable item on this form and describe any additional facts or circumstances which you
have noted.

A. NATURE OF THE INCIDENT/CAUSE FOR SUSPICION

□

B. UNUSUAL BEHAVIOR

□ 1.

1. Observed/reported possession or use of a prohibited
substance

□ 2.
□ 3.
□ 4.

Arrest or conviction for drug-related offense

□ 2.
□ 3.
□ 4.

□ 5.

Evidence of tampering on a previous drug test

□ 5.

Apparent drug or alcohol intoxication
Observed abnormal or erratic behavior

□ 6.

Other (e.g., flagrant violation of safety regulations, serious
misconduct, fighting or argumentative/abusive language,
refusal of supervisor instruction, unauthorized presence on the
job) (please specify)
_________________________________________________________
_________________________________________________________
_________________________________________________________
C. PHYSICAL SIGNS OR SYMPTOMS

□ 6.

Verbal Abusiveness
Physical abusiveness
Extreme aggressiveness or agitation
Withdrawal, depression, mood changes, or
unresponsiveness
Inappropriate verbal response to questioning or
instructions
Other erratic or inappropriate behavior (e.g., hallucinations, disorientation, excessive euphoria, confusion)
(please specify)
____________________________________________________
____________________________________________________
____________________________________________________

□ 1. Possessing, dispensing, or using controlled substance
□ 2. Slurred or incoherent speech
□ 3. Unsteady gait or other loss of physical control; poor

□ 11.
□ 12.
□ 13.

□ 4. Dilated or constricted pupils or unusual eye movement
□ 5. Bloodshot or watery eyes
□ 6. Extreme fatigue or sleeping on the job
□ 7. Excessive sweating or clamminess to the skin
□ 8. Flushed or very pale face
□ 9. Highly excited or nervous
□ 10. Nausea or vomiting

□ 14. Dizziness or fainting
□ 15. Shaking hands or body tremors/twitching
□ 16. Irregular or difficult breathing
□ 17. Runny sores or sores around the nostrils
□ 18. Inappropriate wearing of sunglasses
□ 19. Puncture marks or “tracks”
□ 20. Other (please specify)

coordination

Odor of alcohol
Odor of marijuana
Dry mouth (frequent swallowing/lip wearing)

______________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________
D. WRITTEN SUMMARY

Please summarize the facts and circumstances surrounding the incident, employee response, supervisor actions, and any other pertinent information not previously
noted. Please note the date, time, and location where employee was removed from the job for reasonable cause testing, or note if employee refused test. Write on back
of this sheet and attach additional sheets as needed.

______________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________

_____________________________________________________
Signature of Supervisor # 1
Date/Time

_________________________________________________________
Signature of Supervisor # 2
Date/Time
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Exhibit D

City of Greenville
Positions Subject to Random DOT/FTA Testing
Job Titles covered DOT testing Requirements

•

Bus Operator

•

Bus Operator - Paratransit

•

Bus Operator - Trolley

•

Bus Operator in Training

•

Bus Servicer

•

Director of Public Transportation

•

Fleet Manager I

•

Transit Safety Manager

•

Transit Operations Manager

•

Information Specialist with/without CDL

•

Lead Bus Servicer

•

Mechanic I, II, III

•

Heavy Bus Mechanic

•

Parts Technician

•

Safety & Training Specialist

•

Shop Foreman

•

Transit Shift Supervisor
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Exhibit F

Substance Abuse Policy Contacts and Providers
Administrators/Designated Employer Representative
for the City/GTA-Greenlink
GTA Drug and Alcohol Program Manager (DAPM)
Transit Operations & Safety Manager
100 W. McBee Ave
Greenville, SC 29601
Phone: 864-298-2751 Fax: 864-467-5006
Designated Employer Representative (DER) Administrator
Health Clinic Administrator
206 S. Main Street
Greenville SC 29601
Phone: 864-467-4479 Secured Fax: 864-467-3055
Alternate DER Administrator
Occupational Health Nurse
206 S. Main Street
Greenville SC 29601
Phone: 864-467-4534 Fax: 864-467-3055
Collection Site Management
John-Michael Pritchett | ARCpoint Labs of Greenville
355 Woodruff Road, Suite 403
Greenville, SC 29607
PHONE: (864) 609-5015 FAX: (864) 292-0727

Collection Site - After Hours Testing
John-Michael Pritchett | ARCpoint Labs of
Greenville
355 Woodruff Road, Suite 403
Greenville, SC 29607
PHONE: (864) 609-5015 | FAX: (864) 2920727

Medical Review Officer (MRO) (Cert. AAMRO)
David R. Nahin, MD | i3screen – Medical Review Services
9501 Northfield Blvd, Denver, CO 80238
1-877-585-7366 Option 2
Qualified Substance Abuse Professional (SAP)
First Sun EAP/SAP Services
Account Manager – Lucy Henry
Phone/Fax: 803-376-2668
24/7 Helpline: 800-968-8143
Website: http://www.firstsuneap.com/
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Exhibit G

City of Greenville
Employee Acknowledgement of Training Substance Abuse Policy
I acknowledge that I have received a copy of City’s Substance Abuse Policy regarding employees assigned
to Greenlink/GTA AND attended the required training which included a full explanation of the policy
conditions and requirements including expected conduct, performance and behavior as it pertains to
alcohol and drug misuse or abuse. Additionally, I have had the opportunity to ask any questions I have
about these rules and the City’s policy as it applies to me as an employee assigned to Greenlink/GTA.
If I have accepted a position whose duties are regulated by the Department of Transportation (DOT)
- Federal Transit Administration (FTA) I have had sufficient opportunity to ask any questions
regarding the application of those rules to my employment with City and assigned to Greenlink/GTA. I
further understand the requirements covering DOT/FTA regulated employees are IN ADDITION to
expected conduct, performance, and behavior of employees assigned to Greenlink/GTA.
By my signature below, I understand the terms and conditions of the policy and the procedures
described therein. I further understand the testing professionals will release the results of my alcohol
and/or drug tests to the City’s Program Administrator/DER with the understanding that they will release
information only as necessary to carry out this policy. It is also my understanding no other releases
will occur without my written consent, except as necessary for City, on behalf of itself and
Greenlink/GTA, to defend itself should I bring any administrative, civil, or legal action against the
City. Additionally, I understand City, on behalf of itself and Greenlink/GTA, will utilize necessary
professionals and/or third party administrators for compliance, record keeping, and summary reporting
purposes, with the understanding that no other individually identifiable information or releases of my
testing information will occur without my written consent and permission or as authorized and required
by law.

______________________________
Employee Name (Print)

______________________________
Greenlink/GTA Trainer Name (Print)

_______________________
Employee Signature

_______________________
Trainer Signature
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Exhibit H

City of Greenville
Supervisor’s Acknowledgement of Required Substance Abuse Training
Type of Training

____Initial

____Recurrent

I have completed the Managers and Supervisors reasonable suspicion/cause training session required by
City for my work assigned to Greenlink and the DOT/FTA covering the effects of drug and alcohol abuse,
its safety implications, and the supervisor’s role in identifying impaired performance, behavior or physical
conditions in employees.
I further understand it is my responsibility as a supervisor to recognize and properly address such drug and
alcohol problems that may surface in the workplace. I further understand that my continued employment is
dependent upon my following City policies and DOT/FTA rules regarding identification and reporting of
potentially impaired employees.

______________________________
Supervisor’s Name (Print)

______________________________
Greenlink/GTA Trainer’s Name (Print)

_______________________
Employee Signature

_______________________
Trainer Signature
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Exhibit I

Receipt of City/GTA-Greenlink
Substance Abuse and Drug & Alcohol Policy
City, on behalf of itself and Greenlink/GTA, has developed safety and work rules for the wellbeing of
employees, the City and our customers. Attached is a copy of the City Substance Abuse Policy
applicable to employees assigned to GTA/Greenlink. You are being given a copy of the policy to read
and become familiar with its requirements, even before any additional training on this subject occurs.

Employee Acknowledgement:

I understand the above and will review this policy promptly. If I have questions before I complete
training I will ask my supervisor or contact the Administrator/DER listed in Appendix A of the policy.
I understand this policy applies to me because of the following job for which I am being hired and
any other position I may be promoted or transferred to during my employment with City and assigned
to Greenlink/GTA.
[write in job title]

I understand Department of Transportation - Federal Transit Administration regulated employees
have additional requirements which are outlined in this policy, and if I have now accepted
one of those positions or later during my employment, accept such a position I will make certain
I understand and comply with those additional requirements.
I hereby acknowledge receipt of a copy of City’s Substance Abuse Policy applicable to employees
assigned to GTA/Greenlink work. I will review it promptly and understand that my continued
employment is dependent upon my following these rules and all policies and rules of City for
employees assigned to Greenlink work.
__________________________________________
Employee Signature

________/_________/____________
Date

_________________________________________
Authorized Representative

________/_________/____________
Date
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I.

Purpose
The purpose of this policy is to provide an immediate, coordinated and flexible response to
COVID-19 (coronavirus) consistent with Centers for Disease Control and Prevention (CDC)
guidelines to ensure a safe working environment for our employees, customers and visitors to the
fullest extent possible. This policy establishes safety guidelines to help limit exposure to COVID19 as well as the procedures to be followed for mitigating exposure and managing employees
exhibiting COVID-19 symptoms, diagnosed positive and/or may have been exposed. In this
constantly evolving pandemic, the CDC guidance is subject to change as additional information
regarding COVID-19 becomes available. The City will strive to follow current guidance from the
CDC and public health authorities as it is updated.

II. Applicability
This policy applies to all City of Greenville employees and all City work locations.
III. Definitions


Centers for Disease Control (“CDC”): CDC is the federal government’s health
protection agency, working to protect America from health and safety threats, both foreign
and domestic.



Close Contact: The CDC defines a “close contact” as being within 6 feet of a COVID-19
case for 15 minutes of cumulative time in a 24-hour period, or having direct contact with
infected secretions of the COVID-19 virus (e.g., being coughed on, providing care to
someone sick with COVID-19, shared eating utensils, etc.).



COVID-19: Like the flu, COVID-19 can be spread from person to person. When a person
who has COVID-19 coughs, sneezes or talks, they may spread droplets containing the virus
a short distance, which quickly settle on surrounding surfaces. Individuals may get infected
by the virus if they touch those surfaces or objects and then touch their mouth, nose or
eyes.



Critical Infrastructure Employee: Per the CDC, critical infrastructure workers conduct
a range of operations and services that are typically essential to continued critical
infrastructure viability, including staffing operations centers, maintaining and repairing
critical infrastructure, operating call centers, working construction, and performing
operational functions.



Exposure: Per the CDC, an exposure occurs when an individual has had close contact
(within 6 feet of a COVID-19 case for 15 minutes of cumulative time in a 24-hour period)
with a COVID-19 case.



Face Mask: Face masks serve to provide respiratory protection to help lessen exposure to
the COVID-19 virus in community settings. They may be a cloth face mask, a surgical face
mask, or an N-95 respirator mask. Surgical masks and N-95 respirators are in short supply
and will be reserved for healthcare workers or other medical first responders, as
recommended by CDC guidance.
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Families First Coronavirus Response Act (“FFCRA” or “Act”): The Act seeks to assist
employees impacted by novel coronavirus (“COVID-19”) by requiring certain employers
to provide employees with emergency paid sick leave or expanded family and medical
leave for specified reasons related to COVID-19.



Fully Vaccinated: Per the CDC, “In general, people are considered fully vaccinated: a) 2
weeks after their second dose in a 2-dose series, such as the Pfizer or Moderna vaccines,
or b) 2 weeks after a single-dose vaccine, such as Johnson & Johnson’s Janssen vaccine.



Hot Spot: Generally, a COVID-19 hotspot refers to areas of elevated incidence or
prevalence, higher transmission efficiency or risk, or higher probability of disease
emergence.



Social or Physical Distancing: means keeping space between yourself and other people
outside of your home. To practice social or physical distancing, individuals should stay at
least 6 feet (2 meters) from other people; avoid gathering in groups; and stay out of crowded
places and avoid mass gatherings.



South Carolina Department of Health and Environmental Control (“DHEC”): DHEC
is the government agency responsible for public health and the environment in South
Carolina.

IV. Policy
Even though South Carolina is seeing a downward trend in COVID-19 cases, it is still considered a
pandemic. Per the CDC, COVID-19 is most likely to spread from person-to-person through: 1) close
contact with a person while they are infectious or in the 24 hours before their symptoms appeared; 2)
close contact with a person with a confirmed infection who coughs or sneezes; or 3) touching objects
or surfaces (such as door handles, counters, or other high touch surfaces) contaminated from a cough
or sneeze from a person with a confirmed infection, and then touching your face (e.g., your mouth, nose
or eyes).
The CDC has identified the following as COVID-19 related symptoms:


Fever or chills



Muscle or body aches



Congestion or runny nose



Cough



Headache



Nausea or vomiting



Shortness of breath or
difficulty breathing



New loss of taste or
smell



Diarrhea



Fatigue



Sore throat

This is not an all-inclusive list of symptoms and can change with ongoing CDC guidance. For
updated information click the following link:
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html.

Per recent CDC guidance temperature screening of employees is an optional strategy that
employers may use. Performing temperature screening or health checks will not be completely
effective because asymptomatic individuals or individuals with mild non-specific symptoms
2
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may not realize they are infected and may pass through screening. Screening and health checks
are not a replacement for other protective measures such as social distancing. Therefore, the
city will discontinue temperature checking until futher CDC guidance.
The City will provide and promote a safe working environment by:
•
•
•
•
•
•

Ensuring all City departments have a COVID-19 operating plan specific to their operations,
designed to reduce workplace health and safety risks related to COVID-19;
Ensuring all employees understand the measures being implemented to help control the
spread of COVID-19;
Providing clear return to work guidelines for individuals impacted by COVID-19;
Identifying any compromised individuals and aiding them in obtaining care;
Responding to employee concerns regarding the virus; and
Protecting the confidentiality of those impacted by COVID-19 to the extent consistent with
guidance from the public health authorities and federal law.

The Human Resources Department’s Employee Health Center (EHC), upon notification by the
employee and/or their supervisor will be responsible for managing employees exhibiting COVID-19
symptoms, diagnosed positive and/or who may have been exposed to such individuals, consistent with
CDC guidelines. Department management is to immediately inform the EHC regarding any employees
exhibiting COVID-19 symptoms at work; reporting experiencing such symptoms at home or having
been diagnosed with or exposed to someone with COVID-19. Department management must
immediately send the sick employee home, and if transportation needs to be arranged, isolate the
employee to mitigate exposure to others. The EHC will coordinate with the employee and their
department management regarding their return to work status. No employee with a COVID-19 exposure
or diagnosis may return to work without clearance from the EHC.
All City departments are responsible for implementing and updating their department-specific COVID19 operations plan, communicating that plan to its employees and monitoring the work environment to
ensure compliance. Departments are to address any COVID-related employee concerns in coordination
with the Human Resources Director and EHC Administrator.
On May 11, 2021, Governor McMaster issued an Executive Order stating, “Face Coverings are no
longer necessary or appropriate to mitigate the existing public health threats and that circumstances
are such that South Carolinians can make responsible choices and take appropriate precautions to
protect themselves and their communities.” In addition, on May 13, 2021, the CDC also relaxed its
mask guidance for only those completely vaccinated. Per the CDC, “In general, people are considered
fully vaccinated:


2 weeks after their second dose in a 2-dose series, such as the Pfizer or Moderna vaccines; or



2 weeks after a single-dose vaccine, such as Johnson & Johnson’s Janssen vaccine.

If an individual does not meet these requirements, regardless of one’s age, the individual is NOT
considered to be fully vaccinated. The CDC recommends that individuals keep taking all precautions
until one is fully vaccinated.”
Further CDC guidance states:
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If you are fully vaccinated, you can resume activities that you did prior to the pandemic.



Fully vaccinated people can resume activities without wearing a mask or physically distancing,
except where required by federal, state, local, tribal, or territorial laws, rules, and regulations,
including local business and workplace guidance.



If you haven’t been vaccinated yet, find a vaccine.

In addition, per SC DHEC, “Those who have not been fully vaccinated should continue to wear masks,
socially distance, and take all other needed precautions to prevent COVID-19.” The CDC has stated
currently there is no data available regarding the safety of COVID-19 vaccinations for people with
autoimmune conditions. Such individuals should consider taking necessary precautions to mitigate risk
of COVID-19 exposure. As of this writing, OSHA has not issued updated regulatory guidance on
wearing face masks. Until such regulatory guidance is provided, the City must comply with OSHA’s
General Duty Clause, which mandates that employers provide a safe working environment to all
employees.
Given the above considerations, to continue maintaining a safe work environment as required by
OSHA’s General Duty Clause, it is the City’s policy to require all employees to wear a face mask in the
workplace where social distancing cannot be maintained, unless exempted. To obtain an exemption to
this rule, and subject to the City’s discretion to make classes of employees ineligible for an exemption
if ineligibility is based upon guidance from the public health authorities, employees must present a copy
of their CDC COVID-19 Vaccination Record Card to document that they meet the CDC definition of a
fully vaccinated individual. This proof must only be provided to the Employee Health Center (“EHC”);
the EHC will maintain a list of exempt employees which shall be maintained as a confidential document.
The employee shall not provide, and the EHC staff shall not request, any medical information as part of
the proof of vaccination. Any employee who is found to be non-compliant with this face covering
policy without an appropriate exemption may be disciplined for a safety policy violation. The City will
continue to accommodate, within the requirements of federal law, anyone who for medical/religious
reasons cannot wear a mask. Nothing in this policy shall be construed as preventing any employee,
regardless of vaccination status, from wearing a face covering should they desire to do so. With the
exception of Employee Health Center staff, no employee will ask another employee for their vaccination
status or ask for proof of vaccination; any concerns regarding face mask usage shall be communicated
directly to a supervisor who will then confirm an employee’s exemption status with the EHC.
To continue our efforts in mitigating the spread of COVID-19, all employees while in City facilities
are required to wear a cloth face covering (unless they have an exemption as defined in this policy,
have trouble breathing, are unable to remove the face covering themselves, have other limiting
conditions, or the wearing of a face mask would violate a religious tenant or belief). Employees who
are not exempted are to carry a cloth face mask (or a surgical mask if it is preferred) with them at all
times and wear them in the elevator, common areas, in City vehicles with others, and in close contact
situations where Social Distancing is not possible. This directive will be in effect until the CDC
provides guidance that face masks are no longer recommended or are once again being required for
all individuals. A face covering does not need to be worn if you are the only person at your designated
workspace and will not be in contact with others.
While a face mask is a recommended precaution by the CDC for those who are not fully vaccinated,
the use of a face mask (other than an N-95 respirator when fitted and used properly) does not provide
respiratory protection to the wearer from transmission of certain viruses, including COVID-19.
However, it can help reduce the spread of infection by limiting dispersion of contaminated droplets of
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bodily fluid coming from the nose and mouth. A face mask is no substitute for social distancing and
other measures recommended by the CDC, DHEC and other health authorities. Social Distancing of at
least six feet is still recommended even while wearing a face mask.
Employees will adhere to social distancing measures while in the workplace. Social distancing is
important because COVID-19 is most likely to spread from person-to-person through direct close
contact with a person while they are infectious or in the 24 hours before their symptoms appeared. In
addition, to prevent the spead of COVID-19, employees shall practice personal hygiene (e.g hand
washing, disinefecting work areas, equipment, etc.).
V.

Procedures

A. Current Face Covering Guidance
To continue maintaining a safe work environment as required by OSHA’s General Duty Clause, it
is the City’s policy to require all employees to wear a face mask in the workplace unless they have
received an exemption or have been provided an accommodation for medical/religious reasons from
the EHC.
B. Employees Without a Face Mask Exemption
Any City employee who has not obtained an exemption is required to wear a face covering when
working in areas where and when social distancing cannot be maintained (e.g. vehicles, common
areas depending upon capacity/occupancy, elevators, break rooms depending upon
capacity/occupancy, etc.). Cloth face coverings are not personal protective equipment (PPE) and
should never be substituted for the appropriate PPE where there is the potential for an occupational
exposure. Consult your supervisor, safety officer, or the City Risk Manager if you have any
questions about when to use PPE and the appropriate type to use. As a precautionary measure,
each employee in a City facility must have a mask on their person for ready access as needed.
Employees who have difficulty breathing, cannot remove the face mask without assistance, or for
whom the wearing of a face mask would violate a religious tenant or belief are excepted from this
requirement.
The CDC has clarified that its new masking recommendations for people fully vaccinated against
COVID-19 do not apply to health care settings. Therefore, EHC staff and any employees or visitors
to the EHC will be required to wear a face mask.
As stated above, nothing contained in this policy prevents any employee from wearing a face
covering at any time or in any place, if they so choose.
C. Face Mask Requirements
For those employees required to wear a mask and/or those employees who are fully vaccinated who
want to continue wearing a mask, the City of Greenville will continue to carry three types of masks
for utilization by employees: a cloth face mask, a surgical face mask, and N-95 respirator mask.
While in a City facility, a surgical face mask may be worn in lieu of a cloth face mask.
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N-95 Respirator Mask for Personnel Providing Medical and/or Emergency Services.
Fire suppression personnel, uniformed patrol police officers and EHC employees who provide
medical and/or emergency services will also be issued N-95 respirator masks in certain
circumstances where required by Greenville County Medical Control Authority. If an employee
has any questions concerning those requirements, contact the Fire Chief immediately. Employees
should also familiarize themselves with Appendix D to OSHA regulation 29 C.F.R. 1910.134, a
copy of which is attached to this policy as Exhibit A, in the event they choose to wear an N-95
mask where one is not required. All applicable OSHA requirements apply.
D. Return to Work Guidelines for Employees with COVID-19 Symptoms and/or Diagnosis
The City will follow CDC guidelines for discontinuation of home isolation in deciding when to return to
work those employees who have been exposed to, have symptoms, and/or have tested positive for the
COVID-19 coronavirus.
To review the CDC guidelines, click the following link:
https://www.cdc.gov/coronavirus/2019-ncov/community/strategy-discontinue-isolation.html. For
the safety and protection of City employees, the employee and the employee’s supervisor must
immediately advise and coordinate any return to work of impacted employees with the City’s Health
Clinic Administrator. No employee should be allowed to return to work without reporting to the EHC to
receive a return to work clearance.
1. Return to Work Guidelines. The CDC has two separate guidelines depending on if the
patient was tested or not:
a. If not tested for COVID-19, they can return to work:




If they are at least 10 days from onset of symptoms,
If they have no fever for (24 hours) without the aid of medications, and
Show improvement in symptoms (e.g., fever, shortness of breath, coughing, chills,
etc.).

b. If tested for COVID-19 and were positive, they can return to work:



c.

If they have no fever for 24 hours without the aid of medications; and,
Show improvement in symptoms; and
Are at least 10 days out from onset of symptoms.

If an individual had an exposure but NEVER had any symptoms and were told to selfisolate by a medical provider or health authority, they can return to work after 14 days of
self-isolation from date of last exposure. The City will apply the Critical
Infrastructure Guidelines to employees covered under these guidelines. Employees
who have been fully vaccinated or have had COVID-19 within the past 90 days do not
need to get tested or quarantine and can continue working.

2. Employees Experiencing COVID-19 Symptoms and/or Have Been Exposed to Someone with
COVID-19. Employees who become ill with symptoms of influenza-like illness during a
pandemic should stay home or immediately leave the workplace.
a.

Employees Experiencing COVID-19 Symptoms Outside of Work. If an employee
begins to experience symptoms while not at work, or has been exposed to someone
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who is, or has tested positive, the employee should stay home and contact his/her
supervisor and the EHC. Employees who are suffering from symptoms will be advised
to stay home and contact EHC to arrange for COVID testing. If they subsequently test
positive for COVID-19, they should follow the above instructions for positive
diagnosis. If a release cannot be obtained, the employee must be symptom free for at
least 24 hours without fever, achieved without medication, improvement of symptoms,
and at least 10 days have passed since symptoms first appeared.
b. Employees Experiencing COVID-19 Symptoms at Work. If an employee begins
experiencing COVID-19 symptoms at work, the employee is required to notify their
supervisor and EHC. Employee will be sent home immediately. If transportation
arrangements need to be made, the employee will be isolated from others until they
can go home to mitigate any risk of exposure. Employees who are suffering from
symptoms will be advised to stay home and contact their medical provider to be tested.
If they subsequently test positive for COVID-19, they should follow the above
instructions for positive diagnosis. The employee is to report to the EHC to obtain a
return to work clearance. If a medical note releasing the employee is unavailable or
difficult to obtain, the City will follow the CDC guidelines on when the employee may
discontinue self-isolation.
c.

Employees Caring for a Family member with COVID-19. Employees who are caring
for sick family member with COVID-19 at home (same household) must follow CDC
recommended precautions (https://www.cdc.gov/coronavirus/2019ncov/downloads/living-in-close-quarters.pdf).
In addition, the employee is to notify their supervisor and not return to work until the
criteria to discontinue home isolation are met, in consultation with a healthcare
provider or state health department.

E. Cleaning and Disinfection after a Suspected and/or Confirmed COVID-19 Case in the

Workplace.
All City departments will follow the CDC guidelines for cleaning and disinfecting the
workplace
after
a
suspected
and/or
confirmed
COVID-19
case
(https://www.cdc.gov/coronavirus/2019-ncov/community/cleaning-disinfecting-decisiontool.html). Appropriate PPE must be worn by any employee involved in cleaning and
disinfecting.
F. Management of Close Contacts
The CDC defines a “close contact” as being within 6 feet of a COVID-19 case for a cumulative
period of 15 minutes in a 24-hour period, or having direct contact with the infected secretions
of the COVID-19 virus (e.g., being coughed on, providing care to someone sick with COVID19, shared eating utensils, etc.). DHEC is responsible for conducting contact tracing for all
confirmed COVID-19 cases and notifying impacted individuals. When the Health Clinic
Administrator has been made aware of an employee who has exhibited COVID-19 symptoms
or has been diagnosed as a positive COVID-19 case, as a voluntary pre-emptive action, the
Administrator will work with the impacted employee and coordinate with the employee’s
department to initiate the identification of any employees with whom the employee came into
close contact. The Health Clinic Administrator will confer with DHEC regarding the need to

7
7.12

DocuSign Envelope ID: 6684BB0C-2243-46F1-96D2-8463A04F65D3

Revised: 07/03/21; Replaces12/28/20

send home any unvaccinated employees who had close contact with a co-worker presenting
with COVID-19 symptoms or receiving a positive diagnosis. The City will follow CDC
recommendations and take the following actions for those who have had a close contact.
G. Employees with Underlying Conditions
The CDC has identified conditions that place certain individuals at higher risk for severe illness
from COVID-19. These workers include individuals over age 65 and those with underlying
medical conditions. Per the CDC, these underlying conditions include, but are not limited to,
chronic lung disease, moderate to severe asthma, hypertension, severe heart conditions, weakened
immunity, severe obesity, diabetes, liver disease, and chronic kidney disease that requires dialysis.
In recognition of this fact, City departments have developed and implemented workplace measures
to mitigate exposure to the COVID-19 virus.
Employees who have such an underlying condition may request a reasonable accommodation.
Each request will be managed on a case-by-case basis. The City may request medical
documentation to determine if the employee’s condition is a disability under the ADA.
H. Health Status Updates
All employees who are out of work due to a COVID-19 exposure or diagnosis will be required
to furnish their supervisor and the EHC with a status health update every 7 days. All employees
tested for COVID-19 must personally submit their test results to the EHC to receive a return to
work slip. Supervisors are to ensure no employee with a COVID-19 related illness is allowed to
return to work without getting a return to work release clearance from the EHC.
I. Employee Refusal to Return to Work
Employees may only refuse to return to work if they believe they are in imminent danger.
Section 13(a) of the Occupational Safety and Health Act defines “imminent danger” to include
“any conditions or practices in any place of employment which are such that a danger exists
which can reasonably be expected to cause death or serious physical harm immediately or
before the imminence of such danger can be eliminated through the enforcement procedures
otherwise provided by the Act. The threat must be imminent or immediate, which means the
employee must believe that death or serious physical harm could occur within a short time
before the problem could be investigated.
Department management must coordinate an employee’s refusal to return to the workplace with
the Human Resources Director and Health Clinic Administrator upon notification by their
employee. All employee refusals to come to work will be reviewed on a case-by-case basis. An
effort to understand the basis of the employee’s refusal and what the employee is asking
for before requiring an employee to come to work will be made. For example:



Is the employee in a high-risk category (e.g., elderly, immuno-suppressed, etc.)?
Is there concern about a possible exposure in their workplace?

Once critical information is obtained from the employee, Human Resources in coordination with
the employee’s Department Director will advise the employee of the City’s decision and
direction.
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J. COVID-19 Safety Training
All City departments must ensure that their employees review this policy and be trained on the
precautions/guidelines that have been implemented to ensure their safety in the workplace. In
addition, all departments must communicate and train their personnel on their department specific COVID-19 Operations Plan.
K. COVID-19 Related-Travel
Per CDC guidance, fully vaccinated travelers are less likely to get and spread COVID-19. People
who are fully vaccinated can travel safely in the U.S. However, international travel poses additional
risks, and even fully vaccinated travelers might be at increased risk for getting and possibly
spreading some COVID-19 variants. The CDC recommends that after traveling, fully vaccinated
individuals should self-monitor for COVID-19 symptoms; if symptoms develop they should isolate
and get tested.
Employers may not prohibit staff members from traveling for personal reasons, but they may require
employees to undergo self-isolation before returning to work if they have traveled to areas of concern.
Employees returning from travel should follow the current CDC Travel Guidelines. For current
guidance refer to: https://www.cdc.gov/coronavirus/2019-ncov/travelers/travel-during-covid19.html
L. Confidentiality
Any employee health screening should be implemented on a nondiscriminatory basis, and all
information gleaned should be treated as confidential medical information under the Americans
with Disabilities Act (ADA). The identity of workers exhibiting a fever or other COVID-19
symptoms should only be shared with members of City management with a true need to know.
M. Reporting of COVID-19 Concerns
Employees should bring any questions or concerns to the attention of their department’s
management. Department Management is to advise and coordinate the resolution of an
employee’s concern with the Human Resources Director and Health Clinic Administrator.
N. Roles & Responsibilities
1. Department Directors/Supervisors:
•
•
•
•
•
•
•
•
•

Ensure that all employees within their span of control are aware of and comply with
this policy.
Immediately notify the EHC of any reported or known employee COVID-19 exposures
and coordinate appropriate response with the EHC.
Isolate and send home any employee exhibiting COVID-19 Symptoms.
Direct employee to contact the EHC.
Assist EHC with contact tracing to mitigate the spread of COVID-19.
Provide employees with pandemic safety training.
Ensure cleaning and disinfecting of their facilities, especially after a known exposure.
Ensure no employee with a COVID-19 related illness is allowed to return to work
without getting a return to work release clearance from the EHC.
Immediately coordinate with Human Resources regarding employee complaints and
their resolution.
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•

Ensure the confidentiality of employees impacted by COVID-19, consistent with
guidance from public health authorities and federal law.

2. Employees:
•
•
•
•
•
•
•
•
3.

If experiencing COVID-19 related symptoms and/or have had a confirmed COVID-19
exposure, stay home and notify your supervisor and the Employee Health Center.
Keep your supervisor and the EHC informed of your COVID-19 health status.
Assist with contact tracing as needed.
Wear the appropriate face mask as detailed in this policy.
Comply with all COVID-19 workplace safety precautions.
Obtain a return to work clearance from the EHC to return to work.
Inform your supervisor/chain of command of any COVID-19 health and safety issues
or concerns.
Comply with this policy.
Human Resources:

•
•
•

Assist department management with policy guidance and compliance.
Investigate and resolve any employee related concerns.
Continue to monitor CDC guidance.
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Exhibit A
Appendix D to OSHA Respirator Standard 1910.134
Appendix D to Sec. 1910.134 (Mandatory) Information for Employees
Using Respirators When Not Required Under the Standard
Respirators are an effective method of protection against designated hazards when properly selected and
worn. Respirator use is encouraged, even when exposures are below the exposure limit, to provide an
additional level of comfort and protection for workers. However, if a respirator is used improperly or not
kept clean, the respirator itself can become a hazard to the worker. Sometimes, workers may wear
respirators to avoid exposures to hazards, even if the amount of hazardous substance does not exceed the
limits set by OSHA standards. If your employer provides respirators for your voluntary use, or if you
provide your own respirator, you need to take certain precautions to be sure that the respirator itself does
not present a hazard.
You should do the following:
1. Read and heed all instructions provided by the manufacturer on use, maintenance, cleaning and
care, and warnings regarding the respirator’s limitations.
2. Choose respirators certified for use to protect against the contaminant of concern. NIOSH, the
National Institute for Occupational Safety and Health of the U.S. Department of Health and Human
Services, certifies respirators. A label or statement of certification should appear on the respirator
or respirator packaging. It will tell you what the respirator is designed for and how much it will
protect you.
3. Do not wear your respirator into atmospheres containing contaminants for which your respirator is
not designed to protect against. For example, a respirator designed to filter dust particles will not
protect you against gases, vapors, or very small solid particles of fumes or smoke.
4. Keep track of your respirator so that you do not mistakenly use someone else's respirator.
[63 FR 1152, Jan. 8, 1998; 63 FR 20098, April 23, 1998]
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Exhibit B
Pandemic Safety Measures (HR-7.12)
Policy Acknowledgment
I hereby acknowledge that COVID-19 is a national health emergency and that I have read, understood and
agree to comply with this policy and procedures therein.
I acknowledge that DHEC and the CDC recommend that all unvaccinated people wear face coverings to
protect against the spread of COVID-19 based on scientific evidence and research studies. I agree that if I
have not been fully vaccinated, I will continue to wear a face mask, socially distance, and take all other
needed precautions to prevent COVID-19 per this policy.
I agree to provide proof of vaccination to the Employee Health Center in order to be exempted from
wearing a face mask.
I agree to follow the minimum standards of social distancing as outlined in this policy and procedures.
I agree to follow the minimum standards of personal hygiene as outlined in this policy and procedures.
I agree not to ask co-workers to disclose their vaccination status.
I agree to wear a face mask regardless of vaccination status when riding in a City vehicle with others.
I acknowledge that failure to comply with any term of this policy without reasonable excuse may result in
disciplinary action, leading up to and including, termination of employment.

Employee’s Name:_______________________________________ Date:____________________

Employee’s Signature: _____________________________________________________________
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Exhibit C
Fully COVID-19 Vaccinated Employee
Form to Opt Out of Face Mask Requirements
A digital version of this form can be found here:
https://cityofgreenvillesc.formstack.com/forms/policy_acknowledgment_hr_712
Pursuant to Executive Order No. 2021-23, issued by Governor Henry McMaster on May 11, 2021, the City
of Greenville has developed this standardized form to permit any employee of the City of Greenville to opt
out from the face covering requirements imposed by HR 7.12 by the City of Greenville.
DHEC and the Centers for Disease Control and Prevention (CDC) have provided guidance stating that the
wearing of face coverings slows the spread of COVID-19. Failure to wear a face covering may subject an
employee to an increased risk of contracting COVID-19 and spreading COVID-19 to others.
By completing this form, you are authorizing you have chosen to opt out of wearing a face covering while
at work. By signing below, I attest that:
•
•
•
•

•

•

•
•

I have signed this form freely and voluntarily.
I am fully vaccinated as defined in HR 7.12 and have provided proof of vaccination to the
Employee Health Center
I understand and agree that nothing herein shall relieve the employee named from any liability
associated with the employee not wearing a face covering.
I acknowledge that DHEC and the CDC recommend that all unvaccinated people wear face
coverings to protect against the spread of COVID-19 based on scientific evidence and research
studies.
To the fullest extent allowed by South Carolina law, I do hereby release and hold harmless the
City of Greenville as well as officials and employees, from and against any and all claims
arising out of, or related in any manner to, my voluntary decision to not wear a face covering
while at work.
I understand that in any situation where social distancing cannot be achieved, (i.e., riding in a
City vehicle with other employees, meetings), all employees must follow the City policy for
wearing a face mask.
In accordance with CDC recommendations, I understand that if I choose to travel, the City may
require a mask to be worn at work for up to 14 days after my return
I will notify the City of Greenville in writing if I choose to revoke my consent.

Print Employee Name: _______________________________________________________
Signature of Employee: ______________________________________________________
Department: _______________________________________________________________
Date: ____________________________________________________________________
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The City of Greenville
Serving...Protecting...Caring
This Handbook is a summary of the City of Greenville's organization and benefits as
well as the policies and procedures you need to know during your employment with
the City of Greenville. More complete information is available through the Human
Resources Department and the City’s Policies and Procedures Manual.

CITY OF GREENVILLE, SOUTH CAROLINA
ACKNOWLEDGEMENT BY EMPLOYEE
OF RECEIPT OF HANDBOOK AND DISCLAIMER OF CONTRACT

DISCLAIMER
THIS HANDBOOK IS INTENDED TO SUMMARIZE DESIGNATED POLICIES, PROCEDURES AND
PRACTICES OF THE CITY OF GREENVILLE, SC. THE EMPLOYEE IS ADVISED THAT BECAUSE
BUSINESS CONDITIONS AND CONSIDERATIONS MAY CHANGE FROM TIME TO TIME, THE
CITY RESERVES THE RIGHT TO MODIFY, AMEND, ELIMINATE OR DEVIATE FROM ANY OR
ALL OF ITS POLICIES, PROCEDURES AND PRACTICES IN ITS SOLE DISCRETION AS IT MAY
CONSIDER APPROPRIATE FOR ITS BUSINESS PURPOSES. THIS HANDBOOK SUPERCEDES
AND REPLACES ANY PRIOR HANDBOOK WHICH IS HEREBY REVOKED, AND DECLARED
NULL AND VOID.
ALL EMPLOYEES ARE FURTHER ADVISED THAT THIS HANDBOOK IS NOT A CONTRACT OF
EMPLOYMENT. THE EMPLOYMENT RELATIONSHIP BETWEEN THE CITY OF GREENVILLE,
SC AND ITS EMPLOYEES IS AT-WILL AND VOLUNTARY. THIS MEANS THAT EITHER THE
CITY OR AN EMPLOYEE CAN TERMINATE THE EMPLOYMENT RELATIONSHIP AT-WILL AND
AT ANY TIME, WITH OR WITHOUT CAUSE, AND WITH OR WITHOUT NOTICE. THE
EMPLOYMENT AT-WILL STATUS OF EACH EMPLOYEE CAN NOT BE ALTERED BY ANY ORAL
STATEMENT OR REPRESENTATION, BUT CAN ONLY BE CHANGED BY A WRITTEN
CONTRACT WHICH MUST BE SIGNED BY CITY COUNCIL.

ACKNOWLEDGEMENT
MY SIGNATURE BELOW ACKNOWLEDGES RECEIPT OF THE NEW HANDBOOK WHICH TAKES
EFFECT IMMEDIATELY. I HAVE READ THE DISCLAIMER WRITTEN ABOVE AND I
UNDERSTAND AND ACKNOWLEDGE THAT THE HANDBOOK IS NOT AN EMPLOYMENT
CONTRACT. I KNOW THAT MY EMPLOYMENT IS “AT-WILL” AND VOLUNTARY AS
DESCRIBED ABOVE.

______________________________________
EMPLOYEE SIGNATURE

_________________________
DATE

_____________________________________
PRINT NAME
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Welcome
Dear Fellow Employee,
As you begin your employment with the City of Greenville, I would like to welcome you to our
organization and invite you to read and become familiar with the contents of this applicant
handbook. I hope that you find it full of helpful and valuable information about the policies,
benefits, procedures, and opportunities to guide and assist you in performing to the best of your
abilities and developing and realizing your potential as one of our valued employees.
Since 1831, the City of Greenville has been serving...protecting...and caring for the citizens of
Greenville. With the help of our employees, we are looking forward to continuing growth and
prosperity as we find new and better ways to serve the citizens' needs.
The policies, procedures, and programs outlined in this handbook are described to keep you
informed of relevant facts about your employment with the City. They are not intended to create
any kind of contractual relationship, and they are subject to change at the City of Greenville's
discretion, with or without notice. While information presented in this manual should give you
answers to most of the general questions you might have about your job, or about the City's
programs and procedures, it cannot cover every situation that might arise. If you have questions
about these guidelines or need further information about any subject, please consult with your
supervisor or the Human Resources Department. We also welcome suggestions for improvements
to any of the City’s policies and procedures covered in this handbook or to other job-related
processes or services. Suggestions on ways to improve our administrative operational procedures
are important to us and are an ideal way to contribute to the City of Greenville's future growth and
our own employees’ development.
Once again, I welcome you and wish you success as we turn to face the numerous challenges,
opportunities, and potential rewards ahead.

Sincerely,

Knox H. White
Mayor
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Introduction
Community Profile
The City of Greenville is located in the Upstate region of South Carolina and is one of the largest
cities in the state with a population just over 60,000. The City is part of the Greenville-SpartanburgPickens MSA and has become the economic hub of the southern portion of the Piedmont plateau.
The area of the City covers over 25 square miles. Although restricted in its ability to expand, the
City draws on a population of over 800,000 within a 30-mile radius of its location.
The City’s climate, natural assets, and economic diversity have combined to reinforce its role as a
regional center for both the state of South Carolina and the Southeastern region of the United States.
The City is recognized as one of the Southeast’s most progressive local governments and has
amassed a notable record of success. It is characterized by active involvement in support of
economic development, provision of high quality services, fiscal conservatism, and a pro-business
attitude.
Form of Government
The City of Greenville operates under a Council/Manager form of government. The Mayor and
City Council are elected by the citizens of Greenville. The citizens of the City of Greenville are
defined as "persons owing loyalty to and entitled by birth or naturalization to the protection of a
state or nation and residents of a city or town, entitled to vote and enjoy other privileges there."
The City's elected officials serve four year terms. Two Council members plus the Mayor are elected
"at-large," which means all voters in the City limits have an opportunity to vote for these positions.
Four Council Members are elected from districts. Only people living in those districts may vote
for these positions. All of Greenville's elected positions are part-time positions. The City Council
is the governing body of the City of Greenville. The Council represents the interests of citizens by
establishing legislative policy and providing direction to the City Manager. The Mayor serves as
presiding officer at City Council meetings, represents the City in a variety of functions, holds those
emergency powers provided by the City Code, and exercises political leadership necessary to
develop consensus or form coalitions among members of council and the community to produce
decisions on policy issues. While the Mayor is the most "visible" of all members of the Council,
the Mayor still only exercises one of the seven votes on the Council. In essence, the job of the
Mayor and City Council is to set the City's policies and priorities. City employees, under the
leadership of the City Manager, carry out the Council's policies and priorities.
The City Manager serves as the link between the policy- and priority-setting activities of City
Council and the service-delivery work of City employees. The City Manager's actions are guided
by Council decisions. These decisions are contained within several documents which the City
Manager and other staff members help prepare, including the City Code of Laws, the City's
Strategic Plan, the Capital Improvement Plan, and the Annual Operating Budget. These documents
are altered from year to year, depending on community needs and/or the community and
organizational directions established by the City Council.
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Council Appointees
The City Council hires and directly supervises only three positions: the City Manager, the City
Attorney and the Municipal Judge. Employees reporting to the City Attorney are administratively
responsible to the City Manager. All other employees of the City of Greenville report directly or
indirectly to the City Manager.
The City Manager provides the Mayor and Council with professional guidance and advice in
formulating City policy, executes and administers those policies in the most effective and efficient
manner, and maintains effective relationships with public and private agencies and organizations
affecting the City's interests.
The City Attorney's Office provides timely legal counsel to the Mayor, City Council, City Manager,
City departments and City boards and commissions; provides litigation services in all state and
federal courts; prosecutes cases before Municipal Court; and coordinates the jury trial docket to
dispose of cases in a timely and equitable manner. Other legal services include monitoring risk
exposure and revising policies and procedures accordingly; verifying property titles and
ownerships; conducting contract negotiations; reviewing draft ordinances and resolutions;
responding to citizen inquiries and complaints; and processing claims.
Municipal Judges impartially dispense justice on crimes committed within the city limits of
Greenville in a fair, equitable, and timely fashion, consistent with the laws, ordinances and
regulations of the State of South Carolina and the City of Greenville. The City of Greenville
employs one full-time Municipal Judge and several part-time Assistant Municipal Judges.
Staff vs. Line Departments
City employees may work in either staff departments or line departments. Staff departments
include Human Resources, Management and Budget, and Economic & Community Development.
These departments assist the City Manager and provide support services to the line departments.
The line departments include Fire, Police, Parks and Recreation, Public Works, Public Information
& Events, and Public Transportation. These departments provide direct services to the public and
so comprise the large majority of employees and resources.
Departments/Divisions/Bureaus
The City organization is divided into two to four levels. Departments report directly to the City
Manager. Departments are made up of divisions. In some cases, divisions are further divided into
bureaus. Bureaus are often divided into work crews.
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Staff Departments
Human Resources
Purpose: Provides and maintains systems to attract, motivate, develop and retain employees and
to maximize their performance and productivity.
Services: Compensation/Benefits - Provides salary administration and employee benefits
coordination to attract and retain qualified employees.
Employment - Recruits and screens employees for all City departments and oversees
the City’s Equal Employment opportunity commitments.
Employee Health - Provides occupational health services designed to decrease
absenteeism, occupational injuries, illnesses and health care costs. Coordinates with
Risk Management and the Employee Assistance Program for employees experiencing
personal or family crises.
Personnel Records - Keeps perpetual Human Resources Files on all individuals
employed by the City, including performance evaluations, pay, and personnel change
transactions.
Training and Employee Services - Provides, through internal and external resources,
City-wide employee, supervisor and manager development, and administers the City's
educational tuition assistance program.
Office of Management & Budget
Purpose: Develops financial strategies and financial policies of the City. Manages cash and
investments by monitoring bank balances, investing excess cash, and projecting cash
needs to ensure positive cash flow. Responsible for procuring goods and services,
contract administration, and grant development.
Services: Accounting - Ensures accurate maintenance of the City's general accounting records in
accordance with local, state, and federal regulations; annually prepares over 21,000
payroll checks for all City employees and maintains individual earnings records;
prepares approximately 14,000 accounts payable checks; maintains the City's fixed asset
inventory records; prepares revenue billings; monitors cash flow and invests the City's
funds; ensures sound financial practices; provides financial information to the City
Manager and operating departments; and produces the Annual Comprehensive Financial
Report.
Administration and Business Licenses - Finance Administration includes the functions
of internal audit, risk management, budget administration, grant administration,
Palmetto Expo contract administration, and the collection of Business Licenses. The
Budget Office prepares the City's operating budget, monitors expenditures to help
ensure compliance with appropriated funding levels, compiles a revenue manual,
prepares the capital improvement program, develops the use of output and outcome
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indicators to evaluate the efficiency and effectiveness of City operations, and prepares
operating and capital budget status reports. The internal audit function conducts
financial compliance audits that examine the adequacy and effectiveness of financial
and operational controls, determines the extent of compliance with established policies
and procedures, and recommends improvements.
Budget - Prepares the City's operating budget, monitors expenditures to help ensure
compliance with the City's designated funding level, and prepares the City's Capital
Improvement Program.
CITS (City Information Technology Systems) - Responsible for services to operate and
manage the city's computing, telecommunications, and network environments; conduct
long and short-range information systems planning; provide general management of
information resources; provide applications software services; manage technical
operations; and oversee data network management.
GIS (Geographic Information Systems) - Develops and utilizes a geo-based information
system through creation and maintenance of reliable, quality geographic data, thereby
providing products and analysis to clients while developing and supporting a distributed
network of users throughout the organization.
Internal Audit - Through a partnership with an independent internal auditing contractor,
conducts finance-related and specific audits of City departments by reviewing the
adequacy and effectiveness of financial and operational controls, thus determining the
extent of compliance with established policies and procedures and making
recommendations for improvements.
Purchasing - Procures all materials, services, and equipment at the lowest possible cost
consistent with the quality and quantity needed; disposes of all confiscated, salvaged,
and obsolete material and equipment on a timely basis; and supports a system of
accountability for fixed assets, materials, equipment, and supplies.
Revenue - Manages the collection of City revenues including property taxes.
Responsible for the daily deposit of City revenues and the distribution of bi-weekly
payroll and weekly accounts payable checks.
Risk Management - Ensures the city has adequate insurance protection and/or reserves
for personnel, property and equipment; and manages workers’ compensation claims,
OSHA Safety Policy, and Safety Training.
Business License - Manages the City Business Licenses function including processing
renewals, conducting field inspections, and auditing financial records to ensure and
monitor proper collections and compliance with City Code.
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Economic and Community Development
Purpose: Promotes economic and community development activity in the city with an emphasis
on increasing the tax base and providing new jobs, eliminating blight, and improving
housing and residential living in the City.
Services: Business Assistance - Creates new programs, assists in financing for development, and
administers the Loan Pool Program and Local Development Corporation.
Building & Property Maintenance – Responsible for the enforcement of building and
property codes as adopted by ordinances and statutes adopted by the City and the State.
Codes are enforced by permit issuance and inspections.
Community Development - Upgrades the living conditions of low- and moderateincome persons in targeted areas of the City. A number of projects are funded by
Community Development Block Grant monies, including low-interest rehabilitation
loans, new home ownership and other housing assistance programs, and the provision
of financial and administrative support to various public improvements and human
service projects.
Economic Development - Negotiates with potential developers, acquires property, and
promotes annexation.
Historic Preservation - Promotes designation of historic buildings and neighborhoods to
enhance the character of the community.
Planning and Zoning – Responsible for comprehensive City Planning in addition to
implementing the new Land Use Ordinances.
Sister Cities - Provides staff liaison to Greenville Sister Cities International, a private
organization sponsoring people-to-people exchanges between Greenville and its two
sister cities.
Westend Market - Through an independent Property Management contracting firm,
manages the Westend Market providing project management, tenant recruitment, and
unified marketing.
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Line Departments
Parks and Recreation
Purpose: Maintains and improves the quality of life for residents through recreational and cultural
opportunities, responsible environmental management, and the development of
programs which address the health, safety, and welfare needs of City residents.
Services: Athletics - Coordinates year-round athletic programs for all ages, both female and male,
in a competitive setting; and promotes sportsmanship, team effort, and positive
socialization.
Beautification - Maintains beautification sites and CBD locations, assists Garden
Councils and Clubs with horticulture concerns, and oversees the turf maintenance
contract for Springwood Cemetery.
Community Centers - Offers general leisure activities and special summer programs at
several locations in target neighborhoods.
Parks Maintenance - Maintains public park lands at sports fields, tennis courts,
basketball courts, playgrounds, and the Richland Cemetery.
Rights-of-Way Maintenance - Maintains medians and rights-of-way, mowing of
community centers, and maintenance of alleyways.
Special Events - Oversees various community events that emphasize family
participation, promotes the leisure facilities of the City, and assists in events which occur
in Greenville. Also, promotes leisure opportunities through the news media, utilizes cosponsors to enhance public awareness/participation, and serves as the City's liaison to
downtown festivals and City advisory boards.
Tree Maintenance - Maintains trees on rights-of-way and public park land, provides
routine pruning and removal of unsafe trees, provides services for emergency tree
trimmings or removals, and enforces the City's Tree Ordinance.
Zoo - Located in Cleveland Park, the Greenville Zoo provides citizens of Greenville
with varied displays/exhibits, including a lagoon, aviary, reptile house, farm yard, and
concession building. Educational programs are offered; the facility also serves as a
sanctuary for threatened and endangered species.
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Fire Department
Purpose: Protects the life and property of Greenville citizens; promotes a safer community
through strict enforcement of existing codes and through the development of programs
that enhance the health, safety, and welfare of City residents.
Services: Emergency Management - Coordinates the City's emergency preparedness program.
Environmental Inspections - Enforces the City's Sanitation and Environmental codes
through the inspection process and issuance of environmental notices of noncompliance for overgrown property, abandoned and junked vehicles, discarded junk
items, litter, etc.
Prevention - Seeks to minimize the loss of life and property through the enforcement of
the National Fire Protection Association Life Safety Codes, the Standard Fire
Prevention Code and the Commercial Maintenance Code. The division investigates all
suspicious fires for cause and origin and provides a public awareness program on fire
hazards and safety procedures.
Services - Provides staff support necessary to maintain operations in the areas of
supply/equipment management, vehicle and equipment maintenance, departmental
training, communications, station maintenance, and budget preparation/execution.
Suppression - Responds to all fire- and non-fire requests for service; inspects
commercial and residential buildings for compliance with adopted codes.
Police Department
Purpose: Protects the life and property of Greenville citizens; promotes a safer community
through strict enforcement of existing codes and through the development of programs
that enhance the health, safety, and welfare of City residents.
Services: Administrative Services - Manages Police support functions including budget, crime
analysis and accreditation; administers the animal control contract with the Greenville
Humane Society.
Community Services - Provides neighborhood-based police services involving the
Community Patrol Officer program and the Community Relations program, which
provide crime prevention, school safety, and drug abuse education.
Investigations - Investigates Part I crimes, including arson and crimes against property,
misdemeanor crimes and juvenile drug cases. Conducts reverse sting and special
surveillance operations on a regular basis. The division provides manpower for a
Special Task Force and for crime victim counseling.
Patrol Services - Provides a mobile response to all calls for service on a 24-hour basis,
handles special events, provides manpower for stakeouts and surveillance, provides
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security for the visits of dignitaries, and investigates misdemeanor cases.
Professional Standards - Investigates all complaints made against police officers for
misconduct and questions of ethics, processes and screens applications, oversees
inspection services for policy compliance and safety in all areas of the Department, acts
as the "Safety Officer" to ensure accidents are reduced, and conducts criminal history
checks for Fire Department applicants.
Support Services - Manages the functions of dispatch, training, front desk, and serving
of warrants. The warrant officers serve warrants with addresses inside the city, and also
transport prisoners and mental patients.
Traffic Enforcement - Monitors and regulates vehicular traffic, investigates traffic
accidents, provides directed patrol, and manages parking control.
Public Works
Purpose: Creates and maintains the physical infrastructure in residential and commercial areas at
the best possible level of service, taking into account the needs of a maturing city and
recognizing the necessity of having a physical infrastructure to accommodate past,
present, and future development.
Services: Engineering - Designs, inspects, and administers the construction of City infrastructure
and community development projects; ensures that private development and public
improvements are in compliance with the City's development ordinances and design
criteria; and provides general engineering information to citizens and City departments.
Other services include surveying, geoprocessing updates, project inspections, drafting,
and building permit reviews.
Fleet Services - Maintains the City's rolling stock.
Sewers - Maintains sanitary sewer lines by cleaning/repairing sewer mains, repairing
manholes, pumping septic tanks, maintaining lift stations, installing lines, and
administering a comprehensive maintenance schedule.
Solid Waste - Provides consolidated garbage, yard waste and trash collection once per
week to homes and small businesses; special pickup services for bulk items; delivery of
utility trailers; seasonal collection of leaves; and curbside residential recycling service.
Storm Drains - Controls the flow of surface water through the maintenance of open
ditches and piped drainage and through the installation of storm drain pipe.
Stormwater - Develops watershed master plans, coordinates improvements to the City
watershed basins, and complies with state/federal mandates related to stormwater
management and water quality design.
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Streets - Maintains City streets, performs construction/rehabilitation work on sidewalks
and curb and gutter sections, and assists in maintenance of State roads within the City.
Traffic Engineering - Provides safe and efficient traffic flow through the use of
regulatory, warning and informational signs and pavement markings; traffic signal
system operations; street light analysis and management of agreements; and traffic
engineering analysis, study and review.
Building Maintenance - Provides maintenance, security, and repair services for all cityowned buildings (including City Hall) for cost-effective operation of facilities, and
provides technical support and assistance to departments in facility construction. This
division also administers contracts for janitorial service, elevator service, and pest
control.
Public Information & Events
Purpose: Encourages, facilitates, and maximizes citizen awareness, input and participation in all
aspects of City government through printed publications and management of the City’s
website and G-TV 15, the City’s government access channel. The Public Information
& Events Department also assists the media in accessing information about City issues,
programs and events, helps coordinate special projects for other City departments, and
provides internal communication to City employees.
Services: Greenville Cares and Neighborhood Services – Assists residents in utilizing City
services and other community resources and works with established neighborhood
associations and emerging organizations to help strengthen and improve Greenville’s
neighborhoods.
Special Events – The City hosts more than 100 events annually that are enjoyed by both
visitors and residents. The events staff strives to provide diversity of events and
entertainment choices, ranging from kayaking to a summer concert series.
Public Transportation
Purpose: Maintains downtown parking services, parking enforcement, and mass transportation
for Greenville County.
Services: Parking Services – Parking Services is responsible for the oversight and operation of the
City’s eleven parking garages and seven surface parking lots, as well as enforcement of
parking throughout the downtown area.
Transit – Greenlink offers eleven fixed routes to destinations all across Greenville
County. All Greenlink buses are wheelchair accessible, and each Greenlink bus is
equipped with a bike rack to make commuting easier for bike riders. The Greenlink
system also features GAP, a complimentary ADA Para transit service provided for
individuals who, because of their disability, are unable to use Greenlink’s fixed route
bus service.
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General Information
Credit Union - All City employees are eligible to join the Greenville Heritage Federal Credit
Union. The credit union is a not-for-profit, member owned financial institution chartered by the
National Credit Union Administration. It provides many services, including mortgage loans, auto
loans, and checking & savings accounts.
Deferred Compensation - The City is a member of the SC State Deferred Compensation System.
This system offers programs designed to set aside money through payroll deduction for retirement
and to defer payment of federal income taxes until money is withdrawn. These plans offer longterm, tax-deferred savings.
Employee Assistance Program (EAP) - The City has contracted with an EAP provider to offer
short-term counseling and referral programs at no cost to City employees. We are all subject to
unexpected situations that may require the assistance of a professional counselor. The EAP helps
employees and their families who may be experiencing alcohol abuse, drug abuse, stress, marital
and family concerns, depression, and anxiety. Any employee experiencing personal problems that
are affecting job performance, family life, personal health, morale, or emotional well-being is
encouraged to contact the EAP.
Payroll Checks – The check stub for each payroll check is available through the ESS system. The
link is located at the bottom of the www.greenvillesc.gov homepage.
Time Sheets - Every two weeks employees will complete an electronic timesheet. The employee
fills out the hours worked during that pay period, noting any overtime, comp time, holiday, general
leave time, etc. Each employee is responsible for completing and approving his/her own time card.
The approval certifies the time is correct. No other employee, including a supervisor, is permitted
to fill out a time sheet for another.
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Policies and Benefits
Alternative Work Schedules (HR Policy 8.1) - The purpose of this policy is to provide standard
parameters for requesting and approving all alternative work schedules. The City of Greenville
endeavors to foster a work environment that maximizes productivity and flexibility for supervisors
and staff. Therefore, the City supports the use of flexible work schedules that are designed to meet
the operating and customer service needs of each department. Creating alternative work schedules
serves the additional purposes of attracting and retaining a diverse and talented workforce,
improving productivity, and providing employees with greater work/life balance. The availability
of flexible work schedules is not intended to change a department’s regular hours of operation, nor
does it alter the responsibility or diminish the authority of supervisors to establish and adjust work
schedules.
At-will Employment (HR Policy 5.1) – No statements in the Human Resource Policies and
Procedures Manual or in any of the City's personnel policies or procedures shall be deemed to
constitute a contract of employment. All classified regular employees of the City are employees atwill who may quit at any time for any or no reason, with or without notice, and who may be
terminated at any time for any lawful reason, or no reason, with or without notice.
Chain-of-Command (HR Policy 5.3) - Employees are expected to honor their chains-of-command
when presenting formal recommendations, registering formal complaints, or attempting formal
resolution of problems. The City endorses an open door policy in which employees of all levels
are encouraged to interact openly with employees of all other levels and stimulate synergy and
creativity among one another. Employees are also expected to enjoy the right of formal appeal,
without retaliation, of adverse actions to higher levels of management.
Charitable Activities and Solicitation (HR Policy 5.3) - The City of Greenville supports
individual employee involvement in charitable activities as long as those activities do not negatively
affect normal City operations. Organization-wide charitable campaigns are limited to the United
Way, the March of Dimes March for Babies, the Easter Seals Brace-A-Child, the Martin Luther
King food and coat drives, and the Salvation Army Angel Tree Program. Departments seeking to
solicit charitable contributions on behalf of generally recognized and reputable charitable
organizations, either from other City employees or from the general public, must be deemed a
“public purpose” or approved by the City Manager. Distribution of literature and/or solicitation of
support for campaigns and causes by employees, during work hours and/or in working areas, is
prohibited with the exception of City authorized charitable fund drives. Solicitation for campaigns
and causes, or distribution of literature by persons other than employees of the City in those areas
of government property which are not open to the public, is prohibited with the exception of City
authorized charitable fund drives. Solicitation for campaigns and causes, or distribution of
literature in those areas of government property which are open to the public, is prohibited to the
extent that such solicitation or distribution substantially disrupts, or materially interferes with,
governmental, administrative, or operational activities.
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Clothing, Personal Appearance & Uniform Policy (HR Policy 5.9) - All City of Greenville
employees are required to present a professional image to the public and clients. This policy sets
forth clothing, uniform, and personal appearance guidelines as well as addresses procuring Citydesignated clothing, clothing allotments and allowances.
Dental Coverage (HR Policy 3.1) - Dental insurance is available for all regular, full-time and
permanent part-time employees. The City of Greenville contributes to the cost of both employee
and dependent coverage. Dental insurance is effective the first of the month following an
employee’s employment date. Employees will be allowed to change coverage or add/drop
dependents at the annual re-enrollment period. In the case of birth, marriage, or divorce, an
employee has 30 days from the event to add or drop dependents to coverage.
Direct Deposit (HR Policy 5.1) – The City requires all non-seasonal employees to utilize direct
deposit for payment of wages. To enroll in direct deposits initially or when changing or cancelling
bank accounts, employees should complete an Authorization Agreement for Payroll Direct Deposit
form (Exhibit A) and submit to the Payroll Division. Employees are allowed up to five (5) different
direct deposit accounts.
Disciplinary Actions (HR Policy 5.2) - Employees of the City of Greenville are expected to
conduct themselves as mature adults and abide by the established rules, regulations and standards
of conduct that have been adopted by the City. When employee conduct violates such rules,
regulations and standards of conduct, it is the City’s policy that corrective disciplinary action is
taken. Although disciplinary action is intended to be corrective, in cases of severe misconduct the
purpose of disciplinary action may be to sever the employment relationship with the offender.
Some offenses or violations of work rules and/or policies are more serious than others. For less
serious offenses, the discipline will usually follow a progression of oral warning, written warning,
and suspension with or without pay for up to five (5) working days, and discharge. Serious offenses
will normally invoke immediate suspension (with or without pay) or termination, skipping the oral
and written warning steps. All disciplinary actions, however, will take into consideration the
seriousness of the offense/violation and may not necessarily follow a single progression of
disciplinary steps. It is the City's intent that most problems between employee and employer be
resolved within the normal chain of command without the employee having to resort to a formal
appeal. Before filing a formal appeal, therefore, the employee must show evidence of having
attempted to resolve the problem within the department through informal means. This includes
discussing the issue with at least one level of supervision higher than the immediate supervisor, and
with the Department Director or the Director of Human Resources in an effort to resolve the
problem. Should a satisfactory resolution not be reached, the employee may invoke the formal
appeal procedure.
Driver’s Standards (HR Policy 7.8) - All City employees required to drive in the performance of
their job responsibilities, whether in a City or personal vehicle, shall maintain an appropriate valid
driver’s license and adhere to acceptable minimum standards established by HR Policy 7.8. Any
conviction for an ordinary or major violation, as defined by HR Policy 7.8, shall be reported by the
employee to their supervisor within ten (10) working days of the violation.
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Employee Attendance Policy (HR Policy 5.5) - Employees are expected to report for work on
time in order to ensure the appropriate delivery of services to the public and other employees. In
the event some of the City's operations are unexpectedly canceled or delayed, such as inclement
weather, timely announcements will be made by local television and radio stations. It is normal,
however, that City services will continue to operate during snow or other severe weather, and
employees will normally be expected to report to work or use General Leave. An employee's failure
to report in a timely manner for work must be authorized and approved by their supervisor or it
must be reported as an unauthorized absence for which no payment will be made. Any employee
having at least three (3) consecutive days of unauthorized absences or three (3) occurrences of
failure to call in at least thirty (30) minutes prior to the start of the normal work shift is subject to
immediate termination.
Employee Recognition & Awards (HR Policy 6.3) - This employee recognition program
encourages and rewards exceptional service demonstrated by City employees.
Engaged to Wait (Category 1) On-Call (HR Policy 2.2) – Category 1 employees are those
nonexempt employees who are on call for seven (7) consecutive days at a time. Employees receive
six (6) hours compensatory time or six (6) hours of pay at their regular hourly rate while holding
this on call status. When these employees are called back to work, they shall receive their regular
hourly rate of pay (beginning with their arrival at the work site) unless the call to work results in
overtime during the pay period. Then, the employee shall receive compensatory time at the rate of
one and a half (1 ½) hours or overtime pay for every hour worked. In addition, if the callback
occurs on a recognized City holiday, the employee will receive Holiday pay on top of any other
compensation earned.
Equal Employment Opportunity (HR Policy 1.2) - The City of Greenville will not itself
discriminate against any employee, manager, supervisor, or applicant on the basis of race, color,
religion, sex, age, national origin, veteran status, disability or genetic information. The City of
Greenville’s supervisors and management will make all recruitment, placement, selection, training,
promotion, layoff, and termination decisions based solely on job-related qualifications and abilities
without regard to race, color, religion, sex, age, national origin, veteran status, disability, or genetic
information.
Exempt Comp Time (HR Policy 2.2) - In addition to receiving exempt leave for the additional
time required to perform the goals and deliverables of their exempt positions, exempt employees
may also have to perform work that is above and beyond the normal work day expectations of the
exempt positions. In these situations (detailed in Policy 2.2) employees may accrue exempt comp
time. Exempt comp time is NOT paid out at termination, and employees may bank up to forty (40)
hours at any one time.
Exempt Leave (HR Policy 2.2) - Exempt salaried employees do not accrue overtime hours
regardless of the number of hours worked in their normal job duties. In recognition of this, exempt
employees are granted forty (40) hours of exempt leave per year, prorated in the first year of
employment.
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Extended Employee Medical Leave (HR Policy 7.4) - A benefit provided by request to full-time
and permanent part-time employees who have exhausted their FMLA entitlement or employees
who are not currently eligible for FMLA. This unpaid leave benefit is subject to the terms and
conditions identified in HR Policy 7.4. The leave may be granted on a case by case basis, at the sole
discretion of the City.
Family & Medical Leave Provisions (HR Policy 4.2) - The purpose of this policy is to provide
guidelines to City departments on implementation of the Federal Family Medical Leave Act of
1993 (FMLA) as amended and the regulations thereunder and to inform eligible employees of
FMLA provisions and their rights under the Act.
Funeral Leave (HR Policy 4.1) - All regular, full-time employees will be granted up to 24 hours
of paid funeral leave for any death in their family for the purpose of making funeral arrangements,
attending a funeral, and/or for bereavement. Funeral leave must be approved by the employee's
supervisor and recorded as such on the employee's time sheet. Additional time off, if needed, can
be allowed by the department, but must be from other paid leave balances, or taken as unpaid leave.
For purposes of this policy, immediate family members shall include: spouse, son, daughter, stepson, step-daughter, father, mother, brother, stepmother, stepfather, sister, father-in-law, mother-inlaw, daughter-in-law, son-in-law, grandmother, grandmother-in-law, grandfather, grandfather-inlaw, grandson, and granddaughter. The death of a permanent resident in the employee's home,
regardless of legal relationship, will also qualify the employee for funeral leave provisions.
Exceptions for other family relations not identified in this list may be granted by the Human
Resources Director. Employees who receive funeral leave may be asked to provide a copy of the
obituary, or other related documentation, to their Department Director. Funeral leave must be taken
within one week of the death.
General Conduct Expectations (HR Policy 5.3) - All employees have the obligation to help
ensure pleasant working conditions for all co-workers and a harassment-free, productive work
environment. Responsible and courteous conduct in the workplace is essential for the safe,
efficient, and professional rendering of public services by the City of Greenville. All employees
are expected to carry out their individual responsibilities in a way that respects the obligations of
co-workers and which recognizes that teamwork requires diligence in performance of one’s own
duties and deference to the needs and feelings of other employees. Employees should anticipate
disciplinary action, which on occasion may include termination, when they repeatedly and
persistently engage in practices which require an excessive amount of supervision from their
superiors, or when their demeanor in dealing with co-workers, or the public, generates or
exacerbates disputes.
Unprofessional conduct is unacceptable and will not be tolerated. Employees are urged to report
incidents of unprofessional and offensive conduct by any employee to their supervisor, department
head, or to the Human Resources Director.
Employees are required to, (i.e. "they must") report any known unethical, and/or illegal, on-thejob activities of their co-workers or supervisors. Not to do so is itself unethical, constitutes
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complicity in the activity, and may be a violation of law subject to criminal penalties. Such reports
will be brought to the City Manager by the employee or supervisor receiving the initial report. Each
instance will be investigated, and appropriate actions taken based on the investigation's findings.
All employees, whether operating in an official or unofficial capacity, are required to comply with
the provisions of privacy legislation. Any personal information recorded about any employee is
not to be discussed or released, unless authorized in writing by the employee. This information can
include social security number, birth date, compensation, medical treatment and medical records
and any other similarly sensitive information.
IN NO EVENT WILL THE REPORTING EMPLOYEE BE DISCIPLINED IN ANY WAY FOR
HIS/HER VALID EFFORTS TO REPORT KNOWN OR REASONABLY SUSPECTED
ILLEGAL, UNETHICAL, OR UNPROFESSIONAL CONDUCT, NOR WILL RETALIATION
BE ALLOWED AGAINST ANY PERSONS REPORTING OR ASSISTING IN THE
INVESTIGATION OF A COMPLAINT OF UNPROFESSIONAL, UNETHICAL, OR ILLEGAL
CONDUCT.
General Leave (HR Policy 4.1) - General leave shall be earned by all regular, full-time employees
during continuous service as follows:
Years of Employment

First Year (5% of standard work
hours earned as GL)
Second through Tenth Years
(6.92% of standard work hours
earned as GL)
Eleventh through Twentieth
Years (8.85% of standard work
hours earned as GL)
Twenty-first year and beyond
(10.77 of standard work hours
earned as GL)

Civilian (Except NE
Comm. Spec), EX
Sworn Police, EX or
NE Sworn Fire
(Admin, Prev, Svcs)
104

Sworn NE
Police & NE
Comm.
Specialist

Sworn NE
Fire
(Supp.)

Sworn EX
Fire
(Supp.)

111.80

137.90

146

144

154.73

190.85

202.06

184

197.89

244.08

258.42

224

240.82

297.04

314.48

Permanent part-time employees working twenty (20) hours per week or more are eligible to receive
one-half (1/2) of the general leave benefits accrued by regular, full-time employees.
General leave may be used for vacation, illness of the employee, death or illness in the employee's
family, or personal business. General leave accrues bi-weekly. The maximum accumulation of
general leave hours is 720. Employees who leave or retire from the City will be paid for all
accumulated general leave as part of their final paycheck.
All non-emergency leave must be prearranged with the employee’s supervisor. Permission to take
non-emergency general leave is at the sole discretion of the supervisor. Requests for emergency
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leave, including leave for sickness, must be made as soon as possible by the employee requesting
the leave. Employees requesting leave in emergency situations, including sickness, must call their
supervisor within thirty (30) minutes of their normal time to report to work. If the employee is
unable to call, then a responsible family member or friend should call the supervisor. Supervisors
may require doctors' notes or other appropriate certification for emergency leave greater than three
(3) consecutive work days.
Grievance Procedure (HR Policy 5.2) - It is the City's intent that most problems between
employee and employer be resolved within the normal chain of command without the employee
having to resort to a formal appeal to the Peer Review process. Before filing a formal appeal for
Peer Review, therefore, the employee must show evidence of having tried to resolve the problem
within the department through informal means. This includes discussing the issue with at least one
level of supervision higher than the immediate supervisor, and with the Department Head or the
Director of Human Resources in an effort to resolve the problem. Should a satisfactory resolution
not be reached, the employee may invoke the formal appeal procedure.
This policy does not apply to probationary employees. Any non-probationary employee may file
a formal appeal for Peer Review of certain management actions taken by the City which adversely
impact the employee's employment with the City. Appealable actions may include disciplinary
suspensions, termination, unsafe, or hostile work conditions, involuntary or retaliatory transfers,
promotions, demotions, and/or failure by a co-worker or supervisor to follow City policies or
regulations. Compensation matters and routine performance appraisals are not eligible for appeal
to the Peer Review Committee, but may be discussed with the Department Head and/or Human
Resources Director in the event a gross injustice or inequity is alleged, and employees may as of
right include written objections on such matters in their personnel files.
Holidays (HR Policy 3.3) – The City provides full-time and permanent part-time employees eleven
(11) paid holidays per year. Ten (10) of these holidays are designated annually around traditional
national holidays. The eleventh is a personal floater holiday to be designated by the employee each
year with the approval of supervision. Holidays cannot be carried over from year to year. All
holidays will be treated as essential “floater” holidays for employees who occupy positions
providing essential services year round, such as Sworn Police and Fire personnel, Communications
Specialists, Ministerial Recorders, operational Greenlink personnel, and operational Zoo personnel.
An employee can only use an essential floater holiday after the holiday has occurred. Permanent
part-time employees will be paid four (4) hours of holiday pay or half the benefit paid to regular
full-time employees. Personal floater and essential floater holidays for Sworn Nonexempt Police
and Sworn Nonexempt and Exempt Fire personnel will be pro-rated accordingly.
Illness and Injuries (HR Policy 7.1) - If a personal injury or illness arises out of and in the course
of employment, normally the injured or sick employee will be taken to the Occupational Health
Clinic for treatment. The normal operating hours of the Occupational Health Clinic are 8:00 a.m.
to 5:00 p.m., Monday through Friday. If an injury appears to be non-critical, and it occurs before
or after these hours, the supervisor or his/her designee will make the determination to send the
injured employee to an approved medical facility for treatment or wait until he or she can be seen
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at the Occupational Health Clinic. If the injury appears to be critical, the employee, at the direction
of the supervisor or his/her designee, shall be taken to the nearest hospital facility for treatment as
expeditiously as possible. The Occupational Health Nurse shall be advised as soon as possible of
the incident. Emergency Medical Services (EMS) will be called for seriously-injured or ill
employees.
Insurance Coverage (HR Policy 3.1) - Medical, dental, flexible spending accounts, LTD, STD,
Basic Life/AD&D, employee supplemental life, cancer/accident/critical care insurance, spouse life
insurance, and child life insurance are available to all eligible full-time and full-time equivalent
employees according to the provisions of the City of Greenville's medical benefits plans. Medical,
dental, and flexible spending accounts are available to all permanent part-time employees.
Employees should refer to the Benefits Packet for the outline of the plans. The City of Greenville
offers optional cancer/accident/critical care insurance coverage through payroll deduction that pays
the employee directly for any treatment related to cancer or a defined accident or condition.
Payments are based on a fixed schedule and would be paid in addition to medical benefits.
Jury Duty (HR Policy 4.1) - The City of Greenville will continue normal compensation for
employees required to serve jury duty. In the event such duty is for an extended period, it is
expected that the employee will provide attention to his/her normal duties as such jury service may
permit.
Longevity Bonus (HR Policy 3.1) - All regular, full-time and permanent part-time employees of
the City of Greenville are eligible for longevity bonus pay which will be paid in a lump sum. The
bonus will be paid every fifth anniversary date in accordance with the schedule in Policy 6.3.
Meal Periods (HR Policies 2.2 and 5.5) – Any regularly scheduled work day of eight (8) hours or
more for nonexempt civilian employees should provide the employee with at least a thirty (30)
minute unpaid meal break each day. The meal break varies by department from ½ to 1 hour. In
order to be unpaid time, the meal break must be a span of at least thirty (30) minutes uninterrupted
time where the employee is completely relieved of duty.
Medical Clearance (HR Policy 7.1) - All City employees are required to report to the Occupational
Health Nurse for a Return to Work Permit following an absence due to illness or injury of three (3)
consecutive work days or more. All employees must report to the Occupational Health Nurse after
any absence of less than three (3) days if the employee sustained an occupational injury or illness,
or has had emergency room or hospital care.
Medical Coverage (HR Policy 3.1) - Medical coverage is available for all regular, full-time and
part-time employees working more than twenty (20) hours per week. Employees have the choice
between two PPO medical plans. The City of Greenville contributes to the cost of both employee
and dependent coverage. The employee’s portion of the premium may be paid by either pre-tax or
post-tax payroll deduction. Medical insurance is effective the first of the month following the
employment date. According to Section 125 (pre-tax deductions), employees may only change
coverage or add/drop dependents at the annual re-enrollment period. In the case of birth, marriage
or divorce, the employee has thirty (30) days from the event to add or drop dependents.
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Military Leave (HR Policy 4.3) - The City of Greenville will grant up to fifteen (15) paid work
days per year for military leave for temporary military training or duty. An additional thirty (30)
paid work days may be granted in the event of activation for emergency service.
Nepotism (HR Policy 1.3) - No applicant, however well qualified, who is a close relative of a
member of management may be hired into a position, nor be later assigned or promoted into a
position that would place him/her in the direct chain-of-command of the close relative. Close
relatives shall be defined as son, daughter, mother, father, brother, sister, grandfather, grandmother,
son-in-law, daughter-in-law, mother-in-law, father-in-law, grandson, granddaughter, and spouse.
Outside Employment (HR Policy 5.3) -The City's Code of Ethics prohibits any outside
employment which may cause or appear to cause a conflict with the normal discharge of an
employee's duties for the City. Any employee holding or planning to hold a second job must
provide, in writing, the place, hours, and nature of the secondary employment to their supervisor
and department head and obtain approval from the department head prior to beginning work on a
second job. Such notice shall be submitted to Human Resources to be placed in the employee's
personnel file.
Overtime and Compensatory Time (HR Policy 2.2) - All employees of the City of Greenville
may be required to work overtime from time to time. All overtime must be approved by a
department head or a department employee who has been designated by the department head to
authorize overtime. It is the City’s policy to either compensate or grant compensatory time-off
(computed at 1 ½ times the regular rate of base pay) to all non-exempt employees for hours worked
in excess of their overtime threshold, as detailed in Policy 2.2.
Pay Schedule - The City is on a biweekly pay schedule and direct deposit pay stubs are distributed
every other Thursday. In the event a pay stub distribution falls on an official holiday, they will be
ready the day before.
Performance Appraisals (HR Policy 6.1) - Documented performance evaluations for all
employees are required starting one year after date of hire (employment anniversary) and each year
thereafter on October 1st provided their employment is uninterrupted. Performance merit increases
in compensation are directly linked to annual performance appraisal scores.
Physical Examinations (HR Policy 7.1) - All employees occupying “Safety Sensitive” positions
automatically receive a mandatory annual physical from the City’s Occupational Health Center.
These employees will be scheduled by the City’s Occupational Health Nurse for an annual
appointment. All City employees not required to have mandatory physicals are strongly encouraged
to contact the City Nurse to arrange voluntary annual physical examinations. Annual physicals and
lab tests are a free benefit to City employees. In the case of illness, the Health Center is available
for all City employees during regular office hours.
Probationary Periods (HR Policy 5.1) - Probationary periods will be established based in part on
training required for the position as determined by the department head and the Human Resources
Director. All City employees will serve a minimum six (6) month probation beginning on the
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employment date. Some employees may have probation periods up to twelve (12) months where
positions require extended training. The Probationary period for any City employee may be
extended up to three (3) additional months by providing written notice to the employee. Any such
extension must be coordinated with the Human Resources Director prior to being delivered to the
employee. Extensions will be granted in those cases where the supervisor feels the employee's
performance requires further evaluation and there is a good probability of success if the period is
extended.
Promotions (HR Policy 2.1) – A promotion is defined as the assumption of job duties and
responsibilities that are higher in character/scope than in the previous position. For the purposes of
compensation administration, a promotion occurs when the new job is of a higher pay grade than
the prior job. A promoted employee shall be paid at least the minimum salary of the new range for
the position. Promotional pay increases may range up to ten percent (10%) within the limits of the
pay range for the job (or the minimum of the new range, if greater than 10%) and follow the same
approval guidelines as starting salaries for new hires. Departments shall consult with Human
Resources to conduct internal equity analysis to determine the promotional increase before making
a promotion.
Public Records (HR Policy 8.4) – This policy establishes effective guidelines for the retention
and destruction as well as storage, retrieval, and return of public records generated and owned by
City of Greenville departments.
Reduction in Force (RIF) (HR Policy 1.8) - The purpose of this policy is to establish the process
for implementation of a reduction in force (RIF). A RIF may become necessary because of lack
of work, lack of funds, a decrease in the need of services of a position, a re-priorization of service
needs, reorganization, outsourcing or privatization, or a material change in duties. A RIF decision
can also occur when the duties assigned to a position change significantly so that an employee is
no longer able to perform the required duties. The City retains the right to make RIF decisions in
a fair and equitable manner consistent with this policy.
Retirement Programs (HR Policy 3.2) - The City of Greenville is a member of the South Carolina
State (SCRS) and Police Officers (PORS) defined benefit Retirement Systems. Regular, full-time,
and permanent part-time employees are required by state law to contribute to the system through
payroll deductions.
Employee Contributions of gross pay bi-weekly to retirement system:
SCRS Class II and III
Members

PORS Class II and III
Members

9.00%

9.75%

SCRS Class II and III
Members

PORS Class II and III
Members

14.56%

17.24%

Effective July 1, 2017
Employer Contributions to retirement system:

Effective July 1, 2018
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Benefits of the Retirement System include:
Class II Members (Employees hired on or before June 30, 2012) & Class III Members (Employees
hired on or after July 1, 2012):
•
•
•

A monthly annuity at retirement, vesting after five (5) years of service for Class II members
and vesting after eight (8) years of service for Class III members
Disability retirement eligibility after five (5) years for non-work related injuries for Class II
and after eight (8) years of service for Class III members
Life insurance (if the employee dies in-service) equal to one times the annual salary after at
least one year of service credit

Firefighters are covered under the Firemen's Pension Fund. Regular, full-time employees are
required to contribute to the system thru payroll deductions. Benefits of the Pension Fund include:
monthly income at retirement, ten percent (10%) vesting after ten (10) years, and disability
retirement availability if needed. All members of the Firemen’s Pension Fund are required to
contribute 6.585% to the pension fund through payroll deduction. The City contributes 17.615% of
each sworn firefighter’s gross wages to the employee’s pension plan. The City’s Firemen’s
Pension Board will notify the City of any increases related to the Firemen’s Pension.
Salary Basis and Safe Harbor Provisions (HR Policy 2.3) – It is the City of Greenville’s policy
to comply with applicable wage and hour laws and regulations. Accordingly, the City of Greenville
intends that deductions be made from employees’ pay only in circumstances permitted by the Fair
Labor Standards Act and the U.S. Department of Labor’s rules governing the salary basis of pay
for exempt employees. These regulations, including those specific to the public sector, can be
found in Title 29 of the Code of Federal Regulations (29 C.F.R. 541.602; 29 C.F.R. 541.603;29
C.F.R.541.710).
Service Awards (HR Policy 6.3) -The Service Awards Program recognizes and commends the key
role that each individual makes to the City of Greenville's progress by recognizing the growing
contribution made through continuous service with the City. Awards in the Service Awards
Program are pins having an appropriate designation of service to the City. These awards will be
presented after five (5) full years of continuous service and will continue being given every fifth
(5th) year thereafter up to fifty (50) years of continuous service. Certificates will also be issued for
each five (5) years of recognized service after the completion of ten (10) years of continuous
service. All employees will be eligible for Service Pins.
Sexual Harassment (HR Policy 5.6) - The City of Greenville does not tolerate sexual harassment.
The City provides procedures for victims of sexual harassment to report such sexual harassment,
and the City enforces disciplinary penalties on those who commit sexual harassment. No person,
employee or third party, no matter his or her title or position, has the authority, expressed, actual,
apparent or implied, to commit sexual harassment. The City of Greenville prohibits, forbids, and
does not tolerate any employee, manager or visitor, male or female, to harass an employee or nonemployee participant in the workplace, or to create a hostile or intolerable working environment by
exhibiting, committing, or encouraging conduct comprising sexual harassment. The same standards
of conduct applicable to employees shall apply to and be expected of contractors, consultants,
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customers and visitors conducting business with or on behalf of the City, or using any City facility.
All sexual harassment must be reported and must be investigated. All employees, managers and
supervisors are expected to cooperate with any investigation of workplace wrongdoing and/or risk
termination, and all employees, including supervisors and managers, will be subject to severe
discipline, up to and including discharge, for any act of sexual harassment they are believed to have
committed. No employee, supervisor or manager shall be permitted to retaliate against another
employee, supervisor or manager for participating in or cooperating with an investigation of
wrongdoing, and, if believed to have retaliated, shall be subject to severe disciplinary action up to
and including termination.
Substance Abuse (HR Policy 7.6) - It is the policy of the City of Greenville to provide a work
environment which is free of alcohol and illegal drugs. City policy prohibits the possession, use,
distribution or sale of illegal drugs, non-prescribed prescription drugs and alcoholic beverages.
Moreover, because of the serious safety consequences, employees are prohibited from reporting for
work or being at work with a detectable level of any intoxicating or mind-altering substance on
their person or in their bodies.
Telecommuting (HR Policy 8.2) - The City enables department heads to promote general office
efficiencies by allowing eligible employees to telecommute. This policy applies specifically to
those employees whose job responsibilities are amenable to a telecommuting arrangement. This
policy does not apply in situations related to telecommuting offered as a result of providing
reasonable accommodation for qualified individuals with a disability.
Telephone/Telecommute Employees (Category 3) On Call Status (HR Policy 2.2) – This
applies to nonexempt employees who are required to carry communication devices, are subject to
call-out for emergencies, and are able/required to perform essential on-call job duties via the
telephone or by telecommuting. When on call for seven (7) consecutive days, these employees
receive six (6) hours of pay at their regular rate. If they are able to respond to a call via
telecommuting devices or by reporting to the job site, their service is compensated at their regular
hourly rate of pay unless the call-out results in overtime during the work week. If the call-out
results in overtime, the service shall be compensated at the rate of 1½ hours for every hour worked
(overtime or compensatory time off earned). If the call-out occurs on a recognized City holiday,
the employee shall receive the holiday pay in addition to any other compensation earned. In the
event additional assistance is needed beyond the employee(s) on call, the backup(s) will fall into a
modified Category 2 employee to be compensated for only time spent per occurrence or actual time
worked if telecommuting, or will follow the Waiting to be Engaged (Category 2) policy if the
employee is required to report to the work location.
Term Life Insurance (HR Policy 3.1) - Regular, full-time employees of the City of Greenville are
provided Term Life Insurance and Accidental Death and Dismemberment Insurance. This coverage
may be converted to a permanent, individual policy upon leaving employment with the City of
Greenville. Supplemental Term Life Insurance is available through payroll deductions. Dependent
Term Life Insurance is available through payroll deduction to cover a spouse and/or eligible
dependent child(ren).
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Tobacco-Free Work Environment (HR Policy 7.7) - The use of tobacco or nicotine products of
any kind is prohibited in all City-owned, employee occupied buildings/facilities, and in all Cityowned vehicles. Tobacco products include but are not limited to cigarettes, cigars, cigarillos, pipes,
chewing tobacco, snuff, dip and loose tobacco via pipe, hookah, hand rolled cigarettes and
electronic cigarettes.
Tuition Reimbursement (HR Policy 6.2) - The City encourages employees to continue their
personal and professional development by offering tuition reimbursement and other development
programs. Application for tuition reimbursement must be made and approved prior to enrollment
in a course for which an employee seeks reimbursement. Application forms for assistance will be
available through the Human Resources Department or at M:/Cityinfo/E-forms/HR
Unpaid Leave (HR Policy 4.2) - In the event an employee requires time off from work beyond all
available leave, the employee may submit a request for an unpaid leave of absence to his/her
department head. The department head must advise the Human Resources Director and together
they will determine whether to grant the request and will notify the employee of their decision. The
employee will be responsible for paying his or her share of benefit costs during such unpaid
absences.
Unpaid Leave for Family and Medical Necessities (Family and Medical Leave Act) (HR Policy
4.2) - The Family and Medical Leave Act of 1993 requires certain employers, including the City of
Greenville, to provide up to twelve (12) weeks of unpaid leave during a twelve (12) month period
at the time of (1) birth, adoption, or foster care placement of a child; or, (2) if a serious health
condition affects the employee, or the employee's spouse, child, or parent. An employee eligible
for this leave must have worked for the City for at least twelve (12) months. Upon return to work,
the employee must be restored to his or her previous position, or an equivalent position (except for
key employees as defined below), without loss of pay or benefits. An equivalent position is one of
substantially similar duties and responsibilities. In addition, an eligible employee is entitled to 26
work weeks of leave to care for a covered military service member with a serious injury or illness
during a single 12-month period.
Volunteers (HR Policy 1.6) - The City greatly benefits from the services provided by skilled,
capable, and motivated volunteers and encourages the involvement of City of Greenville citizens
and volunteer organizations. The City’s Volunteer Program not only provides citizens the ability
to develop a deeper understanding of City government and opportunity to enhance our community,
but also allows the City to conserve valuable resources. The City of Greenville welcomes
volunteers of all backgrounds and abilities, providing equal access to available positions for which
they are qualified and possess the ability to do the job.
Under this policy, volunteers are uncompensated persons, including students and community
service workers, who perform volunteer services related to the business of the City for their benefit
and who support the activities of the City to gain experience or meet requirements in specific
endeavors. Volunteers are not covered by the Fair Labor Standards Act and are not considered
employees for any purpose. Therefore, they are not eligible for compensation or any City benefits
as a result of their volunteer association. Volunteers will not be engaged in work which facilitates
the loss of an existing employee’s job.
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Each City Department utilizing individual volunteers and/or volunteer groups is responsible for
coordinating and managing its volunteer efforts consistent with this policy. Each department is
also responsible for establishing the types of and duration of volunteer opportunities. Volunteer
assignments may range from one-time events to longer-term, specific assignments on a periodic
basis. The Volunteer Coordinator has the right to refuse or dismiss any individual or group that
fails or cannot uphold its volunteer obligations.
Waiting to be Engaged (Category 2 Employees) On-Call (HR Policy 2.2) – Category 2 covers
nonexempt employees who are subject to call-back for non-routine situations but who are not on
weekly call-in status. Employees receive no compensation unless they actually report to duty. If
they report to duty, the callback shall result in a minimum of two (2) hours for each occurrence for
which they are required to report for purposes of calculating compensation. When these employees
are called back to work, they shall receive their regular hourly rate of pay (beginning from the time
of call) unless the call to work results in overtime during the pay period. Then, the employee shall
receive compensatory time at the rate of one and a half (1 ½) hours or overtime pay for every hour
worked. In addition, if the callback occurs on a recognized City holiday, the employee will receive
Holiday pay on top of any other compensation earned. Any employee who is called into work who
does not have a take-home City vehicle will receive mileage expense at the adopted rate from their
home and return.
Worker’s Compensation (HR Policy 7.3) - All City employees are covered under the provisions
of the Worker’s Compensation Act. This Act provides monetary protection for the employee and
his or her dependents in the event of injury or death while conducting work for the City. Workrelated injuries must be reported to the immediate supervisor and Occupational Nurse immediately.
Work Schedules (HR Policy 5.5) – The normal hours for the City of Greenville, excluding
continuous operations and some Public Works divisions, are eight (8) hour work days, 8:00 a.m. –
5:00 p.m., Monday through Friday. Operational department business hours may vary to meet the
needs of the public. Scheduled hours shall include the regular time period during which an
employee is scheduled to work. Schedules shall be subject to change by department management
to meet service demands, and/or effectively manage personnel costs. As allowed under the FLSA,
the City of Greenville has the authority to implement across-the-board change in employee
schedules without consulting the employee. It is the employee’s responsibility to know and comply
with his or her work schedule. The City expects all employees to be reliable and punctual in
reporting for scheduled work.
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1.00 – Introduction and Welcome

1.01 - Welcome Letter and Approval
The Greenville Transit Authority d.b.a Greenlink (“GTA” or “Greenlink”) is a joint governmental
authority created by the City of Greenville and Greenville County. The City through its Public
Transportation Department performs administrative functions for GTA pursuant to a 2008 intergovernmental agreement with GTA, which agreement was renewed in 2013. Greenlink’s mission is to
provide safe, efficient, cost effective and sustainable services to the citizens of Greenville and Greenville
County, South Carolina.
GTA is the oversight board and federal grantee of funds that are used to operate Greenlink. While GTA
owns all assets, all employees are employed by the City of Greenville. Greenlink consists of full and part
time administrative, support, and maintenance personnel who are responsible for operation and success
of the Public Transportation Department. The City appreciates the contributions of all its staff and its
commitment to adhere to the highest standards of performance.
We want you to succeed professionally. This Operations Handbook covers important information
regarding the operational and safety requirements that all personnel are responsible for adhering to. It is
imperative that you familiarize yourself with the policies and procedures outlined in this handbook to
ensure your compliance with these requirements. Doing so will allow you to perform your
responsibilities in a confident and successful manner. At any time, if you have questions regarding the
contents of this handbook, it is your responsibility to seek clarification and/or further information from
Greenlink management.

Sincerely,

_____________________________
James C Keel
Director
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1.02 – Management & Staff
The management team is made up of several full time positions, most of which have an office at the
Greenlink Terminal at 100 W. McBee Ave. The staff is made up of operators, mechanics, supervisors,
information specialists, administrative assistants, and facilities personnel. A brief summary of each
position is listed below:
•

Public Transportation Director – Responsible for overseeing all units within the department
including service operations, service planning, fiscal planning, maintenance operations and
supporting units.

•

Transit Operations & Safety Manager – Oversees all daily transit operations tasks and all safety
related tasked including ongoing/refresher training for staff, accident investigations, and safetysensitive policy development.

•

Transit Planning and Grants Coordinator – Conducts short and long-range transit planning and
coordination with city/county/state agencies, applies for state and federal grants, reports
operating data to National Transit Database.

•

Fleet Manager – Manages daily operations of the Greenlink maintenance facility.

•

Marketing and Public Affairs Manager – Oversees advertising campaigns and sales to increase
Greenlink revenue; serves as the community liaison for Greenlink by coordinating with media,
elected officials, and community stakeholders regarding Greenlink initiatives.

•

Supervisor – Supervises fixed routes and paratransit at the Greenlink Terminal; ensures routes
operate efficiently and safely; direct supervisor for operators.

•

Information Specialist – Responsible for overseeing all operations in the dispatch booth; serves
as the point of contact for all operators on route by both phone and two-way radio.

•

Administrative Assistant – Ensure that day-to-day clerical/administrative functions necessary in
effective office management are performed.

•

Shop Foreman - Working supervisor, provide hands-on training, technical support, direction,
repairs, and diagnostic evaluations of vehicles.

•

Mechanic – Performs repair or maintenance to vehicles.

•

Bus Servicer – Clean and maintain appearance of transit vehicles; services vehicles at the end of
daily service.

•

Facilities Servicer - Cleans, organizes, and maintains the appearance of the Greenlink Transfer
Center’s interior and exterior, and maintain the center’s grounds.
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2.00 Administrative and Operations Policies

2.01 – Greenlink Customer Ridership Policy
Greenlink customers are asked to adhere the Ridership Policies outlined below:
Elderly Disabled Seating
The aisle facing bench seats at the front of the buses are reserved for the use of disabled and elderly
passengers. Non-qualifying passengers must vacate such seating upon request of any Greenlink Operator
or employee.
Smoking Prohibited
No person shall smoke tobacco or any other substance (including e-cigarettes), or carry any burning or
smoldering substance, in any form, aboard a Greenlink vehicle or within the boundaries of any Greenlink
terminal.
Alcohol and Drugs Prohibited
No person shall use or possess alcohol or illegal drugs on/in a Greenlink vehicle or Terminal, except for
lawfully possessed and unopened alcoholic beverages.
Criminal Activity
No person shall engage in any activity prohibited by Federal, State, or Municipal law while on a
Greenlink vehicle, or within a Greenlink terminal, or any part of the Greenlink system.
Threatening or Offensive Language
No person shall intentionally or recklessly disturb, harass, or intimidate another person by means of
threatening or offensive language, or obscenities on a Greenlink vehicle or in a Greenlink terminal or bus
stop.
Food and Beverage
For the protection of public safety, no person shall bring aboard a Greenlink vehicle any food or
beverage in any open containers. No person shall consume food or alcohol on any Greenlink vehicle.
Passengers may consume non-alcoholic beverages only from containers made of plastic or metals with
snap-on or screw-on lids.
Littering or Spitting
No person shall discard or deposit, other than into a trash receptacle provided for that purpose, any
rubbish, trash, debris, cigarette butts or offensive substance in or upon a Greenlink vehicles, terminals or
bus stops. No person shall spit, expectorate, defecate, or urinate in or upon any Greenlink vehicles,
terminals or bus stops.
Safety:
a. All passengers (except infants who are held) must wear shoes, pants/shorts and shirt, a
dress/skirt or comparable clothing on Greenlink vehicles and in Greenlink terminals. In addition,
all passengers must cover any exposed skin that may transmit communicable disease.
b. No person shall in any manner hang onto, or attach himself or herself onto any exterior part of a
Greenlink vehicle at any time. In addition, no person shall extend any portion of his or her body
through any door or window of a Greenlink vehicle.
c. No person shall ride a skateboard or bicycle, or roller skate or in-line skate in a Greenlink
vehicle or in and around Greenlink terminals.

Operations Handbook
Section Heading:
2.00 Administrative and Operations Policies
Document Title:
2.01 – Greenlink Customer Ridership Policy

Effective Date: 2/19/2016
Last Update: 12/31/2019
Page 2 of 4

………………………………………………………………………………………………………………
d. No person shall throw or cause to be thrown or projected, any object at or within a Greenlink
vehicle, Greenlink terminal or Greenlink shelter.
e. No person shall interfere, in any manner, with the safe operation or movement of any Greenlink
vehicle.
f. No person shall impede or block the free movement of passengers, or otherwise disrupt the
functions of Greenlink terminals, vehicles or shelters.
g. No person shall engage in unnecessary conversation with the Greenlink Operators.
h. Remain behind yellow/white standee line while bus is in motion.
Harassment
No person shall intentionally or recklessly harass or annoy another person by:
a. Subjecting such other person to offensive physical contact;
b. Publicly insulting such other person by abusive words, racial slurs or gestures in a manner
intended and likely to provoke a violent response; or
c. Making sexually harassing comments or gestures.
Disorderly Conduct
No person shall intentionally or recklessly cause inconvenience, annoyance or alarm to another by:
a. Fighting, or violent, tumultuous, or threatening action (physical or verbal), within any Greenlink
vehicle, terminal, bus stop or shelter;
b. Fake fighting, slap boxing or engaging in any other horse-play that may escalate and/or interfere
with the comfort and safety of any other passenger;
c. Making unreasonable noise within any Greenlink vehicle or terminal;
d. Obstructing the free movement of passengers within any Greenlink vehicle or terminal; and,
e. Creating a hazardous or physically offensive condition within Greenlink vehicle terminal.
Animals
No person shall bring or carry aboard a GTA vehicle, or take into a GTA station, any animal not housed
in an enclosed animal carrier. The animal carrier must not exceed 19”x13”x9” in size, have ventilation
on 2 or more sides, and be leak- and escape-proof. Animals must be able to stand up, turn around, and lie
down in their carrier. Service animals are exempt from this policy.
Packages / Strollers
Any packages or parcels brought aboard a Greenlink vehicle must be able to be stored on and/or below
one seat (if available), and must be secured so as to prevent displacement should the vehicle have to
make a sudden stop or sharp turn. In no event shall any package or parcel be allowed to block access to
any aisle or stairway.
No person shall bring or carry aboard any Greenlink vehicle a carriage or stroller unless such item is
folded and unoccupied. Carriages and strollers must remain folded while aboard the Greenlink vehicle.
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Electronic Devices
No person shall play radios, tape players, personal communication devices or any other audio device or
musical instruments on a Greenlink vehicle or in a Greenlink terminal, unless the sound produced
thereby is only audible through earphones to the person carrying the device.
Repulsive Odors
No person shall board or remain on a Greenlink vehicle or enter or remain in a Greenlink terminal if the
person emits/applies excessive fragrances, lotions, perfumes, colognes or odors that disturbs other
Greenlink passengers or employees on the vehicle or in the terminal and which causes a nuisance or
extreme discomfort to Greenlink passengers or employees.
Emergency Exit
No person shall activate the “Emergency Exit” or alarm device of a Greenlink vehicle or in a Greenlink
terminal in the absence of an emergency.
Greenlink Seats
No person shall place his or her feet on any seat of any Greenlink vehicle or Greenlink terminal seating.
Weapons / Hazardous Items
No person, except a Law Enforcement Officer, shall bring into or carry aboard a Greenlink vehicle, or
bring into a Greenlink terminal, any knife, gun, bow/arrow, explosive device or material, fireworks,
blackjack, club, and/or any illegal or unlawfully possessed weapon of any kind.
Pornography
No person shall read, view, expose or utilize any form of pornographic material from any media source
on Greenlink buses or in Greenlink terminals that may be viewed or heard by any passenger or Greenlink
employee.
Solicitation/Panhandling
No person shall solicit, sell or distribute any materials or products on Greenlink buses or in Greenlink
terminals unless written authorization is obtained from the General Manager or designee. No person
shall panhandle, beg or make request for donation on Greenlink buses or in Greenlink terminals.
Non-Payment of Fare; Misuse of Bus Pass
a. No person shall occupy, ride in or use, any transit vehicle unless the person has paid the
applicable fare or has a valid and lawfully acquired transfer or bus pass.
b. No person shall use or attempt to use a Greenlink bus pass to board or ride in a Greenlink
vehicle unless the bus pass was lawfully acquired at an authorized Greenlink bus pass outlet by
or on behalf of the person using the pass.
c. Any Greenlink employee or any Law Enforcement Officer may confiscate a bus pass used or
presented for use in violation of subsections (a) or (b) of this section.
d. Misuse of any bus pass or transfer is theft. Any person who violates subsection (a), (b) or (c)
above, in addition to any penalties described herein, may be subject to criminal prosecution for
theft of services.
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2.02 – Greenlink Customer Fare Policy
All passengers must pay a cash fare or present the driver with a valid ticket/pass when boarding.
Greenlink offers the following fare structures for Fixed Route and Paratransit:

Fixed Route offers several fare payment options and payment locations: Passengers can purchase oneway, single-rides, transfers, and day passes with cash on the bus or purchase ride tickets or reload
TouchPass fare products using cash or credit cards at the information booth located in the Greenlink
terminal. Paper tickets or TouchPass fare products can be used anywhere, as long as the fare product is
validated by the corresponding fare payment machines onboard. Passengers should have exact fare
ready; however, the fare box can issue change cards for any passengers who pay with $5, $10, or $20
bills. Greenlink operators are not allowed to make change for passengers for security purposes.
Greenlink does not accept credit card payments for fare products onboard the vehicle. Fare products and
change cards are non-refundable; lost fare products will not be replaced. Transfers expire after 2 hours –
no exceptions. Transfers from the Connectors (601 and 602) are free when connection to routes 509 and
510.
In order for a passenger to qualify for discounted fare, they must present valid identification to the driver
each time they board the vehicle. Valid identification for reduced fare includes:
•
•
•
•
•
•
•

Student college/university ID
Driver’s license or other government-issued photo ID with the birth date displayed
U.S. Department of Veterans Affairs (Service Connected) cards
Department of Veteran Affairs service-connected disability award letter with a rating of 60% or
greater
Medicare cards
Greenlink EasyID
Social Security Administration disability award letter

Paratransit does not have fare payment machines onboard their vehicles. Drivers will collect cash or prepaid tickets from passengers and reconcile their fare with a dispatcher or supervisor at the end of their
shift. Passengers should have exact fare ready; Greenlink operators are not allowed to make change for
passengers for security purposes. There are no discounted fare options available for paratransit service.
Trolley service is free to the public.
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2.03 – ADA & Accessibility and Service Animals
This policy establishes requirements for assisting persons who are protected under the Americans with
Disabilities Act (ADA) of 1990. As a transportation system operated by a public institution, we are
required to be in compliance with this legislation. This policy is applicable to all employees who come in
contact with people with disabilities while performing their duties.
Definitions
The following definitions are provided to help you understand terms used in this document:
•

Person with Disabilities: A person having a physical or mental impairment which substantially
limits one or more major life activities, has a record of such an impairment or is regarded as
having such an impairment.

•

Service Animal: A dog or miniature horse which has been individually trained to work or
perform tasks for an individual with a disability, including guiding individuals with impaired
vision, alerting individuals with impaired hearing, pulling a wheelchair or other special tasks.

•

Common Wheelchair: A “common wheelchair” is defined by Section 37.3 of the Department
of Transportation’s (DOT) regulations implementing the (ADA Act of 1990 49 CFR Parts 27, 37
and 38) as a three or four wheeled device, usable indoors, designed for and used by individuals
with mobility impairments, whether operated manually or powered. A “common wheelchair”
does not exceed 30 inches in width and 48 inches in length measured two inches from the
ground and does not weigh more than 600 pounds when occupied. The 30 x 48 inch clear space
extends from the floor to a height of 30 inches. If a backrest of a wheelchair or scooter extends
outside of this area, it would not be considered a “common wheelchair”.

•

Other Power-Driven Mobility Device (OPDMD): Any mobility device powered by batteries,
fuel or other engines – whether or not designed primarily for use by individuals with mobility
disabilities – which is used by individuals with mobility disabilities for the purpose of
locomotion, not including wheelchairs. (Note: Federal law (49 CFR Parts 171 – 179) forbids
flammable liquids from being transported in the passenger area of a passenger vehicle.)
OPDMDs using flammable liquid (such as gasoline, kerosene, etc.) as fuel are not to be
transported on Greenlink vehicles.

•

Auto Balancing Wheeled Conveyance (ABWC): A battery powered, non-collapsible, selfbalancing wheeled personal transportation device not to be confused as a bicycle, including but
not limited to ABWC’s marketed under the brand Segway.

Responsibilities
All employees must provide passengers with disabilities comparable service to that provided to all
Greenlink passengers. This service must be provided with dignity and respect, without compromising
safety or security.
Service Animal Procedure
Passengers requiring the use of a service animal are uncommon on our system but drivers must
nonetheless be prepared to accommodate them.

Operations Handbook
Section Heading:
2.00 Administrative and Operations Policies
Document Title:
2.03 – ADA & Accessibility and Service Animals

Effective Date: 2/19/2016
Last Update: 2/19/2016
Page 2 of 3

………………………………………………………………………………………………………………
• Service animals are normally identified by red collars or harnesses, but these identifiers are not
required. If you are not certain an animal is a service animal, you may only ask the person two
questions: whether the animal is required for a disability and what type of tasks has the animal
been trained to perform. No inquiries shall be made if it is readily apparent the animal is trained
to do work or perform tasks for an individual with a disability.
• Employees cannot require special identification for service animals, inquire about a passenger’s
disability or ask for a demonstration of the tasks the animal has been trained to perform. If in
doubt about a service animal contact a supervisor or a manager.
• A person with a service animal may only be asked to remove the animal from vehicles or
facilities if the animal is not under the owner’s control or the animal poses a direct threat to the
health and safety of others.
Common Wheelchair Procedure
All vehicle operators have the responsibility to know how to secure a wheelchair in the Greenlink
vehicle in which they are operating.
•

•

All common wheelchairs must be secured on all Greenlink buses.
o Any passenger refusing to have his/her wheelchair secured while being transported may
be denied transportation.
o If after attempting to secure the wheelchair the operator finds the wheelchair cannot be
secured, he or she must contact a supervisor. Transportation will not be refused.
If a passenger’s wheelchair is found to exceed the definition of a “common wheelchair”,
Greenlink may refuse transportation on all buses, or on a certain series of buses.

Other Power-Driven Mobility Device (OPDMD) Procedures
Only OPDMDs with a footprint equal to or less than a common wheelchair which are able to fit into the
space provided for common wheelchairs will be allowed on Greenlink vehicles. The OPDMD cannot be
wider than 30 inches at is widest point and cannot be longer than 48 inches at its longest point.
•

•
•
•
•

Bus operators may ask the customer to provide credible assurance the mobility device is
required because of the passenger’s disability.
o The operator shall accept a valid state-issued disability parking placard or card or other
state-issued proof of disability.
o In lieu of a valid documented proof of disability, the operator shall accept the word of
the passenger, if not contradicted by observable fact. If the passenger’s word does
appear to be contracted by observable fact, then the operator shall contact a supervisor
immediately.
Passengers will not be allowed to ride the OPDMD when boarding or de-boarding.
While being transported, the OPDMD must be powered down and secured within the wheelchair
securement area of the vehicle.
Passengers will not be allowed to stand on the OPDMD within the securement area and while
the device is being transported.
In the event a device other than a ABWC is utilized by a passenger as a OPDMD, the operator
shall provide normal services unless there is reason to believe transporting the device will
present a substantial risk of serious harm. In this case, the operator shall contact a supervisor
immediately.
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Auto Balancing Wheeled Conveyance (ABWCs) Not Used As OPDMDs
• ABWCs are not allowed on Greenlink vehicles unless they qualify as OPDMDs.
Operator Rules for Persons with Disabilities
The following rules apply to persons with disabilities utilizing public bus services:
•

•
•

•
•
•
•

Wheelchairs must be secured in the ADA securement area in the vehicle when the passenger is
utilizing public bus or van services. All provisions of each system must be used to secure
wheelchairs.
Persons with disabilities are allowed to use the vehicle’s wheelchair lift to board the vehicle.
Fixed route vehicle operators must announce all bus stops and major destinations so that persons
with visual impairments know when their bus stop is approaching. Operators will announce
their routes to waiting passengers so passengers with visual impairments will know which bus to
board.
Persons using respirators or portable oxygen equipment shall not be denied service on the fixed
route or origin to destination services.
Persons with disabilities must be allowed sufficient time to board and disembark the vehicles.
Passengers should generally be able to board or exit at any stop using the lift. If there is a safety
hazard not allowing the lift to be used at a particular stop, contact the Dispatcher for instructions.
It is necessary to pick up wheelchair passengers even if all seats in the bus are occupied. Don’t
hesitate to request other passengers to stand, to allow space for the wheelchair, if it appears the
passengers are capable of standing.

References
Americans with Disabilities Act (ADA) of 1990
49 Code of Federal Regulation (CFR) Part 27, 37 and 38
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2.04 – Greenlink Drug and Alcohol Policy
The City of Greenville administers Drug and Alcohol Testing as required by the Federal Transit
Authority. A copy of HR – 7.10 Substance Abuse and Drug & Alcohol Testing - GreenLink can be
found in the Appendix.
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2.05 – Essential Safety Requirements
Every employee’s top priority, regardless of the duties they perform, must be safety. Employees must be
fully capable of performing their duties in a manner which promotes safety. The ability to perform the
following essential duties is critical for any employee operating passenger-carrying vehicle:
•
•
•
•

Complete walk around inspection (interior and exterior),
Operate fleet vehicles safely and effectively for extended periods of time without a break,
Assist passengers in emergencies and evacuations, and
Monitor and supervise passengers as necessary to ensure their safety.

Fatigue
The City is committed to the provision of safe transportation services. Toward this end, Public
Transportation employees who do not feel safe performing essential duties for any reason, including
fatigue, should report this immediately to a supervisor or member of management. There is no substitute
for being well rested and alert when reporting for duty.
Employee Injuries
Any injuries sustained while performing your duties should be reported immediately to management.
This includes injuries which occur in the office or maintenance areas, on any vehicle, in the parking lot
or other areas. If you are injured while on duty, worker’s compensation may cover your costs for medical
care and/or missed time. The appropriate forms must be completed and returned to the General Manager
as soon as possible. All worker’s compensation claims must be processed through the City’s Employee
Health Center.
Human Resources Policy HR-7.3: Workers’ Compensation provides additional information regarding the
reporting and management of work-related injuries or illnesses.
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2.06 – Operator Seniority
Greenlink honors a seniority system with our operations. Seniority is defined as the amount of time you
have been employed with the City of Greenville. Employees who have been employed the longest are
granted privileges including the first choice in:
•
•

Run Pick
Vacation

Seniority is established by the following order:
•
•
•

Date cleared from training
Date of interview
Date of hire
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2.07 – Work Schedules
When sign-ups have been posted, operators shall sign up for runs at their assigned time for bidding.
Sign-ups will be done according to seniority.
For each sign-up, the runs not put in a full-time run or reserved for the extra-board will be put on a list of
work for part-time employees to sign on. Each part-time employee will be able to pick a pre-determined
number of runs each time through the part-time sign-up. The part-time operator list will be run through
as many times as needed to sign out as many of the runs as possible.
Any operator, who is on inactive status due to an extended illness or injury, maternity leave, etc., shall
not bid on a run unless his or her estimated date of return to active employment is known and will occur
within 30 days of the effective date of sign-up.
The trading or swapping of runs is discouraged and strictly prohibited without prior supervisor approval.
Cases involving exceptional or unusual circumstances may be submitted to a supervisor for resolution.
Operators who have been out due to illness must call a supervisor no later than noon the working day
before they wish to be placed back on the schedule.
Operators assigned extra board shifts should be prepared to work beyond the scheduled extra board time
period if needed.

Operations Handbook
Section Heading:
2.00 Administrative and Operations Policies
Document Title:
2.08 – Extra Board

Effective Date: 2/19/2016
Last Update: 2/19/2016
Page 1 of 1

………………………………………………………………………………………………………………
2.08 – Extra Board
Full-time/part-time operators, who are too low seniority to pick a run, will work the extra-board. They
will have the first chance at all extra work. Any extra work that becomes available at any time will be
given to extra-board operators first in a way that equalizes the time between each extra-board operator.
Any work not assigned to extra board will be first made available to part-time operators, but only up to
30 hours per week on an average of total work assigned.
Whenever a choice is necessary on any matter described in this policy between two or more operators in
the same category with the same run selection date, the choice will be made by drawing lots.
Extra board operators will be paid a minimum of two hours for each shift in the event there are no open
runs during that shift.
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2.09 – Vehicle Assignments
The assignment of vehicles shall be a matter of management decision. An operator shall drive the
assigned vehicle, unless there is a mechanical failure that renders the vehicle unsafe for operation.
The need for mechanical work on a vehicle must be reported on the day of the occurrence. An operator
shall not delay the report to accommodate the operator’s convenience.
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2.10 – Scheduling and Routing
Operators shall:
•
•
•
•

•

•

Operate according to schedules in a safe manner by pacing himself or herself along the route,
adjusting his or her pace for traffic, weather, time-of-day, road and passenger load conditions.
Know the route and where time points are located. If an operator has questions about a route, or
any special conditions on the route, they should have them answered before driving it.
Never leave a time point early.
Avoid getting behind schedule. If an operator should become more than 5 minutes late, he or
she shall notify Dispatch. If an operator has persistent problems with schedules or routes, he or
she should discuss them with the supervisor.
Remain on route unless detours are authorized. DO NOT make unauthorized detours from the
prescribed route. Route detours may be made due to route blockage only after notifying the
Dispatcher by radio of the reason and the detour route. In the event the detour will be necessary
on future trips, the supervisor may pick the route which misses the fewest number of passenger
stops. Any unauthorized route detour shall be cause for immediate dismissal.
Leave the garage on time. Buses are to be pulled out of the garage at the time posted for them to
leave unless a supervisor specifically asks the operator to hold the bus. Failure to pull a bus off
the lot at the appointed time may result in disciplinary action up to and including termination
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2.11 – Boarding and Alighting of Passengers
It is the responsibility of all operators to know where passenger stops are located.
The operator shall constantly watch for potential riders. If an operator is not sure whether someone near
a bus stop wants to ride the bus, he or she should stop and ask.
Passenger stops shall be made within 12 inches from the curb. If that is not possible, the bus should be
stopped 3 feet from the curb to allow for stepping area between the curb and the bus. The operator shall
be sure the landing area is safe and, if necessary, advise passengers boarding and alighting to "watch
your step".
An operator has the discretion to service a bus stop within a boarding zone of 100 feet on either side of
the bus stop sign to reasonably accommodate accessibility for passengers with mobility devices,
inclement weather, obstacles in infrastructure or other conditions that make boarding/alighting at the
sign hazardous or inaccessible. It is the operator’s responsibility to properly assess the potential hazards
and choose an area to service the bus stop within this boarding zone that minimizes safety risk to the
vehicle and passengers. When no impediment to servicing a bus stop at the bus stop sign exists,
operators should do so as close to the sign as possible. Bus stops within construction zones will be
placed temporarily out of service until construction is complete. Passengers will not be allowed to board
or alight at these stops for their own safety.
An operator shall assist passengers boarding or alighting when necessary due to their age, health, special
need, etc. The operator shall pull out the parking brake, turn on the four-way flashers, kneel the bus (as
appropriate), and put the transmission in neutral before leaving the operator's seat to assist a passenger.
All revenue-service vehicles are equipped with accessibility features and an operator is encouraged to be
proactive in offering passengers use of this equipment. In order to avoid preventable injuries, any
passenger boarding a Greenlink vehicle in a wheelchair device will be required to use the wheelchair
ramp to board.
The operator should not move the vehicle until the passenger has been seated. (Exceptions to this
rule will be made in the event of standing-room-only loads.)
Operators should make a conscious effort to wait for passengers that are making a good effort (i.e.
running) to the bus stop. This demonstrates good customer service;
When buses are boarding passengers in the Greenlink terminal, the above-mentioned policies shall be
applied; however, operators are NOT permitted to board passengers once the vehicle has begun moving
away from the boarding zone after being told to depart by dispatch. Additionally, operators are not
permitted to board passengers outside of the terminal in order to avoid preventable accidents between
vehicles or potential passenger injuries. Should a passenger be trying to make a connection, dispatch
will notify the appropriate bus to wait and board that passenger before departing.
When buses are boarding passengers in the Greenlink terminal, the above-mentioned policies shall be
applied; however, operators are NOT permitted to board passengers once the vehicle has begun moving
away from the boarding zone after being told to depart by dispatch. Additionally, operators are not
permitted to board passengers outside of the terminal in order to avoid preventable accidents between
vehicles or potential passenger injuries. Should a passenger be trying to make a connection, dispatch
will notify the appropriate bus to wait and board that passenger before departing.
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2.12 – Delays, Closures, & Inclement Weather Response
There are a number of situations which may result in the disruption of normal operations; South
Carolina’s occasional inclement weather is typically the cause for most delays or closures. In the event
of inclement weather, we attempt to operate services as scheduled because our passengers depend on us
to be reliable. Nevertheless, during inclement weather, we are sometimes forced to modify or even
cancel operations. Although we cannot plan for every possible cause, there are some recurring
circumstances for which we have standard responses.
All operators, supervisors, and dispatchers are considered essential employees and are expected to arrive
to work as scheduled, unless there is a delay or closure.
Remain Prepared & Standby for Instructions
As forecasts call for inclement weather in the area, City of Greenville administration as well as
Greenlink management will begin to closely monitor radio, television and internet sources to evaluate
current and upcoming weather conditions. In the event administration determines Greenlink will operate
on a delay or be closed for the day, management is generally notified between 04:00 and 05:00. By this
time, some staff may have already reported to work; you may be asked to assist management in
contacting opening drivers and conveying important information about operational changes for the day.
Employees should continue to plan on reporting to work as scheduled until contacted by management,
Supervisors or Dispatchers with further instructions. Although management and other appointed staff
will make every attempt to notify you of changes, it is ultimately still your responsibility to call the
office to speak directly with someone who can advise you on whether or when to report to work. Do not
assume service has been canceled or delayed based on announcements from other sources.
Delayed Opening
When Greenlink operates on a delay, management will announce a specific time operations will begin.
Opening drivers may be asked to report to work to open their routes at a later time. Drivers on other
early shifts may be advised not to report to work for those shifts. In cases where partial shifts are
worked, drivers will be paid only for actual time worked. Management will determine the exact time
each route should begin.
All Day Closure
In cases where administration determines Greenlink should be closed for the day, all service will be
canceled for the day with little exception.
Early Closure
When administration announces an early closure, we still have an obligation to help those who may still
be at the terminal to return home safely. Additional courtesy runs for passengers who may have missed
the last round may be added if necessary; priority lies not with scheduling but with safely transporting
our customers. Employees not normally scheduled to close may be required to do so as part of
terminating service early.

Operations Handbook
Section Heading:
2.00 Administrative and Operations Policies
Document Title:
2.12 – Delays, Closures, & Inclement Weather Response

Effective Date: 2/19/2016
Last Update: 12/31/2019
Page 3 of 3

………………………………………………………………………………………………………………
Continuing Service during Inclement Weather
In special circumstances where management determines it is necessary and safe to run select routes,
drivers with scheduled shifts on those routes may be asked to report to work. Such routes may run on a
modified schedule, stop pattern or route with safety in mind; occasionally, routes normally operating on
a single shuttle will operate on dual shuttles with alternating schedules. Some drivers may feel
uncomfortable driving in snowy or icy conditions. If conditions worsen while you are driving and you
feel unsafe, advise the supervisor. Though you may be temporarily relieved of duty, this does not mean
you are automatically done with your shift. The supervisor has the authority to assign you to
administrative functions such as answering passenger questions at terminals or answering the phone until
your shift is over.
More information can be found in City Policy HR-8.3: Inclement Weather and Emergency Conditions.
For your convenience, a copy has been provided in the Appendix.
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2.13 – Disciplinary Action
Disciplinary Action is handled in accordance with City Policy HR-5.2: Disciplinary Actions and the
Appeals Process. For your convenience, a copy has been provided in the Appendix.
Special Rules for Operators
In addition to City Policy, Greenlink Operators are strictly prohibited from the following list; violation
of these rules can result in disciplinary action, up to and including termination.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

•
•
•

Violation of motor vehicle laws.
Operating the vehicle in a careless and/or unsafe manner.
Preventable accidents. Serious or multiple preventable accidents are grounds for dismissal.
Unauthorized deviation from route.
Unauthorized breaks on route, including stopping or exiting the vehicle at restaurants, gas
stations, convenience stores, etc. for personal reasons.
Engaging in any activity which diverts the operator's attention and/or which interferes with the
performance of normal duties while operating Greenlink equipment.
Smoking or using any tobacco product on the bus at any time whether on duty or as a passenger.
Failure to set the parking brake before leaving the driver’s seat.
Passing a time point ahead of schedule. An operator of a fixed route vehicle found repeatedly
running ahead of schedule or purposely behind schedule may be subject to dismissal.
Treating the public or fellow employees discourteously or being offensive in conduct toward the
public, City officials or fellow employees.
Improper use of two-way radio.
Transporting unauthorized, unpaid passengers; failure to collect a fare from a passenger.
Failure to report an accident immediately.
Failure to report an incident (slip, fall, fight, altercation, improper door closure, etc.)
immediately.
Repeated failure to adhere to the routes scheduled times.
Failure to provide timely information for use in passenger surveys to the Dispatcher.
Failure to pull the bus out of the garage/transfer center at the appointed time without informing
the Dispatcher and/or the supervisor of the reason for such lateness.
Failure to adhere to Greenlink rules related to handling passengers with Disabilities, including
those rules in the “ADA & Accessibility and Service Animals” section of this handbook.
Allowing family and friends to ride continuously on multiple consecutive trips.
Failure to report a mechanical or technology related issue to Dispatch, a Supervisor, or
Maintenance immediately.
Speeding, at more than 5 MPH over the posted speed limit, for 10 or more seconds, as tracked
by the ITS or onboard video system.
Operators are not permitted to eat or drink while operating any Greenlink vehicle. Operators are
permitted to have a sealed container and drink while at a stop or on break. Operators are not
permitted to eat in any vehicle at any time.
Failure to complete, or properly document, a pre- or post-trip inspection.
Operating a vehicle or equipment in a way that compromises passenger safety or causes injury.
Failure to have a valid City of Greenville Medical Examiners Certificate and South Carolina
Commercial Driver License while on duty.
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2.14 – Operator Tipping Policy
All City of Greenville employees are prohibited from accepting tips.
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2.15 – Employee Awards
This policy shall apply to all Operators of the City of Greenville Department of Public Transportation.
Employee of the Year Awards
Employee of the Year Awards: An annual award given to exemplify what it is to be a Greenlink
employee. It shall be presented to an operator for outstanding performance in serving their customers
whether internal or external. This award will only be given to employees that have been selected for an
Employee of the Quarter Award during the last twelve (12) months.
Nominations: Nomination forms will be completed on all employees that are selected for a quarterly
award by their supervisors. These forms will be the sole source of selection for the Operator of the Year
Awards.
Customer: Any person internal or external that relies on the work or services of a Greenlink employee.
This may be a Greenlink rider, potential rider, fellow employee, applicant, vendor, etc.
Eligibility
Only Greenlink Operations Employees who have been selected for a quarterly award during that year,
currently employed with the City and that have not given notice of their intent to terminate employment
at the time of the annual selection meeting(s) are eligible. To be eligible, employees must also have been
employed by the City for the last twelve (12) months. Any employee winning one (1) annual award will
not be eligible to win another over the next five (5) year period.
Nomination Procedure
Nomination forms completed by each supervisor supporting the selection of the Employee of the Quarter
with copies of supporting documentation should be given to the Annual Awards Employee Selection
Committee quarterly. Forms and the information contained on the form will be the sole source of
selection for the Employee of the Year Award.
Deadline
All nominations for all annual awards must be given to the Selection Committee at least 15 business
days before the presentation of the annual awards.
Selection
The Selection Committee is responsible for the selection of the Employee of the Year award winners for
Greenlink. Selection decisions must be made at least five (5) business days before the annual award
event. The decisions of the Committee are final.
Award Recognition and Presentation
Employees receiving the Employee of the Year Award will receive an award, a gift card, and will be
recognized for the following year.
Employee of the Quarter Awards
Employee of the Quarter Awards: A quarterly award given to employees for outstanding performance in
serving their customers whether internal or external. The Assistant Public Transportation Director may
choose this employee at their discretion.
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Nominations: A written recommendation that an employee be selected for an award due to outstanding
performance by an employee. The nomination will not be used for the Employee of the Year annual
award (employees are only eligible if they have won the quarterly award). The nominator must explain
on the form what the nominee did to earn the nomination and why that act was outstanding.
Eligibility
All Greenlink Operations Employees currently employed with the City that have not given notice of their
intent to terminate employment at the time of the annual selection meeting(s) are eligible. To be eligible,
employees must also have been employed by the City for the last twelve (12) months.
Selection Criteria
Greenlink has high expectations of all City employees. Only Operators that have clearly done an
outstanding job will be selected for the award. Employees may be nominated and/or selected for a
quarterly award by meeting any one or more of the following criteria:
•
•
•
•
•
•
•

Doing an outstanding job on a project or in their daily assignments.
Going above and beyond their job responsibilities.
Developing or maintaining a team environment.
Being an exemplary role model for other Authority employees.
Creatively solving problems for customers or fellow employees.
Responsiveness to our customers in an outstanding manner.
Representing Greenlink in an outstanding fashion.

Nomination Procedures
Any individual having knowledge of the nominee’s meritorious performance may submit a nomination
for the quarterly award. This shall include operators, supervisors, dispatchers, managers, directors, coworks, self-nomination, and our customers.
Nominations shall be submitted by completing the Nomination Form. Forms are available in the Break
Room and Dispatch Booth. Additional supporting documents/information, such as correspondence,
performance logs or complements should be attached to the form. Completed nomination forms with
copies of supporting documentation should be placed in the nomination form box located in the Dispatch
Booth.
It is the Assistant Director’s responsibility to keep track of all formal and informal nominations for the
quarterly award program. They will maintain one copy of the nomination for their quarterly award
decision process, and one copy will be sent to the annual award selection committee for the annual
awards. The final copy of the nomination will congratulate the nominated employee on the nomination
and should be presented to the nominated employee by their supervisor in a timely manner and in a
manner that is befitting to the compliment.
Deadline
All nominations must be given to the Assistant Director of the appropriate unit at least fifteen (15)
business days before the beginning of the next quarter. The four (4) quarters in the year will begin
January 1st, April 1st, July 1st, and October 1st.
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Selection
The Assistant Director is responsible for the selection of the quarterly award winner. The Assistant
Director has the right to make no selection for the award if it is felt there is no nominee that meets the
standards the organization has set for selection. The decision of the Assistant Director is final.
Nominations should be the primary source of selecting the employees for the quarter award, but not the
sole source for selection. The Assistant Director will also be able to use their own observations, as well
as advice for their supervisors and informal suggestions given by staff members.
Nomination forms are only considered for the quarterly award during the quarter that the nomination is
received. No nomination forms will be carried over into the next quarter’s vote.
Award Recognition and Presentation
Employees receiving the Employee of the Quarter Award will receive an award, a gift card, and will be
recognized for the following year.
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3.00 - Operations

3.01 – Motor Vehicle Laws Overview
Employees must comply with all local, state and federal motor vehicle laws and regulations at all times
while operating a state owned vehicle. All vehicles operated by the department are the property of the
City of Greenville and cannot be used for personal reasons.
For more information on these requirements, see City Policy HR-7.8: Standards and Requirements for
CDL and Non-CDL Employees.
License Requirements
All employees whose duties include operating commercial vehicles are required to carry a valid driver’s
license and DOT Medical Examiner’s Certificate at all times. At a minimum, a Class B Commercial
Driver’s License (CDL) is required. This license must also include the Passenger (P) endorsement and
cannot have restrictions for air brakes (L) or school buses only (S).
During new driver training, your commercial driver learner’s permit must meet the same requirements as
the license and will serve in its place until you pass the CDL test. Permit holders cannot operate any
commercial vehicle without supervision from a fully licensed driver.
Other employees who operate only non-commercial vehicles only must possess a valid Class D or better
driver’s license at all times. All employees must comply with any other restrictions on their licenses.
Should your license become suspended, revoked or cancelled for any reason, you must notify the
General Manager or other member of management as soon as possible. You are not permitted under any
circumstances to operate a City-owned vehicle without a valid license.
Medical Examiner’s Certificate
Your CDL is not considered valid unless accompanied by the medical examiner’s certificate which is
obtained during your pre-employment physical exam. These certificates carry an expiration date and are
valid for a maximum of two years.
When your medical examiner’s certificate is close to expiring, your department will be contacted by the
City’s Employee Health Center to schedule a new physical exam. Be sure to obtain the necessary
paperwork from their office before arriving for your exam; the City’s provider will be unable to certify
you without it. Disciplinary action may occur if you are unable to renew your medical examiner’s
certificate and are, thereby, removed from work for not possessing a valid medical examiner’s certificate
for any of the following reasons:
•
•

Failure to appear for either Part I or Part II of the medical examination;
Provide any necessary paperwork in time to complete the medical exam.

Seatbelt Use
Employees must wear seatbelts at all times while operating any City-owned vehicle. This requirement is
for your own safety as well as the safety of your passengers and others on the road. A collision or other
forceful event may result in injury, being thrown from the driver’s seat or otherwise losing control of the
vehicle. Proper usage of a seatbelt may help reduce or prevent these outcomes.
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Common Traffic Laws & Road Signs
Employees must always obey all traffic laws, control devices and road signs at all times. Failure to do so
puts the safety of you, your passengers and others on the road at risk and may result in disciplinary
action regardless of citation or conviction.
The list below is a sample of common control devices, road signs or situations you may encounter. This
list is not considered to be comprehensive. If you have any questions on how to handle a particular
situation, please consult the General Manager.
•

Speed Limit Signs: Adhere to the posted safe speed limit at all times. Studies have found the
risk of a fatality in a collision doubles for every 10mph over 50mph.

•

Lane Markings: Always adhere to lane markings identifying turn lanes, entrances to traffic
circles and stop bars and other applicable markings.

•

Crosswalk Lines: Vehicles should stop behind the marked crosswalk lines while at intersections
and stop signs. State law requires vehicles and bicyclists to stop six feet from a crosswalk when
a pedestrian is approaching the crosswalk or in the crosswalk and allow them to pass.

•

Stop Signs: A complete stop is always required. When approaching a stop sign with no stop bar
painted on the road, stop behind the sign. If a stop bar is present, stop behind it. When
approaching a pair of stop signs (one on each side of the road), stop behind the one closest to
you. Before proceeding from a stop sign, always look both ways for traffic and pedestrians.

•

Railroad Crossings: When approaching a railroad crossing, always turn on your hazards or
four-way flashers before you reach the crossing. Stop at least 15 but no more than 50 feet from
the tracks; a stop bar is usually painted on the road to aid in this. Check both ways for any
oncoming trains before proceeding across the tracks. Once you have completely cleared the
crossing, turn off the hazards or four-way flashers.

•

Signaling: Always signal your intentions while driving. Turns, lane changes, passenger stops
and other similar maneuvers should always be signaled.

•

Reverse Movement: When driving in reverse, you must use your hazards or four-way flashers
and sound the horn before moving.

•

Traffic Lights: Failure to obey traffic lights is punishable by law. Commercial vehicle drivers
should be prepared to stop when approaching a stale green light and slow down when
approaching a yellow light. If waiting for oncoming traffic to clear in order to make a turn, never
wait in the middle of the intersection for the light to change. Under no circumstances should a
driver attempt to enter the intersection while the light is yellow or while they are unable to
complete the maneuver.
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3.02 – Customer Service
The City of Greenville plays host to a wide variety of visitors, citizens, employees and other guests. As a
transportation service dedicated to the public we can count on encountering thousands of them every
day. For this reason, employees are expected to demonstrate professionalism, courtesy, respect and
reliability. Greenlink is in business for one and only one reason: to provide transportation for the citizens
and visitors of Greenville.
Passengers = Customers
As a service provider, our passengers should be viewed as customers just like any other business would
have. During the normal course of your employment you will encounter of visitors, citizens, employees,
or others with questions about the services we provide.
Being in the driver’s seat also means being seen as a source of information for those who have questions
or need help. Even if you stick to only a couple of routes, by keeping up to date on changes in service
and knowing more than just what is relevant to your shifts you can help make a positive impact on
someone’s view of our department and the City as a whole. Our employees are often the first human
point of contact with the City for many people; first impressions are as important here as in any other
situation, so help set the right tone for their visit.
When approached with questions or other needs, try to help as best you can. If you do not know the
answers, try to point the passenger in the right direction to get the information they need. Supervisors
may be able to assist, especially with regard to events or activities we are providing service for but in
which we are not necessarily involved.
Keep in mind: passengers will often try to talk with you while you are driving and do not have the
experience to realize the level of concentration and focus needed to safely operate a commercial vehicle.
When asked for information while driving, respond by politely letting them know you can answer any
questions when the vehicle is stopped or it is otherwise safe to do so.
It is the responsibility of the Operator to:
•
•
•
•
•
•

•
•
•
•

Provide passengers with safe, dependable service.
Always to be courteous to passengers, even when the passenger is in the wrong.
Show a genuine concern for passengers and their needs.
Convey a helpful and professional attitude toward passengers.
Provide service that makes passengers want to ride again.
Support AND explain Greenlink policies when dealing with a passenger. If an operator does not
agree with a Greenlink policy, he or she should discuss it with a supervisor - not with
passengers.
Maintain a constant, conscious effort to be courteous to all passengers.
Explain WHY he or she can or cannot do something.
Be concerned for the convenience and safety of his or her passengers.
Know the route. Keep up-to-date on landmarks, hotels, places of interest, major businesses,
streets, connecting or intersecting bus lines, locations of street numbers on route and intersecting
streets.

Operations Handbook
Section Heading:
3.00 - Operations
Document Title:
3.02 – Customer Service

Effective Date: 2/19/2016
Last Update: 12/21/2017
Page 2 of 2

………………………………………………………………………………………………………………
• Help passengers to understand how to use the bus service. This means giving out correct
information for which printed materials are available. An operator should never participate in
alarming passengers by spreading untrue rumors about changes in service.
• Never embarrass anyone.
• Take time to understand passenger's questions and make sure passengers understand his or her
answers.
• Politely discourage passengers from talking excessively to him or her while bus is in motion.
• Be a courteous driver; other motorists and pedestrians are potential riders.
• Avoid arguments with passengers; the operator shall be firm and polite in enforcing passenger
rules.
• Avoid unnecessary horn use.
• Ensure all passengers are seated or are securely holding onto a stanchion before moving a
vehicle. An Operator should never move a vehicle while a passenger is attempting to walk to a
seat after boarding.
• Ensure both doors are clear before attempting to close doors. If you are unable to see that the
door is clear, do not attempt to close the door until you can verify it is safe to do so. The operator
should use the passenger-facing mirror or turn their head to check the rear door. Doors should
always be closed while monitoring them carefully.
Customer Complaints
Passengers have the right to file complaints and/or compliments with management regarding the
behavior or perceived behavior of an operator. It shall be management's responsibility to investigate in
the event of a complaint and to determine appropriate disciplinary actions, if necessary. At no time shall
an operator confront the complainant about the report or the allegations therein.
Offices & Other Facilities
Although the office can be a casual and informal environment at times, it is first and foremost a place of
business. Visitors may include other City officials or staff, law enforcement officers, community leaders,
new job applicants or interviewees and others from the general public. The office space should always be
seen as a welcoming and comfortable environment for all visitors as well as our staff. Remember to
keep noise levels to a minimum so as to not disturb any office staff who may have visitors, be in
meetings or on telephone calls. This is especially important for the Dispatcher who must handle a large
volume of telephone calls, two-way radio traffic and face to face inquiries.
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3.03 – Dress Code
As a representative of the City, each employee is expected to dress in a manner which promotes a
positive, professional image of the City of Greenville. All City employees must comply with HR-5.9:
Clothing, Personal Appearance, and Uniform Policy. This policy is included in the Appendix.
The following guidelines apply any time you are on duty.
Personal Hygiene
All personnel will maintain a neat and clean appearance. Good personal hygiene is necessary to maintain
a professional image. Hair shall be kept clean and combed in order to maintain a professional
appearance. The length of hair must not post a safety hazard for employees. Employees should be free of
offensive odor, including, but not limited to, aftershaves, colognes, perfumes, smoke, and poor hygiene
odor as these odors may impact the health of chemically-sensitive customers/passengers and other
employees.
Issued Apparel and Equipment
Greenlink will issue appropriate uniform apparel to all operators, dispatchers, and supervisors. This
apparel includes but is not limited to, long and short sleeve shirts, jackets, sweaters, vests, and hats. The
uniform provided must be worn and maintained in a clean condition and in good repair. It is the
responsibility of the employee to clean and launder all issued apparel.
All property belonging to the City will be returned in good condition within 72 hours to Greenlink
following termination of employment.
Employee Required Apparel
Greenlink operators and supervisors are required to wear black pants with black shoes or dress khaki
(light brown/tan) pants with black or brown shoes with issued apparel and equipment. Uniform shirts
must be tucked. Cargo-type khaki pants are not allowed. All apparel should be clean, free of wear/tear,
and without wrinkles. Knee length shorts may be worn in the warm months, if desired.
Greenlink Information Specialists can choose to wear the Greenlink Operator uniform or dress in
business casual attire.
Footwear
Proper footwear is required at all times and must meet specific requirements in order to protect the
wearer from injury and ensure full control while operating a vehicle. High heels are prohibited as they
can reduce the level of control available to the operator. Shoes must possess a closed toe, a closed heel,
and attach securely to the foot. Flip-flops and most sandals do not meet this requirement and cannot be
worn. Shoes should be black or brown in color.
Holiday Attire
Some elements of the dress code may be waived for Halloween, Christmas, or otherwise at the discretion
of management. When modifications to the dress code are allowed, employees will be given guidelines
that must be followed in order to participate. Employees who choose not to wear holiday attire will be
required to adhere to the uniform policy as described above. Employees will still be required to wear
those elements of the uniform policy directly related to safety.
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Accommodations to the dress code may be granted upon request under certain circumstances as
long as the accommodation does not violate safety guidelines as required by state or federal
law.3.04 – Attendance Policy
Given the nature of transportation, absences and tardiness can negatively affect the livelihood of our
customers who depend on Greenlink as a primary source of transportation to and from work. Attendance
and punctuality are an essential part of every City job. Per HR-5.5: Employee Attendance Policy, all
employees are expected to report to work on time and work as scheduled, including complying with
notification requirements for any planned and unplanned absences. Frequent unplanned absences may
be considered excessive absenteeism. According to HR-5.5, excessive absences exists when an
employee’s absences from work, whether excused or not, have a serious negative effect on a
department’s ability to provide service. Unplanned absences are difficult to cover given the nature of
our service and the licensure requirements necessary to operate Greenlink vehicles. Therefore, an
employee shall not exceed (6) unplanned absences in a rolling calendar year, unless that absence falls
under federal or state laws governing protected leave (i.e. FMLA) as outlined in HR-5.5. Any employee
who exceeds (6) unplanned absences in a rolling calendar year, with the exception of those absences
which fall under federal or state laws governing protected leave, shall be subject to disciplinary action as
outlined in HR-5.5.
All employees are required to read and sign acknowledgement of HR-5.5 during New Employee
Orientation (NEO). For your convenience, a copy of HR-5.5 is included in the Appendix.
Time Keeping & Timesheets
Operators are required to clock in and clock out each time they arrive and depart from work, this
includes any scheduled breaks. Time clocks are located at the Operations building for beginning and
ending a shift as well as the driver break room at the Terminal for breaks.
Employees should clock in or out at their scheduled time. Due to the number of employees on shift,
employees may clock in up to seven (7) minutes early to begin their shift. Employees who clock in eight
(8) or more minutes ahead of their shift may be subject to disciplinary action.
Timesheets are prepared every two weeks and due on Monday at 9:00 AM. Employees have three
options to approve timesheets:
•
•
•

Log in to ExecuTime from their personal com the “Time Sheet” link on www.greenvillesc.gov
website.
Using the ExecuTime Kiosk in the Driver Breakroom.
Signing a paper timesheet that is prepared on Saturday morning, due on Monday by 9:00 AM.

Definitions
The following terms are used to clarify expectations for timeliness and help determine the correct
response for any failure to be on time.
•

Check In Location: The location at which an employee is expected to begin his or her duties.
Depending on the type of shift or other duties involved, the employee may be expected to check
in face to face with a supervisor or via two-way radio with the supervisor to confirm arrival.
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•

Begin Time: The time at which any shift or other duty is set to begin.

•

On Time: Having both arrived to and checked in at the check in location at or before the time
assigned. This time is typically the beginning of a shift.

•

Late: Having arrived to and/or checked in at the check in location one minute after the time
assigned.

•

Missed Round: Any round which the scheduled driver was unable to drive. Actual times may
vary depending on the route. This may occur in either of the follow circumstances:
o
o

The scheduled driver of any route is absent during any round, in part or in whole, while
the route is being driven by another employee, or
The scheduled driver of any route arrives at the check in location with insufficient time
to complete the missed round as scheduled and must wait for the next round to begin.

Greenlink Employees are not permitted to clock in or out using a mobile device without having received
written permission from the Assistant Director.

Vacation and Other Time-off Requests
In December of each year, a vacation pick shall be conducted to give operators the opportunity to submit
a request for up to 2-weeks of vacation time for the upcoming calendar year. Operators will pick their
vacation one week at a time at their assigned time for bidding. Vacation picks are conducted according
to seniority. Once all operators have had the opportunity to pick one week of vacation time, the second
vacation week will be selected according to seniority. This ensures that no one operator can consistently
receive the same two-week vacation period each year. Only two operators can request the same vacation
dates at a time. Requests for vacation days that have already been selected by two other operators will
be denied.
Once the vacation-pick period has ended, any changes an operator may wish to make to the dates they
had previously selected must be requested a minimum of 2-weeks in advance of the new dates and will
be subject to scheduling availability.
Any operator, who is on inactive status due to an extended illness or injury, maternity leave, etc., shall
not pick vacation time unless his or her estimated date of return to active employment is known and will
occur within 30 days of the effective date of sign-up.
Any time-off requests made outside of the vacation pick will be subject to scheduling availability and
must be made a minimum of 2-weeks in advance of the date(s) requested.
Any employee who exhausts their general leave due to absences from work, whether planned or
unplanned, will be denied vacation requests until such time as they have accrued enough general leave to
cover those absences. Any absence that falls under federal or state laws governing protected leave (i.e.
FMLA) as outlined in HR-5.5 would be exempt from this policy.
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3.05 – Opening Shifts
In general, opening drivers must arrive on time and report to the Supervisor’s work area to check in and
begin their shifts. Occasionally an opening shift will begin somewhere other than our main facilities; in
these cases, you may be given special instructions on how to acquire the correct vehicle and check in
with a Supervisor or the Dispatcher.
Opening Procedures
Several things must happen before a vehicle ever leaves the lot for an opening shift. Opening shifts are
scheduled to provide sufficient time to perform these duties. Failure to arrive on time may jeopardize
your ability to perform these duties in a timely manner while still arriving to your start location prior to
the beginning of your first round.
For most openings, the following requirements apply:
1. Check In: Once you arrive at the Operations, collect your Daily Report of Vehicle Condition,
count sheet, and accident reporting kit.
2. Daily Report of Vehicle Condition: Using the Daily Report of Vehicle Condition as a guide,
perform a walk around inspection of the exterior then the interior of the vehicle. Operate the lift
or ramp through a complete cycle to ensure it works properly. Note any problems on the
inspection sheet. For more serious problems which may prevent the vehicle from operating
safely, notify the Dispatcher, Supervisor or maintenance staff.
3. Documentation: The Daily Report of Vehicle Condition must be filled out as completely and
accurately as possible. Passenger count sheets should be clearly labeled with the correct date and
vehicle number if not done so already.
4. Proceed to the Terminal: After completing the above steps, proceed directly to the terminal
appropriate for your route. Never skip the terminal unless instructed to do so.
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3.06 – Mid-shift Responsibilities
Operating a vehicle on route means more than just sitting behind the wheel all day. To maintain the level
of service our riders have come to expect our employees must be consistent in performing their duties,
particular where schedules are concerned. The items addressed here apply to all routes without
exception.
Timeliness
Because we cater to the public, it is imperative our services operate on time. To accomplish this, we
depend on all employees to always be on time for every shift and to operate their routes on schedule at
all times.
All operators should carry a timepiece with them while on duty. This timepiece should be set to the clock
located in the Dispatcher Booth or by www.time.gov. This time services as our official correct time by
which all operations are carried out. When using a mobile phone as a timepiece, keep in mind the time
will normally be set by the network and may not exactly match our official time. Note any deviations to
ensure you are always aware of the exact correct time.
•

•

•
•

Departures: Always be prepared to depart from the terminal on time. Any delays in departures
affect not only your route but the routes served by any other vehicles which must wait on you to
depart.
Check Points: Over the course of your route, be sure you adhere to all your time points. No
route should ever run early. If necessary and you can do so safely out of the way of heavy traffic,
wait at a stop until its scheduled departure time.
Report Delays: If your route runs behind by 10 minutes or more, advise the Dispatcher so they
will be aware and can respond to other radio traffic and phone calls appropriately.
Never Rush: Sacrificing safety in an attempt to stay on schedule is unacceptable. It is far better
for a route to run behind schedule than it is to get into an accident while trying to rush a round.

Routes & Passenger Stops
Every route is designed with a number of characteristics and variables in mind. Always adhere to the
route as it has been laid out and stop only at designated stop locations. Even if your vehicle should be
placed out of service for mechanical reasons, never release your passengers into traffic where their safety
may be put at risk.
Passengers may use a signal device to let you know they wish to alight at the next upcoming stop. When
used, it is not necessary to stop at each location served unless passengers are there waiting to board. On
routes where such signal devices are not used, you should stop at each location to allow passengers to
board and alight.
Route Deviations
Should you ever need to leave your route to bypass accidents, follow detours or avoid other obstacles
which will not allow you to continue normally, advise the Dispatcher. Accidental deviations, such as
missing a turn, must also be reported so the Dispatcher can help you resolve the issue if necessary or to
field any phone calls from those waiting on you. He or she must always know when your vehicle is
leaving its assigned route for any reason.
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Mid-Shift Inspection
At some point before and during your shift, you should perform a walk around and interior inspection of
your vehicle (see 4.05 – Vehicle Inspections for details). Note any problems found in the appropriate
space on your inspection sheet. For more serious problems which may pose safety or mechanical issues,
advise the Dispatcher immediately.
Passenger Counts
To collect the data necessary for planning and reporting purposes, employees must count the number of
passengers boarding. Passenger count sheets are supplied for each route and must be filled out
completely.
Breaks
During your shift, you may take breaks as necessary between rounds while parked at your route’s
designated terminal or other staging location. In most locations, vending machines or other drinks and
snacks are available. Employees are permitted to have food and/or non-alcoholic beverages in the
driver’s area of a vehicle. However, you may not eat or drink while the vehicle is in motion. Restrooms
are located in the Transfer Center; Operators should not wait until their scheduled departure time to use
the restroom. In event a route is running behind schedule and an Operator needs to use the restroom, the
Operator should notify dispatch so that a Supervisor can board your passengers.
Operators are required to be at their bus by :27 after the hour, or :03 minutes before the scheduled
departure time to board their passengers.
Know the System
It is every employee’s responsibility to know all the routes in our system. Passengers will frequently ask
questions regarding which route serves a particular location they are interested in. Although uncommon,
you may be called upon to drive any of them at any time for a number of reasons. When driving your
regularly scheduled routes, you may want to keep a copy of the map and schedule with you until you
become familiar with it.
Shift Changes
When your shift ends, another employee will take over your vehicle. When possible, make sure your
replacement arrives to relieve you before you leave the vehicle unattended.
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3.07 – Closing Shift Responsibilities
Employees working closing shifts are responsible for ensuring the vehicle is prepared to return to service
the next day. While performing these closing duties, use your closing Daily Record of Vehicle
Inspection as a guide and checklist. This will help ensure you do not miss any items while closing.
Last Rounds
Always complete the last round of your route on schedule; never rush through the route or skip stops in
an attempt to finish earlier.
Parking
Once you return to the garage, place your vehicle in queue for servicing.
Checking Out
After all closing duties are completed, the Supervisor will double check your paperwork and vehicle to
ensure it is prepared to go back into service the next day.
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3.08 – Backing Policy
Although all employees should be able to safely and effectively back any fleet vehicle into a parking
space without assistance, having someone watch for you and direct you when necessary is a simple and
cost effective way of preventing minor accidents. Although minor in nature, accidents involving
commercial vehicles can quickly and easily escalate into several thousand dollars for repair costs. By
always using backing assistance, you are helping to prevent possible downtime, repair costs and
subsequent disciplinary action due to an accident.
Backing Maneuvers: Always Unsafe
Any time a commercial vehicle is in reverse, the situation should be considered potentially dangerous.
The vehicle’s size, weight, and reduced visibility make reverse motion unsafe at best for yourself, your
vehicle and other people or objects behind you which you may not be able to see. On rare occasions, you
may have to back out of a terminal, back away from an accident in order to reroute or otherwise use
reverse to get out of a particular position. No matter where you are or what the purpose is, backing
cannot be considered a safe movement. All accidents which occur while backing are considered
preventable accidents.
Backing Requires Assistance
In addition to using your horn and four-way flashers as required in section 3.01 – Motor Vehicle Laws
Overview, you are required to call for assistance any time you anticipate having to back up. If backing
becomes necessary in the downtown bus terminal, contact Dispatch or a Supervisor for assistance.
Backing assistance requests at the maintenance facility should go to other maintenance personnel on site.
In other situations where you must back up, such as being stuck behind an accident on route, notify the
Supervisor or Dispatcher of your situation. If another employee is already present, they may assist you.
Use passengers or bystanders for backing assistance only as a last resort if no other personnel are
available. Nonemployees may not understand the space requirements, maneuverability or driver
visibility of commercial vehicles and will be much less effective in backing safely.
Backing Responsibilities
The backing assistant, or “backer”, is responsible for helping to make the driver aware of clearance
issues with the vehicle on all sides and corners, including mirrors. It is not the backer’s responsibility to
tell the driver when to turn the wheel or how to park the vehicle. The backer must:
•
•
•

Alert the driver when the vehicle comes within three feet of any object through the use of a
visual signal, such as a gesture
Remain in visual contact with the driver at all times
Never stand directly behind a moving vehicle for any reason. The driver is ultimately
responsible for the vehicle’s movements and positioning while backing. Drivers must
proactively monitor their position relative to other objects through the use of mirrors and
available windows if necessary. The driver must:
o
o
o
o
o
o

Call for or otherwise locate a backer to provide assistance.
Discuss and agree with the backer on a visual signal to indicate “stop”.
Discuss and agree with the backer on the direction of travel while backing.
Remain in visual contact with the backer at all times.
Monitor all sides and corners of the vehicle, including mirrors, for clearance.
Stop backing when visual contact with the backer is lost.
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o Stop backing when the vehicle’s clearance may be compromised.
The driver has the ultimate say on when the vehicle should stop to avoid an accident. In the event an
accident does occur, both the driver and backer may each bear some responsibility and receive
disciplinary action once the accident investigation is complete
Tips for Backing Safely
To ensure maximum safety while backing any vehicle, keep the following in mind:
•
•
•
•
•

Back and turn toward the driver’s side when possible, much like the alley dock maneuver.
The backer should always be positioned on the driver’s side when possible.
Always use hazards or four-way flashers and horn when backing.
Keep your speed low.
Backers should use a flashlight or portable radio to communicate with the driver in low
visibility.

On rare occasions you may be faced with a situation where you must back a vehicle alone without
assistance of any kind. Before beginning the maneuver, walk around the vehicle to thoroughly check for
any objects which may be struck. Always back slowly and constantly use your mirrors. If in doubt, stop
the vehicle and get out to reevaluate your clearance before moving again.
Backing on “The Hill” at 154 Augusta
In addition to using a backing assistant as required by this policy, backing any vehicle in the fleet
parking lot at the maintenance facility requires additional precautions due to the small space available
and the close proximity to other vehicles. To further reduce the likelihood of an accident at this location,
reverse movement of any vehicle by any personnel for any purpose is limited to one vehicle at a time in
the fleet parking lot.
When preparing to back a vehicle in the fleet parking lot, the employee operating the vehicle must
announce their intent to back up by two-way radio. This alerts others in the area that a vehicle is about to
begin backing, therefore they should hold their positions until the vehicle is finished backing. The
employee operating the backing vehicle should then announce they are clear.
For example, if an employee is backing bus 402 into a parking spot, they should:
•
•
•
•

Request and wait for backing assistance
Sound the horn and activate the four-way flashers
Call out “402 is backing on the hill” by two-way radio and pause two seconds before moving
Call out “402 is clear” by two-way radio once they are finished backing

Others waiting to back their vehicles may then follow the same process until all vehicles are parked.
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3.09 – Breakdowns
Breakdowns must be reported to the Dispatcher by radio as required, and all must be written up on the
Daily Report of Vehicle Condition.
Minor problems, which are not safety related, should not delay the schedule. The defect should be
written up on the Daily Report of Vehicle Condition. An operator relieving on the line should be
advised of the defect.
Problems, which are safety related or which pose extreme inconvenience to the passengers, should be
reported to the Dispatcher immediately. A mechanic will be dispatched to meet the vehicle on the route
either to fix the problem or change-out the vehicle.
If the vehicle is driven through water deep enough to wet the brakes, the brakes should be applied gently
to test their strength. In order to dry them quickly, the brakes should be applied lightly while
maintaining safe speed until brake performance returns to normal.
If the "Low Coolant Light" comes on, report the condition to the Dispatcher and continue on the route
unless otherwise instructed. This light indicates that the overflow tank above the radiator is empty.
THE VEHICLE MUST BE CURBED AND SHUT DOWN WHEN MAJOR PROBLEMS
OCCUR SUCH AS:
•
•

Low Air Pressure light and buzzer come on. The operator should be prepared to use the
emergency brake to stop the bus, if necessary.
Warning lights and alarm come on and indicate a check engine issue.

If a breakdown occurs while on route, inform passengers to remain calm and that help is on the way.
You cannot force passengers to stay on the vehicle, but encourage them to do so for safety.
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3.10 – Lost Articles
All lost articles found on vehicles by operators or found by a passenger and turned in to the Operator,
shall be turned in to the supervisor. Otherwise the articles are turned into the Greenlink Dispatcher.
All operators will be responsible for the articles they find and the contents therein.
All inquiries concerning lost articles shall be referred to the Dispatcher.
All articles turned in to the Dispatcher will be tagged with date of loss and route name. All articles will
be secured in one location for lost articles. Articles with names/addresses should be mailed or returned.
If not claimed within one month, operator will have option to claim article or donate to charity.
If a passenger finds an article and refuses to turn it in, the operator should attempt to secure his or her
name and address. Operators shall make a prompt radio report of the occurrence to the Dispatcher. Such
reports shall include all available information including a description of said article.
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3.11 – Continuity of Operations Plan
In the event of an emergency or disaster, the Continuity of Operations Plan becomes active.
Alternative Operating Facilities
In the event of an emergency operations will remain at the Terminal unless an Emergency Operations
Committee or EOC is formed and requires the presence of Greenlink Transit Administration.
Communication Systems
Greenlink utilized Two-Way radios on the Palmetto 800 system. In the event of an emergency, all staff
shall use a handheld radio on channel “Greenlink 1”. In the event of a statewide emergency, the radio
may be programed from the capital in Columbia using the “DYN REG” mode.
Essential Personnel
All operators, supervisors, and dispatchers are considered essential personnel and should report for work
as scheduled. The location of where to report to will be Transit Operations at 154 Augusta St. unless
otherwise notified. Employees will be notified of emergency situations by phone from their supervisor or
management.
Order of Succession
If, during the event of an emergency, the Director of Public Transportation is not available or becomes
incapacitated, the order of succession is as follows:
•
•
•

Assistant Public Transportation Director,
Transit Operations & Safety Manager,
Fleet Manager.
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3.12 – Intelligent Transportation System
Most fleet vehicles are equipped with a tablet and other hardware collectively known as an Intelligent
Transportation System (ITS). This system allows customers to track the bus they need, see whether it is
full, and receive arrival predictions; dispatchers and supervisors can view additional important
information such as vehicle speed and schedule adherence.
For this system to work and provide accurate information, all operators must be correctly logged in to
their vehicles.
Logging In
Each operator is required to log in to the MDT (Mobile Data Terminal) at the beginning of their shift or
any time they relieve another operator. The operator must know their Route and Run Number in order to
login.
Go on Break
Each operator is required to “Go on Break” on the MDT when they arrive at the Terminal (CU-ICAR for
Route 16). This allows the system to give the best arrival time data for the next trip. Before beginning
the next trip, make sure to return from break before departing.
Logging Out
At the end of each shift, operators are required to “log off” before being relieved or shutting down the
vehicle.
Improper Use of Equipment
Our ITS system provides audio and visual stop annunciation which complies with the requirements of
the Americans with Disabilities Act and relieves the Operator from having to make announcements. Any
tampering with the ITS system or MDT to prevent making such announcements is strictly prohibited.
Operators are NOT PERMITTED to adjust the volume of the system. Any Operator found to be
improperly using the system or tampering with it in such a way to disrupt its performance can expect
disciplinary action. In the event the system fails to announce stops automatically, the Operator must
notify dispatch of the failure and begin announcing major stops and intersections until the issue can be
resolved.
Manipulation of the tablet while the vehicle is in motion creates a distraction for the operator that
compromises the safety of the operator, our passengers, and the general public. As such, any
manipulation of the tablet while the vehicle is in motion is strictly prohibited. If an Operator is
instructed to, or identifies a need to, make changes to the tablet, they are expected to do so only when the
vehicle is stopped at a safe location.
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3.13 – Late Buses and Assistance
To reduce the impact of cascading delays which affect the entire system’s on-time performance, routes
arriving at the terminal will no longer be required to standby until all routes arrive except under specific
circumstances. The following steps will be taken when possible to limit how late routes depart from the
terminal:
•

•

•

If all but one route has arrived and is ready to depart by 30 minutes after the hour, all routes will
standby if the late route is expected to arrive by 35 after. All routes will depart at 36 after; this
allows 1 minute for passengers to transfer from/to the late bus.
If the last route is not expected to reach the transit center by 35 after, the spare bus will be used
on that route for the next trip and will be driven by the extra board driver or a second supervisor.
(One supervisor must remain at the transit center.)
If two of more routes are running late, all routes will standby until:
o All routes have arrived at the transfer center.
o All but one route has arrived and it will take more than 5 minutes between the second to
last bus and the last bus to arrive.

Additionally, in the past supervisors have used the 12 passenger van to aid routes that are running late.
This practice will no longer continue. Instead, supervisors may opt to use a cutaway to transport
passengers to their destination.
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4.00 – Safety and Security

4.01 – General Guidelines for Safety and Security
The City prides itself in creating a safe working environment for all employees. As a City employee you
are required to adhere to HR-7.9: Workplace Safety. For your convenience, a copy of HR-7.9 is included
in the Appendix.
In addition to HR-7.9, Greenlink employees must also comply with the following requirements:
•

Always Be Aware
You must be diligent in maintaining awareness of your surroundings. Road conditions, other
drivers’ behavior, weather, traffic signs and signals… these all play a role in performing your
duties safely. Although it can seem like a lot to keep track of, it becomes easier with experience.
Remember to use your mirrors to check beside or behind your vehicle and always move to see
into blind spots where possible.

•

Vehicle Clearance
Commercial vehicles require a large amount of space on all sides to maneuver safely near
obstacles, including those above you such as awnings or shelters. Most height restrictions will be
clearly marked with signs before entering the restricted area. If you are ever unsure of whether
you have sufficient space to maneuver, always get out of the vehicle to check your clearance. If
rerouting becomes necessary, advise the Dispatcher. If you are forced to proceed through a tight
space, do so very slowly to allow yourself more time to react.

•

Passenger Behavior
Rather than finding an available seat, passengers will sometimes choose to stand near the front
of the vehicle until they reach their destination. Always ask standing passengers to take a seat if
one is available; standees are much more likely to be injured in the event of a collision. For this
same reason, passengers must always be required to remain behind the line at the front of the
vehicle. Any behavior which inhibits your ability to operate your vehicle safely is strictly
prohibited. Oftentimes, passengers are well meaning and simply do not understand how their
behavior can negatively impact safety. When this appears to be the case, politely ask the
passenger to stop the behavior. Arguments, fights or other inappropriate behavior sometimes
occur among passengers. While many of those who are not involved will choose to ignore the
situation, it can sometimes escalate when others choose to involve themselves. Never engage
passengers involved in this type of behavior; doing so can potentially escalate the situation or
make you a target.
If passengers become violent or you believe there is a potential for violence, advise the
Dispatcher if you are able to do so safely. If you are threatened or believe you may be threatened
for reporting the behavior, follow the steps outlined in 5.07 – Emergency Two-Way Radio
Procedures.

•

Non-Standard Maneuvers
In some instances you may become involved in a situation which calls for you to take action
outside of our normal operating procedures. Although our routes run along well established
streets, we are sometimes forced to venture into unfamiliar territory or execute abnormal
maneuvers. These situations require extra diligence and attention to safety.
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U-turns, although not illegal for commercial vehicles, are usually unsafe. For this reason, Uturns are always prohibited while operating commercial vehicles in our fleet. Never perform this
maneuver unless explicitly instructed to do so by a member of management or law enforcement
personnel. If you must turn around, try to use available traffic circles, parking lots or other
similar open areas. Other non-standard maneuvers, such as driving over grassy areas or curbs,
may be required in specific situations. Never perform these maneuvers without approval from an
Supervisor or member of management. Your vehicle may become damaged or stuck without
sufficient clearance or a stable surface on which to drive.
•

En Route Procedures
Although we strive to have a dependable and efficient system, never sacrifice safety in an
attempt to be on time. It is important to drive safety and smoothly, rushing a route can lead to
incidents, accidents, and complaints. Only open the door when the bus is at a complete stop.
Roadside interior lights shall remain on while the vehicle is in revenue service.

•

Proper Use of Vehicles
All employees are responsible for the safe and proper use of vehicles AND SHALL NOT:
•
•
•
•
•
•
•
•
•
•

•

Operate the vehicle without regard for preservation of vehicle.
Warm up engine too quickly or in an unsafe manner.
Ride or pump the brakes.
Abuse tires by improper turns, hitting curbs or avoidable road hazards.
Use the door interlock as a substitute for the handbrake.
Attempt to put a bus in gear before the bus has 90 pounds of air pressure.
Operate a bus inside Transfer Center more than 5 MPH or exceed speed of 15 MPH on the
downtown Greenville city block from Main to McBee/Richardson/Washington.
Failure to depart the Terminal in the order specified by dispatch.
Place a vehicle in motion with doors open. Also, the doors should not be opened until the
vehicle has come to a complete stop.
Exceed the posted speed limits. Operators who exceed the speed limit in school zones will
be subject to termination.

Operators shall:
• Test their brakes prior to leaving the station.
• Use extreme caution when driving on wet, slippery streets.
• Use extreme caution when driving over rough streets, streets under construction and through
low water areas to prevent damage to the vehicle or injury to the passengers.
• Stay in right lanes at all times except to make left turns or to avoid a potential hazard.
• Use turn signals well in advance when changing lanes or making turns.
• Use hazards when making passenger stops.
• Pull to the curb and stop, if possible, to clear the street for emergency vehicles.
• Come to a complete stop on two lane highways when a school bus is displaying alternately
flashing red lights. South Carolina law states a vehicle must stop and not pass until:
o The school bus has resumed motion.
o The driver of the school bus driver motions other drivers to proceed.
o The red lights are no longer flashing.
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o On multi-lane highways, no vehicle may pass a stopped school bus, if it is going in the
same direction as the school bus. However, if the vehicle is approaching the school
bus from the opposite direction, the driver is not required to stop, but should proceed
with caution.
• Yield the right-of-way to pedestrians crossing the street regardless of whether it is a marked
crosswalk or in the center of the block where there is not a crosswalk.
• Visually inspect the vehicle before going out on a run.
• Shut the vehicle down when warning lights come on.
• Place the vehicle's transmission in neutral (or park as appropriate) and engage emergency brake
whenever leaving the operator's seat.
•

Leaving Vehicles Unattended
Leaving a bus unattended, whether with or without passengers on board, presents inherent safety
and security risks. At no time should an operator leave their vehicle unattended unless otherwise
cleared to do so by Dispatch or a Supervisor. Should you need to step away from the vehicle
during your shift, do the following:
•

•

Contact Dispatch and request a 10-7. If available, a Standby Operator or a Supervisor will
report to your vehicle to board passengers and monitor the vehicle until you return.
o Under these circumstances, you are not cleared to leave the vehicle until another
Greenlink employee arrives to relieve you.
In the event a Standby Operator or a Supervisor is unavailable and the vehicle is empty of
passengers, secure the vehicle and close the doors.
o If there are passengers on board, close the door with the air control released, so that
passengers can push the doors open and exit the vehicle in the event of an emergency.

This policy is in effect regardless of whether the buses are late or on time.
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4.02 – Safety Violations
A safety violation occurs when an employee’s action or inaction leads to a situation where there is a
potential for property damage, human injury or human fatality. Many of the policies and procedures in
this handbook are designed with safety in mind, thus failure to abide by them may result in a safety
violation.
Identifying a Safety Violation
With the training you have or will receive, identifying a safety violation should be relatively easy. The
majority of safety violations occur when an employee fails to follow policies and procedures outlined in
this handbook. If you ever witness an action you believe to be unsafe, it most likely qualifies as a safety
violation. Some characteristics include:
•

•
•

Forcing Others to Take Evasive Action: pulling out in front of another vehicle and thereby
forcing the other driver to brake hard, swerve away from your vehicle or make a rapid lane
change.
Near Misses: when a vehicle travels in close proximity to another vehicle or object
unintentionally without actually causing damage or injury.
Passenger Complaints: a pattern or history of passenger complaints may indicate safety issues
which need to be addressed.

Reporting Safety Violations
Self-reporting is always the better option; it means you recognize the risk involved and understand the
possible outcomes. However, you may not always be aware of when a safety violation in which you are
involved has occurred. Employees are encouraged to report safety violations when they witness them so
corrective and preventative measures can be taken. Such reporting can be made in confidence to any
Supervisor, Dispatcher or member of management. Ultimately, working together to promote safety can
have only a positive impact on our department. By choosing to report a safety violation, you help to
promote recognizing when safety may be at stake as well as encourage proactive efforts to reduce or
prevent repeat occurrences.
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4.03 – Ongoing Safety Initiatives
Our focus on safety does not end with your initial training. Several methods of encouraging employees
to be aware of safety are used to continually promote a safe experience for our employees, passengers
and those with whom we share the road. The approaches described below may occur at random and may
be unannounced.
Evaluations
You may receive one or more formal evaluations of your driving performance. Such evaluations are
nearly always unannounced. This is usually accomplished through a ride along evaluation conducted by
a Supervisor or other assigned personnel. Basic skills such as lane control, mirror usage,
stopping/following distances and maintaining appropriate speed are scored according to how well you
perform. Should your evaluation result in a low score, you may be asked to meet with the General
Manager to discuss your performance. You may also be required to participate in refresher training to
work on any problem areas.
Observations
Direct observation of a driver’s performance from outside the vehicle offers a different perspective on
how an employee may handle their vehicle. Supervisors or other assigned personnel may conduct
random, unannounced observations by following your vehicle or waiting for it somewhere along your
route. As with evaluations, your performance is reported back to the General Manager for follow up
discussion or refresher training if necessary.
Refresher Training
To keep employees’ skills up to date, the Transit Safety and Training Officer or a Transit Shift
Supervisor may occasionally administer refresher training sessions. These sessions may be scheduled for
groups or individuals based upon observed driving skills, passenger feedback, disciplinary action or
other factors. Most sessions are considered mandatory, though some optional sessions are sometimes
offered.
Chalking Tires
Tires are one of the most expensive components to replace when they become damaged or too worn to
be safely used. For this reason, care must be taken to make them last as long as possible. Scraping
against curbs can quickly wear down the tire’s sidewall and make it more susceptible to a blowout. To
help underline the importance of keeping your vehicle’s tires away from curbs and other objects, your
tires may occasionally be “chalked” to evaluate your performance in this area. At the beginning of this
evaluation, the Supervisor or other responsible personnel will place chalk lines on each of your vehicle’s
tires when your shift begins. If at any time a tire scrapes against a curb or other object, the chalk will be
smeared or removed altogether. Normal driving does not produce this effect. At the conclusion of your
shift, your tires will be examined for any evidence of scrapes. Employees whose tires indicate scrapes
have occurred during their shift may be subject to refresher training. If necessary, the Transit Safety and
Training Officer will contact you to schedule a session. This session must be completed within one week
of the date you were notified to schedule it. Failure to do so may result in the suspension of driving
privileges until the session has been completed.

Operations Handbook
Section Heading:
4.00 – Safety and Security
Document Title:
4.03 – Ongoing Safety Initiatives

Effective Date: 2/19/2016
Last Update: 8/1/2017
Page 2 of 2

………………………………………………………………………………………………………………
Seatbelt & License Checks
All employees are subject to random checks to ensure they are driving while properly licensed and
wearing their seatbelts. You are required to have your CDL and medical examiner’s certificate on you at
all times while operating a commercial vehicle. Failure to carry both of these items with you may be
considered to be driving without a license. Employees must wear seatbelts at all times while operating
any City owned vehicle. Some Greenlink vehicles offer both a lap belt and a three-point seat belt; all
Greenlink employees are expected to use the three-point seat belt if it is available. This requirement is
for your own safety as well as the safety of your passengers and others on the road. In the case of a
collision or other forceful event, it is possible you may be shifted from the driver seat. This may result in
the vehicle being left in an uncontrolled state where it can cause further damage or harm.
Safety Vests
All Greenlink Operations employees are expected to wear their issued safety vest while in the Terminal
or during an emergency such as an incident or accident that causes a Greenlink vehicle to suspend
operations while on route. This requirement is for your own safety as you are moving around the vehicle
and moving in the Terminal. Employees are not required to wear the safety vest while operating a
Greenlink vehicle.
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4.04 – Mobile Phone Policy
Per City HR-8.7: Wireless Communication Devices, City personnel are prohibited from using a wireless
communication device, whether City issued or employee-owned, while in the course of performing City
duties. However, Greenlink bus operators and supervisors may use their two-way radio for the purposes
of conducting business only (e.g. reporting mechanical issues, passenger issues, ADA and bike count,
and other related issues).
Permitted Use of Mobile Phones
The follow usage of mobile phones is restricted to the following:
•

•

Talking: Employees may make or receive phone calls only while parked at a terminal or other
staging location, but may not make or receive phone calls if doing so interferes with the
performance of their duties at those locations. Employees may not make or receive phone calls
while on route unless directed to do so by Dispatch or to contact a supervisor. Bluetooth
headsets are not permitted.
Texting / Other: Employees may send or check text messages or use their mobile phones for
other purposes only while parked at a terminal or other staging location. All criteria above also
apply to hands free methods of operation such as speakerphone, Bluetooth headsets or other
devices. Employees are not permitted to use their phone to play music or other material while
operating a Greenlink vehicle.

The use of mobile phones for talking, texting, or any other operation is prohibited while sitting in the
driver’s seat of any Greenlink vehicle.
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4.05 – Vehicle Inspections
At a minimum, employees are expected to perform a walk around inspection of their vehicles to check
for safety or maintenance issues which need attention. Although South Carolina law requires a
commercial driver to perform a pre-trip inspection before their vehicle goes on the road, several items
have already been checked for you by the time opening shifts begin. You are still required to perform a
full pre-trip inspection when opening a vehicle which has not already been prepared for you.
Walk Around Inspections
When opening a prepared vehicle or taking over a vehicle from another driver, always perform a walk
around inspection before beginning your route. This will help to ensure the vehicle remains in safe
operating condition throughout the day as it is not uncommon for smaller problems to develop over the
course of the route. Any problems, including body damage from possible accidents, should be noted on
your inspection sheet. Do not rely on the driver before or after you to note any issues you find. If you
believe the damage to be very recent, report it immediately to the Supervisor on duty or General
Manager.
Inspection Procedure
While it appears lengthy at first glance, the inspection procedure outlined below can be done quickly and
with minimal effort as most checks involve only a visual inspection. Failure to follow this procedure
may negatively impact the safety of you, your passengers and others on the road. Because vehicle
configurations and equipment vary, this is only a general guide and does not go into detail about each
vehicle. Be sure to check the following items:
•
•

•
•
•

•
•

•
•

General: Look for signs of obvious damage or other problems. Clearance and hazard lights
should be on when performing the walk around inspection to check for non-working lights.
Passenger Area: Check the compartment for cleanliness and secure seats. Confirm the presence
of emergency equipment and paper documentation. Check the condition of windows, emergency
exits and doors. Make sure the aisle is clear of obstructions and the seats are clear of trash. Look
for any packages which may have been left onboard (see 4.06 – Suspicious Activity).
Driver Compartment: Check the wipers, gauges, defroster, horn, windshield and mirrors.
General Exterior: Listen and watch for air or fluid leaks, non-functional lights or hanging parts
and make sure mirrors are mounted securely.
Tires: Make sure the tires are free of obstruction and properly inflated, have appropriate tread
depth, are in good condition and have no obvious punctures. Mud flaps and wheel flares should
be properly mounted. Dual tires should not be touching each other. Kick tires gently to check for
low tire pressure.
Rims: Ensure the rims are undamaged and not bent from hitting curbs. Confirm all lug nuts and
terminal nuts are present and hand tight by touching them.
Front Exterior: Visually check for damage all over. Confirm all clearance lights, headlights and
turn signals are functioning. The windshield should be free of damage and the wipers should be
mounted with proper tension. The three sections of the bumper must be secure.
Street Side Exterior: visually check for damage all over. Ensure panels are secure and all lights
are functional.
Rear Exterior: Visually check for damage and confirm that all lights are functional. The three
sections of the bumper must be secure.
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• Curb Side Exterior: Same as street side exterior, but also check the condition of all entrances
and make sure doors open and close properly. The terminal-odometer should be secure and the
fuel cap should be closed.
• Lift/Ramp: Perform this check only when opening to avoid excessive wear on the equipment.
The vehicle’s lift or ramp should be run through a complete cycle to ensure it works properly.
Fuel Gauge
Once you complete your walk around inspection, pay particular attention to the fuel gauge. Because all
vehicles are fueled as part of closing procedures, the gauge should read full at opening. If not, you must
take additional steps to ensure your vehicle does not run out of fuel mid-route. If you are the opening
driver, you may be required to fuel before proceeding to your terminal. Otherwise, a decision will be
made regarding whether to allow the vehicle to continue on route, remove it from service or fuel it on
site using a mobile pump. Allowing a diesel powered vehicle to run out of fuel is a much larger problem
than simply needing to refuel the vehicle. When a vehicle which has run out of fuel shuts down, you may
have little to no warning and thus be unable to move the vehicle out of the way of traffic. Passengers as
well as other routes may become delayed. Additionally, maintenance staff must be called out to the
vehicle for on-site repairs to the fuel system.
Reporting Problems
If you discover any problems which may prohibit the vehicle from operating safely on route for the day,
you must immediately notify the Dispatcher or Supervisor. Other more minor issues can be documented
on the inspection sheet. If you are unsure whether the vehicle should go on route, err on the side of
safety and report the problem. The following problems should always be reported:
•
•
•
•
•
•
•
•
•
•

Brake problems
Fluid and/or air leaks
Low or flat tires
All inoperative lights (brakes, reverse, clearance, etc.)
Damaged mirrors
Steering problems
Suspension problems
Inoperative windshield wipers
Inoperative defrosters
Inoperative two-way radio (report by telephone or use another vehicle’s radio)

The Last Say
As the driver responsible for operating a commercial vehicle, you have the last say as to whether a
vehicle is safe to drive. You cannot be forced to drive any vehicle you believe to be unsafe. However,
you must be able to fully justify your refusal with detailed reasons you believe it to be unsafe. Feel free
to ask questions of the maintenance staff if necessary. If you feel unsafe because you are unfamiliar with
a vehicle, refresher training may be scheduled to help. Refusal to drive a vehicle simply because you do
not like it or prefer another will be considered insubordination.
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4.06 – Suspicious Activity
As a department responsible for several million dollars’ worth of equipment and the safety of our
passengers, we must always be diligent in watching for suspicious activity which may compromise our
ability to provide service to our passengers in a safe and effective manner. This guide outlines several
basic ways of identifying and reporting suspicious activity.
Parking Lot & Facilities
Be watchful for any individuals on the property who do not appear to belong or are acting strangely,
especially if they are near fleet vehicles. Report such individuals to a member of management, a
Supervisor or a Dispatcher immediately. Never approach or confront them on your own. Typically,
visitors should report to the office upon arrival. Occasionally a passenger who has lost an item will
locate our facilities and attempt to search a vehicle without supervision. More often than not, this
behavior is harmless but still worth reporting. As part of closing procedures, any items left onboard our
vehicles should be turned in to the Dispatcher or Supervisor on duty. Any backpacks, bags or other such
items found on or near fleet vehicles after closing were likely placed there after the vehicle was shut
down. Report these items immediately. If you are unable to report suspicious activity or packages to
anyone or are working alone and you feel your safety is threatened, contact the Greenville Police
Department at 864-271-5333.
Vehicles on Route
During your shift, you are required to perform interior walkthrough inspections of your vehicle prior to
beginning your route and as you are able between rounds. These inspections afford you the opportunity
to locate any suspicious packages which may have been left onboard. Most of the time these items are
harmless but there are some signs to watch for which may indicate a serious threat. If you encounter a
package exhibiting any of these, remove your passengers from the vehicle and surrounding area and
close the door(s). Do not attempt to handle the package yourself; instead, report it immediately. Look
for:
•
•
•
•
•
•
•

Individuals in the act of abandoning a package and fleeing the area
Nearby individuals showing signs of illness or distress
A suspicious cloud, mist, vapor, gas, odor or seeping fluid
Attached batteries, wires, tanks, bottles or bags which may contain chemicals
Ticking sound or other strange noise
An attached message
Hidden in an out of the way location.

Passenger Behavior
Always be aware of your passengers’ behavior. If it becomes threatening in any way or they begin to act
suspiciously, contact the Dispatcher or Supervisor. Never confront anyone yourself; allow law
enforcement officials to respond appropriately. Remember: you may refuse service to passengers acting
in a suspicious or unusual manner.
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4.07 – Responding to Spills & Bodily Fluids
Passengers may sometimes become ill or injured while onboard your vehicle for a variety of reasons.
Bodily fluids may come into contact with your vehicle’s interior or even exterior surfaces. A vehicle
contaminated in this manner must be sanitized as soon as possible to allow it to safely return to service.
Drivers should NOT attempt to clean a bodily fluid spill unless the spill is small enough to be cleaned
with the contents of the Bloodborne Pathogen Exposure Control kit located in each vehicle. Drivers are
expected to do their best to contain a spill using the contents of the kit until the driver can safely return to
the Greenlink terminal.
It is important to remember that urine, feces, vomit, and saliva are not considered bloodborne pathogens
unless blood is clearly visible.
Reporting Spills and Bodily Fluids
As soon as you become aware of a spill or bodily fluid onboard your vehicle, you must report it to the
Dispatcher or Supervisor. Given the nature of the situation, do not go into details regarding the incident
by two-way radio. Instead, simply advise them you have a spill or bodily fluids contamination. The
Dispatcher or Supervisor will arrange for the vehicle to be cleaned or swapped out with another vehicle
before you return to the terminal.
Responding to Bodily Fluids
After reporting the incident, you must first ensure passenger safety by removing passengers from the
contaminated area. For larger contaminations which can be easily tracked across the vehicle, you may
need to temporarily evacuate the vehicle. There are two basic scenarios for responding to a contaminated
vehicle:
•

•

Minor Contamination
o Spill or Bodily Fluid is confined to a small area and/or only involves the vehicle’s floor.
o Driver asks passengers to move from that area and continues on route until the vehicle
can be cleaned or removed from service.
Major Contamination
o Spill or Bodily Fluid is spread to a significant portion of the vehicle and/or involves the
vehicle’s walls, handrails, seating or other surfaces beyond the floor
o Vehicle is removed from service for cleaning.

All Greenlink employees will receive initial and annual, department-specific training on bloodborne
pathogens as outlined in City Policy HR-7.11: Exposure Control Plan. Due to the risk of potential
bloodborne pathogens exposure, only certain positions will be responsible for cleaning bodily fluid
spills:
•
•
•
•

Facilities Maintenance Specialist
Facilities Maintenance Servicer
Lead Bus Servicer
Bus Servicer

Other factors may play a role in the decision on how to handle your particular situation. Follow the
instructions you are given to ensure the vehicle is cleaned and the material is disposed of safely.
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4.08 - Head Lights and Hazards
The following guidelines apply to all Greenlink vehicles during operation:
•
•

Lights should be turned on during the period from sunset to sunrise.
Lights should be turned on when the windshield wipers are in use as a result of smoke, fog, rain,
or snow.

Four-way hazard lights must be used when:
•
•
•
•
•
•

A vehicle is disabled or involved in an accident.
Parking a vehicle and the operator cannot park.
Completely off of the road.
Stopping at a railroad crossing.
Using a wheelchair lift to load/unload a passenger.
At any stops of situation where lights are appropriate.

During darkness, interior lighting and lighting on stepwells in buses should be available for passengers
to enter and exit the bus safety.
Consider using lights when inclement weather or environmental factors severely reduce the ability to
clearly discern persons and vehicles on a street and highway at a distance of 500 feet ahead.
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5.00 - Emergency Situations

5.01 – Accidents Overview
Every accident happens a little differently. This section outlines what to do in the majority of accidents
an employee is likely to encounter. In situations not covered by this guide, use your best judgment to
determine what actions to take in order to keep you, your passengers and your vehicle as safe as
possible. Accidents are not just collisions; any situation which results in injury is also an accident.
Before following the procedures outlined in this section, you must first determine whether an accident
has occurred. Evaluate your situation on the following criteria:
•
•
•

Was contact made between your vehicle and any other vehicle?
Was contact made between your vehicle and any fixed object (e.g., pole, building, etc.)?
Was the vehicle moved in such a way as to result in an injury (e.g., hard braking or swerving)?
This may include evasive maneuvers made in an attempt to avoid a collision.

If you can answer "yes" to any of these items, you should treat the situation as an accident and respond
accordingly.
For the purpose of internal reporting, Greenlink shall distinguish between minor or major collisions and
alleged passenger injuries using the terms and definitions outlined below:
An “Incident” shall be defined as any collision that meets the following thresholds:
•
•
•
•

No citation
No DOT testing
May include another vehicle
Less than $1,000 in damages

An “Accident” shall be defined as any collision that meets the following thresholds:
•
•
•
•

Involves citation
DOT testing
May involve another vehicle
More than $1,000 in damages

“Alleged Injury” shall be defined as any non-collision event that involves a passenger claiming
injury. These events include, but are not limited to:
•
•
•

Slips/Trips/Falls
Emergency braking
Evasive action

Passenger medical emergencies where the operator can be completely discounted as a contributing factor
shall not be categorized as an “Alleged Injury.”
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Operator Responsibilities
Your first responsibility in any accident is to ensure the safety of everyone involved or who may be put
at risk immediately afterward. Once you have addressed the safety of your passengers, your next priority
is to report the accident to the dispatcher, the supervisor, and/or 911. All drivers of a commercial vehicle
are required to report any accident the results in injury to or death of any person or persons, or property
damage of any kind, regardless of the damage, to their employer. Violations at this section can result in
disqualification of your CDL license. Failure to advise the Dispatcher or otherwise report an accident to
the appropriate management personnel immediately will result in disciplinary action. Employees
involved in any accident must immediately begin following appropriate procedures as outlined in
sections 5.04 and 5.05. After each accident, management conducts its own investigation of the
circumstances surrounding it. The purpose of the investigation is to determine the cause, degree of driver
responsibility, preventability and whether any disciplinary action or refresher training may be necessary.
All bus operators are required to cooperate with all aspects of the investigation.
Operators are required to carry an Accident Reporting Kit at all times when operating a Greenlink
vehicle. The kit should contain green witness cards and an accident/incident report. Operators should
check the vehicle before leaving the lot to be sure they have a Kit. The operator who uses the Kit to
report an accident or incident will be responsible for replacing the Kit on that vehicle.
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5.02 – Accident Preventability
The purpose of determining preventability for accidents is to identify areas in which an organization can
improve safety measures to avoid future events. Every accident is investigated to determine whether or
not an operator’s actions directly contributed to or could have prevented the accident from occurring.
Preventability is not only assessed for collisions, but for any event in which safety is compromised,
including, but not limited to, alleged passenger injuries and employee injuries. Investigations look
beyond the concept of fault; commercial drivers are provided with specialized training that enables them
to maintain a safe environment for the general public and our customers even in extraordinary
circumstances.
Preventable Collision
A preventable collision is one in which it is determined the driver, regardless of fault, failed to do
everything he or she could have reasonably done to prevent the collision from occurring. Not only does
this mean taking action to avoid striking another vehicle or object, but also taking action to avoid being
struck. For example, a bus driver sees a vehicle cross the center of the road ahead and approach the bus
head on. The bus driver, realizing the two vehicles are going to collide, applies the brakes and raises his
hands to shield his face from glass or other debris. This collision would likely be classified as
preventable, as the driver took no significant action to avoid being struck by the oncoming vehicle. In
fact, removing his hands from the steering wheel left the bus in an uncontrolled state, making the
situation even more dangerous.
Non-Preventable Collision
A collision is ruled non-preventable when it is determined the driver, despite any preparatory training or
reasonable action which may have been taken to avoid the collision, was unable to do anything which
would have prevented the collision. In the example above, suppose the driver had still applied the brakes
but turned the steering wheel sharply in an effort to swerve out of the way and avoid the collision. It is
then possible for the driver to avoid the collision altogether, but also still likely a collision would occur
anyway. An examination of the accident scene would likely yield the decision this collision was nonpreventable. That is, it would have happened despite the driver's best efforts to avoid it.
Preventable Alleged Injury
A preventable alleged injury is one in which it is determined the driver, regardless of fault, failed to do
everything he or she could have reasonably done to prevent a passenger injury from occurring. This
could include any instance in which the operator failed to provide the passenger with proper instruction,
failed to provide the passenger with physical assistance, or operated the vehicle in an unsafe manner.
For example, if an operator were to have been distracted while driving, had to take evasive action to
avoid a collision that could have otherwise been avoided had the driver not been distracted and a
passenger was injured as a result of those actions; that alleged injury would be deemed preventable.
Non-Preventable Alleged Injury
An alleged injury is ruled non-preventable when it is determined the driver, despite any preparatory
training or reasonable action, was unable to eliminate or avoid the conditions under which the passenger
was injured. In the example above, suppose the driver was not distracted, but they had to take evasive
action to avoid striking another vehicle and a passenger was injured as a result of those actions; the
alleged injury, under those circumstances, may be deemed non-preventable.
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Preventable Employee Injuries
A preventable employee injury is one in which it is determined that the employee failed to take
reasonable action to prevent the injury from occurring. Employee actions that may lead to injury and be
considered preventable may include, but are not limited to: failure to follow safety policies/procedures,
failure to wear proper personal protective equipment (PPE), failure to perform proper bending or lifting
techniques, and other unsafe behaviors. For example, if a driver is securing a wheelchair device, bends
over at the waist to attach straps to the chair, and injures their back, that injury may be deemed
preventable for not performing proper bending techniques to avoid injury.
Non-Preventable Employee Injuries
An employee injury is ruled non-preventable when it is determined the employee, despite any
preparatory training or reasonable action, was unable to do anything to prevent the injury. If, in the
example above, the driver squatted down to secure straps to a wheelchair, rather than bending over, and
still injured their back, the injury may be deemed non-preventable since the driver was utilizing proper
bending techniques at the time of injury. In this instance, the injury would have happened despite the
driver’s best efforts to avoid it.
Greenlink Accident Review Committee
The Greenlink Accident Review Committee will be tasked with evaluating the results of any accident or
incident investigation involving a Greenlink vehicle or Greenlink employees for the purpose of making a
recommendation to management on preventability. The Committee Chairperson will conduct an initial
review of each accident to classify each accident or incident as preventable or non-preventable. Those
accidents which are deemed preventable and those for which no clear category applies will be referred to
the Committee for review.
The Committee will review each referred accident, taking into consideration all available documents,
reports, video, written or in-person testimony, and other relevant evidence. The Committee will forward
its findings and recommendation of preventability to the Assistant Director of Public Transportation for
consideration. Final determinations of preventability will be made by the Assistant Director of Public
Transportation. The Committee will notify the affected operator(s) within 10 business days of the final
determination.
Disciplinary action for preventable accidents or incidents will be determined by the appropriate
department manager.
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5.03 – Preventing Accidents
Preventability is a major part of investigations into accidents where commercial vehicles are involved.
The CDL holder is held to a higher standard, much as any other professional is in their field. Although
you may not be at fault in an accident, there are sometimes things you can do to prevent being involved
in one. You probably are already familiar with many of these points, as defensive driving and accident
prevention go hand-in-hand. This document outlines different types of accidents and discusses the
preventability factors of each. Even if an accident occurs, the actions of other drivers do not necessarily
dismiss the accident as non-preventable. Failure to take precautionary measures may leave you more
vulnerable to an accident occurring, even if you have obeyed all traffic laws, signs and control devices.
This failure also sets up the accident to be viewed as preventable on your behalf.
Intersections
When approaching an intersection, always reduce speed and check traffic from all directions before
proceeding through the intersection. This gives you more time to respond in the event an accident seems
imminent. You may be able to take evasive action to avoid a collision.
Vehicle Ahead
Defensive drivers can help prevent front-end collisions by maintaining a safe following distance at all
times. A safe following distance allows enough time, distance and ability to see the situation in order to
respond to the vehicle ahead stopping abruptly or unexpectedly. If another driver on the road is behaving
aggressively or erratically, the safest place for them to be is in front of you so you can easily increase the
distance between your vehicle and theirs. At night, a common cause for front-end collisions is driving
faster than speeds which would allow you to stop in the space illuminated by your headlights.
Struck From Behind
A safe following distance still applies in instances where you risk being struck from behind by a
following vehicle. By maintaining a safe following distance, you reduce the chance of needing to make
abrupt or unexpected stops which may cause the vehicle behind you to collide with you. Rear-end
collisions preceded by a roll-back, sudden stop or failure to use turn signals are often considered
preventable.
Passing
Although infrequent with commercial vehicles like those we operate, there are occasionally situations
where one must decide whether to pass another vehicle. Failure to pass safely usually indicates faulty
judgment; one must consider several important factors before attempting any passing maneuver. The
other driver’s behavior, oncoming traffic, road conditions (surface, layout, etc.) and visibility must all be
taken into account. Even if a passing accident is not your fault, the passing maneuver is entirely
voluntary and therefore preventable in most cases.
Being Passed
Accidents due to sideswipes or being cut off while being passed are preventable if the driver fails to
yield to the passing vehicle. This may involve reducing speed, moving to the right where possible or
maintaining speed; the appropriate action depends on the specifics of the situation.
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Oncoming
Even when a vehicle appears to be unavoidably heading straight toward you from ahead, there may still
be time to respond effectively. Most everyone’s instinct will be to swerve away from the oncoming
vehicle; while this maneuver may help avoid one threat, it could be hazardous to other vehicles in close
proximity to your own (e.g., you swerve into the lane beside you and strike another vehicle in the
process).
The best reaction here, like for practically any hazardous traffic situation, is to immediately reduce
speed. If the opposing vehicle was in the process of passing another vehicle, this will allow them time to
return safely to their own lane. Moving to the far right of your lane will help give the other vehicle
additional room. Even if an accident occurs, slowing down will have helped exercise preventability on
your part.
Fixed Objects
Collisions with fixed objects are 100% preventable. Usually a collision of this type involves the failure
to check or properly judge clearances. Defensive drivers should always be on the lookout for any
conditions where available space around the vehicle is lessened; typically this means poles, trees or
buildings close to curbs, awnings or other overhanging structures, traffic or pedestrian barriers and street
signs. If you are ever unsure about whether you have enough room to safely maneuver, step out of the
vehicle to assess the situation and/or ask for assistance.
Surrounding Traffic
Whether moving along with traffic, or through/past other traffic that may be slow or stopped, Operators
must proactively work to maintain a balanced position within their lane in order to leave a “cushion” of
space all around their vehicle. Mirror strikes and sideswipes are the most common types of accidents to
occur when a vehicle is traveling in close proximity to other vehicles, such as when only one lane of
traffic is moving or the Operator is moving into a turn lane. Sideswipes due to tail swing can also occur
if the vehicle turns while traveling too close to other vehicles or objects. Operators must continually
monitor their mirrors not only to check their position relative to their lane and other vehicles, but also to
check whether the mirrors themselves may be getting too close to other vehicles or objects. When an
accident involves a stationary vehicle, the driver of the moving vehicle will typically be held at fault.
Pedestrians
Nothing can prevent someone from suddenly darting out in front of your vehicle, but even so you can
still work to reduce the chances of pedestrian injury. The key to driving defensively and improving
safety in areas with pedestrian traffic is to reduce speed, even if posted speed limit signs do not call for
you to do so. Always look ahead and around your vehicle for pedestrians; you may be able to anticipate
their movements before they present any danger.
Private Property
When a driver is expected to enter unusual locations, construction sites, etc., or possibly use driveways
not built to support heavy commercial vehicles, it is the driver’s responsibility to discuss the operation
with the proper authorities and to obtain permission prior to entering the area.
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Passenger Injury
Accidents of this type occur when a passenger becomes injured onboard the vehicle, though not
necessarily by a collision. The driver’s failure to properly operate the vehicle always makes a passenger
accident preventable; this includes abrupt stops, turns or acceleration. If any of these were the result of
emergency action to avoid an accident, it still may be judged preventable if the driver failed to take the
necessary precautions to avoid the need for evasive maneuvers.
Parking
Collisions resulting from unconventional parking situations (e.g., double parking) are often judged to be
preventable, especially if the driver failed to take necessary precautions such as putting out warning
devices. Rollaway collisions from parked vehicles are generally preventable; unauthorized entry to an
unlocked and unattended vehicle, failure to properly block the wheels or failure to turn the wheels
toward the curb to prevent movement are all preventable factors in rollaway collisions.
Backing
Practically all backing collisions are preventable. Our policy requires the use of a backing assistant
whenever one is available; even with this assistance, the driver must still back safely and responsibly. A
backing assistant cannot control the vehicle’s movement, therefore it is still the driver’s responsibility to
back safely and check clearances around the vehicle.
Although it is impossible to cover every scenario in which a driver may be able to prevent an accident,
some things are common to all defensive drivers. A defensive driver should make all reasonable
allowances for others’ lack of skill or improper driving practices. Defensive drivers adjust their own
driving to compensate for weather, road and traffic conditions and do not allow the unsafe actions of
others to draw them into an accident. Defensive drivers also recognize when it is necessary to slow
down, stop or yield the right of way to others to avoid being involved in an accident.
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5.04 – Responding to Collisions
If you are ever involved in a collision, you should be prepared to immediately assume a leadership role
at least until help arrives. Passengers and possibly others involved in the collision will need you to
remain calm, professional and ready to act to preserve their safety as well as your own. This document
can help guide you through what to do in the event of a collision.
Above All Else, Remain Calm
You cannot effectively help yourself or anyone else if you panic!
1. Stop Immediately & Check for Injuries
As soon as an accident occurs, stop immediately where it is safe to do so and do not move the vehicle
until instructed to do so by management or law enforcement personnel. Do not worry about blocking
traffic; your priorities are the safety of your passengers and the preservation of the accident scene.
a) For buses, pull the parking brake knob and put the gear selector on "N" for neutral. For vans or
other vehicles, shift the gear selector into "P" for park. Note: in some accidents, an air line may
rupture and cause a partial or total loss of air pressure. You are still safe; the parking brake will
remain engaged but cannot be disengaged without air pressure. The vehicle may need to be
towed away or repaired at the conclusion of the on-scene portion of the investigation.
b) Turn on the hazards or four-way flashers and all interior lights.
c) Assess yourself for injuries which may prevent you from helping others (e.g., a broken arm or
leg). If you are capable of doing so, continue to assess passengers for any obvious injuries. Walk
through the bus if necessary to determine if any passengers are unresponsive.
i.

Never attempt to move passengers who may have suffered head, neck or spinal injuries.
These injuries may be worsened by movement; wait for rescue professionals who are
trained to assess and transport victims of these injuries. The only exception is an
evacuation scenario where immobile passengers may suffer further harm by remaining
onboard.

Call for Help
Always keep these numbers stored in your cell phone in case of an emergency. It is also a good idea to
keep all managers' phone numbers stored as well. Refrain from discussing details of the accident with
anyone other than Greenlink Dispatcher s, Supervisors or management and law enforcement personnel.
If the situation is life-threatening, call 911 immediately.
2.

Greenlink Dispatcher: 864-467-5001
Greenville Police Department: 864-271-5333
a) During normal service hours, contact "DISPATCH" by two-way radio or call the Dispatcher
line. Be ready to tell the Dispatcher if there are any injuries or other vehicles involved. Also be
ready to give your location in as much detail as possible.
Note: You may sometimes hear injuries referred to as PIs (personal injuries) or other vehicles as
POVs (privately owned vehicles).
b)
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i.
After hours, normal operating hours and on weekends, a Supervisor will typically have a
handheld two-way radio with them while routes are in service. If there is no answer,
move on to calling managers' numbers directly.
ii.
If the accident is more serious and involves injuries, do not waste time trying to contact
multiple managers or supervisors: skip to the next step and call the police first. Once the
police have been notified, they can dispatch EMS and you can resume attempting to
contact management.
c) If your vehicle is equipped, press the "SAVE" button associated with the onboard camera
system. This will allow management to more easily review the events leading up to and
including the accident.
3.

Protect & Assess the Scene

These steps should be followed immediately after an accident has occurred to ensure the safety of
yourself, your passengers and any other parties involved in the accident. If at any time you must exit the
vehicle, close the door behind you to discourage others from following. Try to use only the front door;
opening multiple doors significantly reduces your control of the scene.
a) Maintain control of the situation by asking passengers to remain calm and seated until help can
arrive. This helps make managing an accident scene much easier. Telling everyone what is
happening (e.g., EMS or police are en-route, you will need to collect their contact information,
no one is in trouble, etc.) will help keep them from panicking or interrupting you with too many
questions.
b) Assess the condition of the vehicle(s) involved. Buses are proven to be many times safer in
accidents than regular passenger vehicles. You and your passengers are almost always safer
remaining onboard with few exceptions. Determine your safest course of action: shelter-inplace, relocation or evacuation.
i.

ii.

iii.
iv.

If your vehicle sustains severe damage, it may need to be shut off immediately to
prevent further danger. This is especially true in the case of fluid leaks, sparks or smoke.
Certain safety features may shut off the vehicle automatically; if this occurs, switch the
vehicle off and do not attempt to restart it.
Passengers who remain inside are protected from a number of environmental factors and
possible further impacts from careless drivers who may not realize your vehicle has
stopped.
If remaining in your current position poses a serious threat, it may be necessary to move
your vehicle a short distance away to a safer location.
Evacuate your vehicle only if remaining onboard poses a more serious threat than
leaving it (e.g., the vehicle catches fire). Be ready to assist elderly, handicapped, very
young or injured passengers who may have difficulty following your instructions or who
may be unable to operate the emergency exits. Note: NEVER evacuate any vehicle on
which power lines have fallen. Wait for rescue professionals to advise you on what
action to take.
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c) Sometimes the driver of another vehicle involved in the collision will attempt to leave the scene.
If this appears to be happening, try to write down a description of the vehicle along with its
license plate number and any distinctive features. Try to specify whether it was a car, truck or
SUV, whether it was a newer or older model, what color and how many occupants along with
their descriptions.
4.

Collect Passenger Information & Deploy Emergency Triangles

You may still be in contact with Greenlink personnel and/or authorities for the next several minutes.
Where possible and if it does not interfere with their instructions, you should begin collecting passenger
information and deploying the emergency triangles to increase your visibility on the road and warn
others that you are unable to move.
a) Distribute the witness cards located in the accident packet portion of the vehicle log book. Ask
passengers to fill out their information completely. Never ask a customer if they “saw the
accident”. The operator should say “Greenlink requires me to get the names of ALL my
passengers (or all persons in near vicinity of the vehicle). May I have your name please?” Many
times persons who did not see the accident happen can nevertheless give valuable information
pertinent to the cause or result of the accident. It must be indicated on each Courtesy Card
whether the witness was a passenger in the Greenlink vehicle, the other vehicle involved, a
passenger or driver of some other vehicle standing on the street or in the vicinity of the accident.
i.

ii.

Passengers may want to leave the bus before help arrives. You do not legally have
the authority to detain them, but you should insist to them it is extremely important
to remain onboard. Remind them they have been involved in and are witness to an
accident. Even if they insist on leaving, attempt to get their contact information first.
Do not let outsiders board the vehicle at any time. This has the potential to
contaminate the scene of the accident and offer outsiders an opportunity to claim
they were onboard at the time of the accident. Only law enforcement, emergency
responders and Greenlink personnel should be allowed to enter.

b) While passengers are occupied with filling out their information, setup the emergency triangles
ahead and/or behind the vehicle as necessary. Remember to hold the triangles in front of you
while facing oncoming traffic so you remain visible.
c) Re-check your passengers for any indication of injury. Some passengers may sustain injuries
which are not immediately apparent and will develop symptoms over time. If you find any
passenger to be injured, re-advise the Greenlink personnel or emergency responders
immediately.
Scene Survey & Wrap Up
Once law enforcement arrives, they will survey the scene of the accident and question all parties
involved to determine what happened and what action to take. This may include questioning some of
your passengers, bystanders or other witnesses. Greenlink personnel responding to the accident will be
able to assist and advise you on further action to take.
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a) Provide any and all information requested by law enforcement officials. Honesty and full
cooperation always yield the best results in any accident; the officers are there to work with you,
not against you. Always state facts, not opinions, about what happened.
b) An officer will ask for the passenger information you should have already collected above. Let
the officer know you will need to keep a copy of this information for management.
c) If the officer gives you any paperwork related to the accident, pass this on to the manager or
supervisor attending the accident. Paperwork from the vehicle log book accident packet should
be returned to the packet, excluding the passenger information form.
d) You may receive a citation; you must report this to management as soon as possible. Depending
on the specifics of the accident, you may be required by law to take a mandatory drug and/or
alcohol test.
e) When a supervisor arrives on the scene, the operator shall follow his or her instructions exactly
and address any questions or comments only to him. The operator shall only answer questions
from the police, City officials, or a properly identified investigator from the insurance company.
The operator shall not discuss an accident with anyone other than the appropriate authorities.
f) An operator shall never attempt to contact any injured person either directly or through his or her
family, hospital, or in any other manner. He or she should direct all questions to the Supervisor.
g) The operator should not argue with anyone about the accident. HE OR SHE SHOULD MAKE
NO STATEMENTS ABOUT THE ACCIDENT EITHER AT THE SCENE OR AT ANY TIME
TO ANYONE OTHER THAN THE POLICE AND AUTHORIZED CITY PERSONNEL.
Under no circumstances should he or she discuss the incident with members of the press. The
operator should not sign any written statement except the City’s accident form or a citation
issued by the police.
h) The operator should NEVER make any comments reflecting on the equipment or vehicle he or
she was operating at the time of the accident. Such observations should be made only to an
authorized representative of the City.
i) An operator shall never attempt to appraise damages for anyone except a City official.
Things to Keep In Mind
The City employs a variety of professionals to properly handle incidents which may occur. These
professionals include a legal team, risk management/insurance department, official spokesmen and more.
Minimize your involvement and allow them to speak for you to achieve the best possible results in the
end. Always remember:
•
•
•

Do not sign anything.
Never argue, admit guilt or make a statement about payment of damages. After assessing any
other involved parties for injuries, it is often best to avoid discussing the accident with them.
Occasionally an accident will attract media attention. Even if you were not involved in a
particular accident, refrain from discussing it with the media.

The above procedures should cover the basics for nearly every accident likely to occur involving an
Greenlink vehicle. In rare circumstances where these procedures do not apply, use your best judgment to
secure the scene and protect you and your passengers' safety. Always follow the instructions given by
Greenlink Dispatchers, Supervisors or management and law enforcement personnel.
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5.05 – Responding to Passenger & Pedestrian Injuries
Accidents involving passenger or pedestrian injuries require the same, if not greater, level of calm
professionalism as a collision. Injuries can quickly escalate the seriousness of any accident, but help is
always just minutes away.
Above All Else, Remain Calm
You cannot effectively help yourself or anyone else if you panic!
Passenger Injuries Passengers can be injured onboard the bus even when it is not involved in a collision.
They can slip on the floor, slide out of their seats, trip or fall. This is especially true if the bus stops
suddenly or makes other maneuvers to avoid an accident. Any time a passenger is injured on a Greenlink
vehicle, it is considered to be and should be treated as an accident. The procedures for handling both are
very similar:
1. Stop Immediately
As soon as you are made aware of a possible injury, stop the bus and check on the passenger in
question. Be sure to turn on your flashers and interior lights for better visibility.
2. Call for Help
Notify the Dispatcher or other appropriate personnel of the injury and whether EMS is needed.
Even if the injury appears minor, offer to call an ambulance. If the injury appears to be lifethreatening or the passenger is unconscious, call 911 immediately before advising the Dispatcher
.
Deploy Emergency Triangles & Collect Passenger Information
Setup your emergency triangles for better visibility and to let traffic know your vehicle is not
moving. If the passenger is able, ask them to provide you with their name and other contact
information. Use an accident report form to record this information along with the date and time.
If the passenger is unconscious, allow the police or rescue personnel to get this information for
you rather than going through their personal belongings. It is important to be able to keep in
touch with them after the incident is over.
3.

4. Wrap Up
The Dispatcher or other personnel will be in touch to provide instructions at all times. In a
passenger injury situation, there are a number of possible outcomes. The passenger may decline
medical attention despite obvious injury, they may be transported by ambulance or they may
insist you carry on with your route. Most of the time you will be able to continue with your
original route, but always seek advice before doing so.
Pedestrian Injuries
Probably the most defenseless people on the road in the event of an accident are pedestrians. Without the
advantage of a vehicle to protect them, any vehicular contact with a pedestrian can be extremely
dangerous. If at any point your vehicle makes physical contact with a pedestrian or person otherwise
outside your vehicle, stop immediately and assess them for injuries. The steps above for passenger
injuries can be applied to pedestrian strikes as well; however, be aware the situation can easily be far
more serious. Be ready to call 911 immediately.
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5.06 – Incidents on Route
Occasionally on route a passenger will cause issues with an operator or with another passenger that
requires the operator to intervene. In the event a passenger becomes hostile, threatening, or violent,
advise dispatch immediately. Dispatch will advise you of instructions and may call the police.
Depending on the severity of the incident, you may be asked to continue driving or to wait at your
current location.
In the event of a serious threat or assault, the operator's first responsibility is to get help for himself or
herself while safeguarding the passengers. The operator should use the radio to call for help and
continue on his or her route, if able to do so. If the operator cannot continue on the route due to threat or
injury, he or she should safely curb the bus and use the radio to call for help.
The operator should try to get a description of the person(s) involved. An accurate description will aid
the police in apprehending the violator.
If an operator is harassed or if passengers create a nuisance for others, it should be reported immediately
to a supervisor. The operator should follow the instructions of the supervisor.
If a passenger becomes ill, or is injured on board, it should be reported to the supervisor immediately by
radio. If the passenger is seriously ill or injured, the operator should stop and wait for an ambulance and
supervisor to arrive. In some situations where the passenger is not seriously ill, but requests assistance,
it may be possible to report to the Dispatcher by radio and continue on route until met by a supervisor.
However, if there is any doubt as to the seriousness of the passenger's condition, the operator should
stop, wait for an ambulance and the supervisor, and do what he or she can to keep the person safe, warm
and talking, if he or she is conscious.
Greenlink must be cautious when we cause a service interruption due to one unruly passenger. If for
instance, a passenger refuses to pay, the Operator can advise dispatch who can relay a message to the
law enforcement agency to send an officer to the terminal. Due to our system being a hub and spoke
system, all of our routes are delayed when one route experiences a problem.
As an operator, you should always relay information back to dispatch and the supervisor. You will be
required to fill out an incident report any time there is an incident with a passenger.
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5.07 – Emergency Two-Way Radio Procedures
In an emergency situation, clear communication with the Dispatcher or police is essential to making sure
the correct response takes place to ensure your safety and the safety of others. Because our two-way
radios can be heard aloud by most anyone on the bus, we must take special care in what we say and how
we say it.
Collisions – “10-50, Greenlink Involved”
Although the details of a collision should be communicated by telephone when possible, the two-way
radio offers the best opportunity to immediately alert the Dispatcher, Supervisor, or others about a
collision. This sets in motion an immediate response while details are still forthcoming. When you
advise the Dispatcher or Supervisor of a collision, call over the radio like you normally would. Try to
stay calm as you advise “10-50, Greenlink involved” so you come across clear and easily understood.
You will be asked for your location, whether there are any injuries and whether other vehicles are
involved. Once the Dispatcher or Supervisor has this information, they can take action immediately. You
will likely be asked to call the office to provide additional details. This procedure applies to collisions
involving only our fleet vehicles; collisions you may witness or pass by which do not involve fleet
vehicles need not be reported unless they prevent you from continuing on route.
Life Threatening Emergency – CODE BLUE (Driver in Danger)
These codes are to be used for emergency situations only in which someone is threatening you or a
passenger with imminent and life threatening bodily harm. Unlike the section above, where two-way
radio communication can help prevent a situation from escalating, calling in a CODE BLUE means the
situation is already critical and you are reasonably certain someone is about to be seriously harmed.
Although very similar in nature, there are some slight differences between CODE BLUE. Typically a
CODE BLUE specifically refers to just the vehicle operator, particularly when he or she is the direct
target of a threat.
When you call in either a CODE BLUE, be sure to give the Dispatcher your location so they will know
where to send help. It is understood there may not be time to explain the situation, but you will have
communicated the fact you need help immediately. In response, the Dispatcher will contact the
appropriate law enforcement agency and have them sent to your location. Once the police have been
notified and are responding, the Dispatcher will then advise you "PD is 10-17" to let you know help is on
the way. They may also attempt to gather additional information to relay to the police, or the police may
attempt to contact you directly by two-way radio to assess your situation.
Please understand: calling in a 10-33 is very serious and will result in an immediate response from the
police and other authorities, even without our Dispatcher’s involvement. Consider it to be the two-way
radio equivalent of calling 911. Do not use this code every time you need assistance from the police; it
should be used only for life threatening emergencies. Abuse or misuse of this code may result in
disciplinary action, but never be afraid to use it in a legitimate emergency.
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Mechanical Problems – 10-70 (Weak Brakes) or Other Problem
All the inspections in the world cannot prevent the occasional mechanical problem occurring on route. If
at any time you believe there is a mechanical problem which may impede the safe operation of your
vehicle, stop at a safe location and notify the Dispatcher you have a 10-70. The Dispatcher will ask you
to describe the problem; do so as tactfully as possible without alarming passengers. It is preferable to
communicate more major problems by telephone if possible to keep the conversation more discreet.
Either way, try to limit your statements to only the information maintenance staff need to know when
dispatched to inspect, service or retrieve your vehicle. The Dispatcher may also help you determine
whether you can continue operating your vehicle long enough to continue on route, return to the terminal
or move it to another location. Never say anything to indicate the vehicle is unsafe, even if you believe it
may be true. For example, advising the Dispatcher there is a problem with power steering is sufficient to
communicate the issue, whereas saying you cannot steer the bus may cause passengers to view the
vehicle as unsafe or the service as unreliable.
Additionally, avoid ever mentioning brakes via two-way radio. Television and movie dramatizations of
failed brakes tend to portray inevitable disaster, but in reality you would be aware of any braking issues
long before they became a serious problem. Emergency systems in place on every bus manufactured
since March 1, 1975 protect against complete brake failure. Always use 10-70 to refer to brakes and
avoid unnecessary concern.
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6.00 – Facilities and Equipment

6.01 – Terminal and Maintenance Facility
Greenlink houses two facilities, the Terminal at 100 W. McBee Ave and the Maintenance Facility at 154
Augusta St. Both facilities are secured each night by gates.
Visitors
All visitors to the property should report to the office. Non-employees should not be allowed on or
around fleet vehicles without employee supervision. Visitors who wish to search a vehicle for lost items
should be asked to wait in the lobby area if other employees are present. If no other employees are
present, have the visitor accompany you to the vehicle.
Cleanliness
To help maintain a clean working environment, you are responsible for cleaning up after yourself when
using the lounge or other areas. It is the responsibility of all employees to keep the facility clean and
clutter-free and to contribute to the overall maintenance of the facility by cleaning up trash in the lot. All
employees should use appropriate recycling bins provided in the lounge area.
Terminal
It is open for use during normal business hours or, outside of these hours, under the supervision of the
Dispatcher or Supervisor on duty. After normal business hours, all exterior doors should be locked for
safety and to prevent unauthorized entry. Vending machines and a water fountain are available for
everyone’s use.
•

•
•

Dispatch Booth - This booth is where all Day to Day operations are monitored and controlled,
given the amount of focus required, operators are NOT permitted in the booth unless they are
escorted by a supervisor.
Break Room – The break room is the primary location operators can break for lunch or convene
before, during, or after shifts. This area hosts a refrigerator and microwave for employees.
Driver Restrooms – These facilities are located in the front of the Terminal and are only
accessible to employees with a City Issued ID card.

Maintenance Shop
The maintenance facility is where the maintenance staff performs repairs, preventative maintenance and
other work on fleet vehicles. Parts inventory and the tools necessary to do the work are kept there as
well. This area should always be considered potentially hazardous; only authorized personnel are
allowed in this area unless they are escorted by a member of maintenance or management. When the
Fleet Manager or Shop Foreman is present, feel free to request permission to go into this area to ask
questions about the vehicles or maintenance. Do not enter the parts room or office area without
permission. Never drive vehicles into or through the shop area without permission and guidance from the
maintenance staff. Never remove or attempt to operate any of the tools or other equipment found in the
shop. Under no circumstances should you ever walk under any vehicle on a lift. While the lifts have
failsafe mechanisms to prevent vehicles from falling, always treat raised vehicles as a hazard which may
drop without warning.
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6.02 – Two-way Radios
Communication by two-way radio is an essential part of conducting our day-to-day operations
successfully. Everything from shift changes to emergencies is communicated by two-way radio to our
Dispatchers and other staff both in the office and on the road. Usage of our two-way radios is governed
by a Federal Communication Commission (FCC) license. This license specifies our radios should be
used only for the purposes of conducting business.
Operating a Two-Way Radio
Radios generally come in two varieties: mobile and portable units. Mobile radios are the ones you will
use most often and are found mounted on or below the dashboard of most vehicles. Portable, or
handheld, radios are most often used by management and supervisors while away from a vehicle. Use
these radios only when instructed to do so. Using one is as easy as pressing a button and talking, but
there are still some details you should know. Normally, the microphone is equipped with a push-to-talk
(PTT) key which enables you to speak into the microphone and transmit to other radios. Most radios
have been configured to emit a tone when the button is pressed before you can speak; this allows the
radio a moment to transmit its assigned ID to other radios capable of receiving it. If you press the PTT
key and nothing happens, first check to see if the radio is turned on. Otherwise, the radio probably
doesn’t support the extra tone, so just pause for a second or two before speaking to ensure you avoid
cutting off the first part of your statement. A light on the face of the radio also generally accompanies a
press of the PTT key. As soon as you are done speaking, release the PTT key. Unlike a telephone, only a
single person can transmit at any given time (called “half-duplex” communication). When you press the
PTT key, only your transmission will be broadcast and no one else may speak until you release it. If
multiple drivers try to transmit at the same time, occasionally one may come through clearly but more
often than not you will only hear garbled speech and radio interference.
Most radios are capable of transmitting and receiving on two channels. Radios with a display show
“GREENLINK 1”. In normal use, all radios should use channel one unless otherwise instructed.
Role in Operations
Two-way radios are critical to everything we do in our day to day operations. As mentioned above,
drivers check in to their shifts by radio as well as report problems, accidents or other emergencies to the
Dispatcher or Supervisors. Dispatchers and Supervisors also make frequent use of the two-way radio to
issue instructions to drivers on route to resolve operational challenges and respond to or prevent service
interruptions. While driving, you must keep your two-way radio turned up to a reasonable listening
volume so you can be contacted if necessary. Failure to answer the radio because you didn’t want to hear
it while driving is unacceptable. Doing so also helps you stay aware of what may be going on elsewhere
around the city; you never know when these events may affect you or your route.
Basic Usage & Etiquette
Spoken statements by two-way radio are a little different from normal conversation. In the same way you
might speak differently with your friends versus your supervisors, two-way radio traffic has a tone and
style of its own. When you transmit, what you say gets broadcast to every vehicle on the road for every
driver and potentially hundreds of passengers to hear. Nobody wants to sound ridiculous on the radio, so
give some thought to what you want to say before you transmit. All transmissions should be short and to
the point. Use ten-codes where possible; like a small, concise second language, they can sometimes
communicate ideas more quickly than plain speech and with less confusion (see the end of this document
for a list). Refrain from using slang, expletives or other unprofessional forms of speaking. By just
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listening to regular radio traffic in training, when you are ready to drive on your own you should be well
informed about what is considered professional radio traffic. Before you contact someone via radio, the
first thing you should do is wait to see if there is a conversation already in progress.
Two-Way Radio Misuse
The two-way radio is not to be used to conduct personal business of any type. Two-way radio traffic has
also evolved over time to sometimes include statements, language or habits which are inappropriate.
Improper use of the radio may be grounds for disciplinary action. This list is not comprehensive but
represents some of the more common ways in which two-way radios may be used improperly.
•

•

•

•
•

•
•

•

•

Long, involved and/or pointless statements: All statements should be concise and to the point.
Many drivers will freely admit they only sound as good as they do because they take a moment
to think about what they want to say before transmitting.
Using language which is profane, vulgar or includes slang: Federal Communications
Commission (FCC) regulations govern the ways in which we use our license to operate on our
frequency and forbid obscenity. Additionally, anyone within earshot of the radio will hear such
language and likely judge our drivers to be unprofessional at best.
Reporting lost items: When finding lost items on a bus, just hold onto them in case the owner
returns or until you can turn them in at closing. If a passenger asks for your assistance in locating
a lost item on another bus, advise them to wait for that particular bus to return. Otherwise, have
them call the office for further assistance.
Saying “thank you” to other drivers: Although meant well when another driver assists you on
the road, this statement is considered unnecessary and only results in excessive radio chatter.
Advising other buses of passengers running to meet them while in motion: If a passenger is
running to meet a bus which is already in the process of departure, he or she is considered to be
late and has already missed the bus. Only notify another driver if the passenger may be
compromising their safety by chasing a moving vehicle.
Language other than plain English or ten-codes: Do not make radio statements in languages
other than English and do not use comical voices, accents, etc.
Do not “walk over” other drivers’ statements: As described above, only one person at a time
can transmit on our radios. Intentionally disrupting another employee by keying the radio while
they are speaking is unacceptable behavior.
Requesting another driver’s number without instruction to do so: Asking another driver his
or her driver number is often seen as an aggressive move with the intent to report the other
driver for some perceived infraction. You will rarely ever need to know a particular employee’s
driver number as you can always contact them by other identifiers such as route number, bus
number, location, etc.
Excessive AM/FM radio volume: If others can hear your AM/FM radio while you are
transmitting, it should be turned down. Never operate the AM/FM radio at a volume loud
enough to drown out the two-way radio.
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Ten-Codes
This table includes the most commonly used ten-codes you will hear on the radio along with several
emergency oriented ten-codes used less frequently. The two signal codes at the end of this list are used
just like ten-codes.

Greenlink 10-Codes
10-1

Bad Radio Transmission

10-27

10-2

Good Radio Transmission 10-29

Estimated Time of Arrival
Radio Check

10-3

Cancel

10-31

Dispute with Passenger

10-4

Affirmative (Yes)

10-36

Time

10-7

Out of Service

10-40

Fire or Smoke

10-8

In Service

10-41

Emergency

10-9

Repeat Message

10-50

Accident

10-11

Stand By/Wait

10-55

Hold Bus

10-15

Need Transfers

10-59

Intoxicated Person

10-16

Lost Item on Bus

10-70

Brake Problem

10-17

En Route

10-80

Mechanical Problem

10-20

Location

10-85

Another Bus Needed

10-21

Telephone Call

10-88

Passed Up Passenger

10-23

Arrived on Scene

10-89

Wheel Chair

Busy

Code
Blue

Driver in Danger

10-26
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6.03 – Vehicle Camera System
Most vehicles in our fleet are equipped with a mobile digital video recorder (DVR) along with several
cameras and microphones. These systems continuously record audio and video the entire time the
vehicle is in operation. Depending on the installed equipment, these systems may also record speed, GPS
coordinates, impact sensor events and other data about the vehicle.
Purpose
The first DVR systems were originally installed as part of a safety initiative to provide audio/video
monitoring for both the interior and exterior of select vehicles. This initiative and the later expansion to
include nearly all fleet vehicles served two major goals: to provide passengers with a greater sense of
safety and security as well as to enhance our ability to conduct investigations into complaints, incidents
and accidents. It is important to note the equipment is not used for the purpose of “spying” on
employees, but rather to record and preserve events which occur in or around the vehicle for later
examination. Regular monitoring of employee activity does not occur. These systems can actually serve
to exonerate employees in some cases, such as when complaints are unfounded or accidents are
determined to be non-preventable. Spot checks are conducted only to verify system operation and alert
staff when repairs or maintenance are needed.
Manual Event Flagging
Portions of audio/video can be saved for later retrieval in the event of an accident, fight, property
damage or other incident requiring management and/or police attention. Manual flagging is available by
pressing the silver “save” button. When pressed, several minutes of audio/video both before and after
will be saved.
Automatic Event Flagging
Automatic flagging occurs on some vehicles by triggering the impact sensor. On equipped vehicles, the
impact sensors can trigger the DVR. In the event of a collision or other moderate to severe impact,
audio/video is saved both before and after the event automatically. The driver will receive no indication
the impact sensor has been triggered. Note: impact sensors are sometimes triggered by speed bumps,
large potholes or other road surface features/defects. It is important to approach such potential triggers at
low speeds or avoid them entirely where possible. When the shock is severe enough to register as a
collision, this typically means the driver should have reduced speed ahead of time.
Usage & Handling of Recorded Material
Any recorded material from fleet vehicles is subject to possible inspection by members of management,
law enforcement personnel, City Risk Management personnel and the insurance agency or agencies
responsible for vehicles involved in any accident. Supervisors who report, observe or are otherwise
involved in any incident for which recordings exist may be called upon to review the available material
to aid in investigations. Employees directly involved in an accident or incident for which recorded
material is saved shall have the opportunity to view the material firsthand.
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6.04 – Maximum Passenger Capacities
Every commercial vehicle carries a data plate which lists specifications for the vehicle. One of these
specifications is the number of passengers which the vehicle can safely carry. This number is determined
by available space, weight limits, vehicle design and other factors. If you are ever unsure of your
vehicle’s maximum capacity, check the data plate located in the driver area.
Never overload your vehicle for any reason. Exceeding the listed maximum passenger capacity of any
vehicle is dangerous for a number of reasons. Each passenger on the vehicle increases its weight, thereby
increasing additional stress on the vehicle’s frame and suspension while increasing its stopping distance.
Additionally, the likelihood and severity of passenger injuries in a collision escalates dramatically for
overloaded vehicles. By willfully operating a vehicle beyond its safe limits, you may also face charges
relating to the collision regardless of fault or preventability.
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6.05 – Climate Control
Whenever your vehicle is operating to serve passengers, the climate controls should be activated in some
form unless mechanical problems prevent it. Always try to maintain a comfortable environment for your
passengers and keep in mind the varied needs of others.
Best Practices for Climate Controls
Using the air conditioning on any vehicle can introduce a sizeable burden on the electrical system. Under
normal circumstances, the vehicle can handle the extra load without issue. However, to avoid
discharging the batteries or under powering the air conditioner, always turn on the fast idle switch (if
equipped) while the vehicle is idling with the air conditioner running.
Some drivers may attempt to keep warm or cool by waiting with the front door closed at the terminals.
Most buses have controls or vents specifically for heating or cooling the driver area. Use these controls
or vents rather than leaving the front door closed to avoid outside temperatures. Passengers should
always be allowed to board through the front door while the vehicle is waiting between rounds.
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A.00 – Appendix

A.01 – City Human Resource Policies
As mentioned in the handbook, all referenced City Human Resource Policies are included.
HR-7.10 Substance Abuse and Drug & Alcohol Testing - GreenLink
HR-7.3 Workers' Compensation
HR-8.3 Inclement Weather & Emergency Conditions
HR-5.2 Disciplinary Actions and The Appeal Process
HR-7.8 Standards and Requirements for CDL & Non-CDL Employees
HR-5.9 Clothing, Personal Appearance & Uniform Policy
HR-5.5 Employee Attendance Policy
HR-7.9 Workplace Safety

Employees may access all City Human Resource Policies on the City Intranet at http://citynet.

Appendix D:
City of Greenville and Public Transportation Department (Greenlink)
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Appendix E:
2018 and 2020 City Equal Employment Opportunity Plans (EEOPs)

EEO Utilization Report

Organization Information
Name: City Of Greenville
City: Greenville
State: SC
Zip: 29601
Type: Cou nty/Mu nicipal Law Enforcement

Thu 03-11-2021 18:47:11 EST

Step 1: Introductory Information
Policy Statement:
The City of Greenville prohibits, forbids, and does not tolerate discrimination against anyone on the basis of race, color,
religion, sex, sexual orientation, gender identity, age, national origin, veteran status, disability, or genetic information. All
employees, managers, supervisors and job applicants are guaranteed the same employment opportunities. No person or
employee, no matter his or her title or position, has the authority, expressed, actual, apparent or implied, to discriminate
against another employee of the City of Greenville. The City further prohibits verbal, physical, or visual conduct that
belittles or demeans any individual on the basis of race, color, religion, sex, sexual orientation, gender identity, age,
national origin, veteran status, disability, and genetic information.
The City of Greenville, therefore, will not itself discriminate against any employee, manager, supervisor, or applicant on
the basis of race, color, religion, sex, sexual orientation, gender identity, age, national origin, veteran status, disability, or
genetic status. The City of Greenvilles supervisors and management will make all recruitment, placement, selection,
training, promotion, layoff, and termination decisions based solely on job-related qualifications and abilities without regard
to race, color, religion, sex, sexual orientation, gender identity, age, national origin, veteran status, disability, or genetic
information.
The City will administer and conduct all personnel procedures including compensation, benefits, discipline, training,
recreational and social activities and safety and health programs without regard to an individuals race, color, religion, sex,
sexual orientation, gender identity, age, national origin, veteran status, disability, or genetic information.
Following File has been uploaded:1.2 Equal Employment Opportunity.pdf
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Step 4b: Narrative of Interpretation
According to the U.S. Census Bureau, the 2020 community population statistics for Greenville County are 76.3% White,
18.4% Black/African American, .5% American Indian/Alaska Native, 2.7% Asian, .1% Native Hawaiian/Pacific Islander,
2.0% Two or More Races, and 9.5% Hispanic/Latino. Overall, the minority population in Greenville County is small
(23.7%); therefore, the City of Greenville minority workforce is small. The City's job categories with underutilization of two
or more standard deviations are:
PROFESSIONALS
15% White Female, improved by 1% since 2018
TECHNICIANS
34% White Female, improved by 4% since 2018
12% Black/African American Female, unchanged since 2018
PROTECTIVE SERVICES (SWORN)
5% Black/African American Female, unchanged since 2018
ADMINISTRATIVE SUPPORT
11 % White Male, improved by 1% since 2018
SERVICE/MAINTENANCE
4% Hispanic/Latino Male, improved by 1% since 2018
15% White Female, up 2% since 2018
4% Hispanic/Latino Females, new area of underutilization
The 2018 underutilization rates were significantly improved in the Technicians White Female category (-38% in 2018; 34% in 2020). In addition, the 2020 underutilization rates were improved by 1% in the following categories from the
previous reporting period: Professional White Females (-16% in 2018; -15% in 2020), Administrative Support White
Males (-12% in 2018; -11% in 2020), and Service/Maintenance Hispanic/Latino Males (-5% in 2018; -4% in 2020). The
underutilization rates in the following areas are unchanged: Protective Services Black/African American Females (-5% in
2018; -5% in 2020), and Technicians Black/African American Females (-12% in 2018; -12% in 2020). The 2020 report
indicates that the Citys underutilization of White Females in Service/Maintenance has increased by 2% since 2018 (13%
in 2018/15% in 2020). Hispanic/Latino Females in Service/Maintenance are also underutilized by 4% for this reporting
period.

Step 5: Objectives and Steps
1. PROFESSIONALS: The City of Greenville was able to improve the underutilization rate for White Females in
this category in 2020. During 2019 and 2020, the City experienced turnover in this category and filled some of
these vacancies with White Females, including the Occupational Health Nurse and Downtown Project Manager.
Due to the pandemic, the City froze 13 open recreation positions. Once this restriction is lifted, it will provide
opportunity to further address the underutilization of White Females in this category. To this end, the City will:
a. Continue to distribute job openings to local colleges and universities in an effort to attract potential White Female
candidates to the Citys Professional positions. These include Wofford University, Furman University, Clemson
University, Martin-Web Baptist Learning Center, and Greenville Technical College.
b. Continue its efforts to attract White Female applicants through posting of our job opportunities to national job
boards as well as targeted professional organizations such as the National Womens Business Council, Financial
Womens Association (FWA), Women in Technology International (WIFI), and the Society for Women Engineers
(SWE).
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c. Engage existing female professionals as part of our recruitment effort utilizing their professional networks to
encourage applicants.
2. TECHNICIANS: Since 2018, the City of Greenville experienced a 4% decrease in underutilization of White
Females in this category; however, the underutilization of Black/African American Females remained
unchanged. Historically, openings in the Technicians category do not occur very often. When openings do
occur, the number of Female applicants of any ethnic group for these positions has been historically low.
During 2019 and 2020, there were 5 vacancies filled within the Technicians category in the positions of Traffic
Control Technician, Support Center Tech, Safety & Training Specialist and Inspector I. The City received a total
of 275 applications during recruitment for these positions. Out of the 275, there were 7 Female applicants, of
which 3 were Black/African American Females. Of these three, one applicant withdrew, and the others were not
the best qualified out of the applicants we received. The City was able to fill two of those vacancies with White
Females. City of Greenville positions in the Technician category include Engineering Technician, Traffic
Control Technician, Inspector, and GIS Analyst. The City currently does not have any vacancies within these
positions. Regardless, as openings occur, we will continue to address underutilization in this category by:
a. Expanding our efforts to attract Female applicants through distribution of job postings to organizations such as
American Society of Safety Professionals, Tech Ladies and lnHerSight, online community job boards for women in
the workplace.
b. Leveraging our Technicians staffs networks to support our recruitment efforts and encourage applicants.
3. PROTECTIVE SERVICES-SWORN POLICE: The City of Greenvilles underutilization of Black/African American
Females in Protective Services remains unchanged since 2018 due to turnover in this area. Despite the Citys
aggressive national, regional, and local recruitment efforts, we continue to receive a small number of qualified
Black/African American female applicants for the Police Officer position. Over the past two years, the City
received 481 applicants for Sworn Police Officer positions; only 15 out of 481 were Black/African American
Females. Of the fifteen, 10 did not meet the minimum standards for a Sworn Police Officer; 2 failed to show up

for scheduled testing; 2 were unresponsive; and 1 was hired. Per the US Census American Community
Survey (2019: ACS 1-Year Estimates), the available female workforce ages 18 to 64 for Greenville County is
51.3%, slightly higher than the same group nationally. While women make up more than half the U.S
population (50.2%), only 12.6% of law enforcement officers in the U.S. are women according to the National
Institute of Justice 2019 statistics. Despite these recruiting challenges, the City is committed to addressing
this area of underutilization with any future openings. The City will continue its efforts to attract female Police
Officer applicants by:
a. Continuing to engage in local and regional recruitment efforts through ongoing participation at college and
university job fairs including historically Black/African American colleges such as Claflin University, Clinton College,
Allen University, and Morris College among others.
b. Continuing the Citys Value the Blue campaign aimed at attracting diverse applicants.
c. Providing internship opportunities for interested applicants from local and regional colleges and universities.
d. Participating in the ArmyPays program, which is designed to assist organizations with military recruiting efforts.
e. Advertising all Police Department sworn positions on the National Minority Update.
f. Continuing to partner with the NAACP and the Urban League to reach qualified minority applicants.
g. Sponsoring a Ride-a-long program and a Citizens Academy designed to introduce potential applicants to the
police profession.
h. Continuing to promote a referral program that pays an incentive to employees who are successful in identifying
and recruiting qualified police officers.
4. PROTECTIVE SERVICES-SWORN FIRE: The City of Greenville does not have a history of high turnover in
Sworn Fire positions. When openings do occur, historically the number of female applicants is extremely low.
The lack of female applicants for this position may be due to the physical demands of a Firefighter. Out of 71
qualified applicants received for the Firefighter position, only 2 were female. During 2020, due to the COVID-19
USDOJ, Office of Justice Programs, EEO Utilization Report page 4 of 10

pandemic, the City implemented a hiring freeze on Sworn Fire positions. There are currently 13 vacancies in
the Firefighter position, which will afford the City an opportunity to further address underutilization in this area.
The City will continue to promote employment opportunities for females in the Sworn Fire positions by:
a. Exploring an apprenticeship program that will allow interested individuals to train for firefighter positions and be
considered for hire.
b. Posting job openings on targeted websites including Women in Fire, National Minority Update online job board
and the International Association of Black Professional Fire Fighters Career Center site.
c. Partnering with the NAACP and the Urban League to reach qualified minority applicants.
d. Engaging in local and regional recruitment efforts through ongoing participation at college job fairs including
historically Black/African American colleges such as Claflin University, Clinton College, Allen University, and Morris
College among others.
e. Continuing community outreach through weekly communication of job openings to neighborhood groups, local
colleges and universities, and community organizations.
5. ADMINISTRATIVE SUPPORT: Since 2018, the City of Greenville has experienced a 1% decrease in
underutilization of White Males for the Administrative Support category. During 2019 and 2020, the City
experienced turnover in 7 Administrative Support positions that were held by White Males. The City was able
to backfill 3 of those vacancies with White Males resulting in the 1% improvement in underutilization in this
area. Historically, the number of White Male applicants for Administrative Support positions is low, making it
difficult to replace vacancies at the same rate. Currently, the City of Greenville has 13 openings in this area.
The City will work to reduce underutilization in this category by:
a. Continuing to distribute weekly job opportunities to organizations such as Upstate Fathers, SC Works, Goodwill
Industries, SC Vocational Rehabilitation, SHARE, Greenville County, Greenville Technical College, and Clemson
University among other local and regional organizations.
b. Leveraging the Citys temporary services contractors to identify qualified applicants.
c. Partnering with Upstate Warrior Solution of Greenville County to identify qualified veteran applicants.
6. SERVICE/MAINTENANCE: The City of Greenville has experienced a decrease in the underutilization of
Hispanic/Latino Males in Service Maintenance (down 1% since 2018). This was accomplished through
recruitment and hiring into the Bus Operator and Zoo Maintenance Tech positions. The Citys underutilization
of White Females in this category has remained unchanged from 2018. City positions in this category include
Bus Operator, Trolley Operator, Solid Waste Equipment Operator, Stormwater Technician, Wastewater
Technician, Parks & Recreation Maintenance Technician and Zookeeper. Currently, the City has 28 openings in
these positions providing us with significant opportunity to address underutilization of Hispanic/Latino Males
and Females as well as White Females. To achieve this outcome the City will:
a. Continue its efforts to reach potential Hispanic/Latino applicants through weekly dissemination of job openings to
organizations such as the Hispanic Alliance and the SC Hispanic Chamber of Commerce. Since January 2021, the
City has hired 2 Hispanic/Latino Males in the Service/Maintenance occupational group.
b. Continue to send open Service/Maintenance positions on a weekly basis to Goodwill Job Connection, the
Department of Employment and Workforce, SC Works, and SC Vocational Rehabilitation, and will continue to post
available positions on NationJob, Transit Talent, and Indeed.com.
c. Continue to offer a Bus Operator-in-Training and Solid Waste Equipment Operator-in-Training programs to allow
applicants who would not otherwise qualify for these positions, to be considered.
d. Implement an apprenticeship program that will provide opportunities to individuals interested in being trained and
hired into various openings in this category.

Step 6: Internal Dissemination
The City of Greenville will:
1. Distribute the EEOP Utilization Report to City management, hiring officials and its employees.
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2. Post a copy of the EEOP Utilization Report on the Citys intranet for employees (CityNet).
3. Have copies of the EEOP Utilization Report available upon request in the Human Resources reception area.

Step 7: External Dissemination
The City of Greenville will:
1. Post a copy of the EEOP Utilization Report on the City of Greenville external website.
2. Communicate on the Citys social media sites (Facebook, Twitter, Linkedln, etc.) that the 2020 EEOP Utilization Report
is available on the Citys website and include a link to the page.
3. Have copies of the EEOP Utilization Report available upon request in the Human Resources reception area.
4. Provide a link to the EEOP Utilization Report on the City of Greenville online application system landing page.
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Utilization Analysis Chart
Relevant Labor Market: Greenville County, South Carolina
Male
White
Job Categories

Female

Hispanic

Black or American

Native

Two or

or Latino

African

Indian or

Asian

Hawaiian

More

American

Alaska

or Other

Races

Native

Pacific

Other

White

Hispanic

Black or American

Native

Two or

or Latino

African

Indian or

Hawaiian

More

American

Alaska

or Other

Races

Native

Pacific

Asian

Islander

Other

Islander

Officials/Administrators

Workforce #/%
CLS#/%

41/67%

0/0%

15,290/56 310/1%

2/3%

010%

0/0%

0/0%

1/2%

0/0%

15/25%

0/0%

2/3%

010%

010%

0/0%

0/0%

0/0%

1,015/4%

15/0%

475/2%

0/0%

10/0%

10/0%

8,395/31

235/1%

1,130/4%

4/0%

110/0%

0/0%

64/0%

0/0%

-6%

-1%

- 1%

-0%

-0%

0%

-0%

0%

42/29%

4/3%

%
Utilization #/%

%

11%

-1%

79/55%

2/1%

-0%

-0%

-2%

0%

2%

-0%

Professionals

Workforce #/%
CLS#/%

16,905/40 410/1%

5/3%

010%

2/1%

010%

0/0%

010%

1,150/3%

10/0%

1,020/2%

0/0%

50/0%

45/0%

%
Utilization #/%

19,015/45 555/1%

8/6%

0/0%

1/1%

0/0%

0/0%

010%

2,525/6%

35/0%

365/1%

10/0%

215/1%

90/0%

%

15%

0%

1%

-0%

-1%

0%

-0%

-0%

-15%

1%

-0%

-0%

-0%

-0%

-1%

-0%

Workforce #/%

36/73%

214%

6/12%

010%

1/2%

0/0%

0/0%

010%

3/6%

0/0%

1/2%

0/0%

0/0%

0/0%

0/0%

0/0%

CLS#/%

3,015/39

49/1%

135/2%

0/0%

120/2%

0/0%

0/0%

15/0%

3,075/40

84/1%

1,070/14

0/0%

100/1%

0/0%

25/0%

35/0%

-12%

0%

-1%

0%

-0%

-0%

Technicians

%
Utilization #/%

%

34%

3%

10%

Workforce #/%

218/76%

9/3%

25/9%

CLS #/%

2,265/67

95/3%

360/11%

9%

0%

-2%

Workforce #/%

8/100%

0/0%

Civilian Labor Force #/%

110/49%
51%

28/19%

0%

0%

0%

1/0%

3/1%

10/0%

0/0%

0%

0/0%

0/0%
0%

0/0%

-34%

%

0%

-0%

-1%

0/0%

2/1%

0/0%

25/9%

2/1%

1/0%

0/0%

0/0%

0/0%

1/0%

0/0%

0/0%

20/1%

0/0%

330/10%

65/2%

185/5%

0/0%

4/0%

0/0%

10/0%

20/1%

1%

0%

0%

0%

-1%

-1%

-5%

0%

-0%

0%

0%

-1%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

0/0%

105/47%

0/0%

10/4%

0/0%

0/0%

0/0%

0/0%

0/0%

0%

0%

0%

0%

0%

0%

-47%

0%

-4%

0%

0%

0%

0%

0%

3/2%

0/0%

0/0%

0/0%

1/1%

0/0%

79/53%

2/1%

32/21%

1/1%

0/0%

0/0%

3/2%

0/0%

2,995/5%

10/0%

165/0%

4/0%

120/0%

40/0%

130/0%

505/1%

4/0%

230/0%

70/0%

Protective Services:
Sworn

%
Utilization #/%
Protective Services: Nonsworn

Utilization #/%
~dministrative Suooort

Workforce #/%
CLS #/%

18,390/29 755/1%

30,810/49 1,340/2% 7,115/11
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Male
White
Job Categories

Female
Native

Two or

Indian or

Hawaiian

More

Alaska

or Other

Races

Native

Pacific

Hispanic

Black or American

or Latino

African
American

Asian

Other

White

Hispanic

Black or American

Native

Two or

or Latino

African

Indian or

Asian

Hawaiian

More

American

Alaska

or Other

Races

Native

Pacific

Islander

Islander

%
Utilization #/%

Other

%

%

-, 170

-1%

-3%

-0%

-0%

-0%

0%

-0%

.. ,o

-1%

IV70

0%

25/78%

1/3%

5/16%

010%

0/0%

0/0%

1/3%

0/0%

010%

50/0%

140/1%

40/0%

45/0%

35/0%

-0%

-1%

-0%

3%

-0%

-1%

-0%

2%

-0%

010%

0/0%

0/0%

0/0%

825/4%

50/0%

325/1%

0/0%

25/0%

0/0%

0/0%

010%

0/0%

35/0%

0/0%

-4%

-0%

-1%

0%

-0%

0%

-0%

0%

18/9%

2/1%

14/7%

Skllled Craft
Workforce #/%
CLS#/%
Utilization #/%

15,965/71 3,075/14 1,975/9%
%

%

7%

-10%

7%

105/54%

9/5%

46/24%

Service/Maintenance
Workforce #/%
CLS#/%

24,060/36 5,780/9% 8,290/13
%

Utilization #/%

17%

0/0%

0/0%

0/0%

0/0%

0/0%

100/0%

350/1%

65/0%

175/0%

45/0%

%
-4%

11%

15,765/24 3,040/5% 7,355/11
%

-0%

-1%

-0%

-0%

-0%

-15%

0/0%

0/0%

0/0%

1/1%

0/0%

130/0%

540/1%

45/0%

255/0%

85/0%

-0%

-1%

-0%

0%

-0%

%
-4%
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-4%

Significant Underutilization Chart
Male
White
Job Categories

Female

Hispanic

Black or American

Native

Two or

or Latino

African

Indian or

Asian

Hawaiian

More

American

Alaska

or Other

Races

Native

Pacific

Other

White

Hispanic

Black or American

Native

Two or

or Latino

African

Indian or

Hawaiian

More

American

Alaska

or Other

Races

Native

Pacific

Islander

Islander

Professionals

v'

Technicians

v'

v'

Protective Services:

v'

Sworn
Administrative Support
Service/Maintenance

v'
v'

Asian

v'

v'
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Other

I understand the regulatory obligation under 28 C.F.R. - 42.301-.308 to collect and maintain
extensive employment data by race, national origin, and sex, even though our organization may not
use all of this data in completing the EEO Utilization Report.
I have reviewed the foregoing EEO Utilization Report and certify the accuracy of the reported
workforce data and our organization's employment policies.
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Appendix F:
Public Transportation Workforce Utilization Analysis

Utilization Analysis by Job Category

1 Job Category
2
3
4
5
6
9
10

A

Use EEO-4
1 - Officials & Administrators
Current Workforce
Percent in Category
Percent of Availability
Percent Underutilized
Underutilized (Yes/No)
Number Needed to Reach Parity
Planned percent increase Year 1
Planned percent increase Year 2
Planned percent increase Year 3
Planned percent increase Year 4

11
12
13
14
15
16
17 2 - Professionals
18 Current Workforce

19 Percent in Category
20 Percent of Availability

B

C

D

Salary Range
($XX,000-XX,000)

All
2

$75,000-140,000
^Entry

E

F

G

H

I

J

K

WM

MM

WF

MF

W

AI/AN

B

H/L

2
100.0%

0

0

0

Total Workforce

2
100.0%
50.9%

No
0%
0%
0%
0%
69,000-75,800
^Entry

3

0

0

3
100.0%

0

0.0%
36.6%

23 Percent Underutilized
24 Underutilized (Yes/No)
25
26
27
28
29
30
31
32
33
34
37
38
39
40
41
42
43
44

0.0%
0.1%
No
0%
0%
0%
0%

Number Needed to Reach Parity
Planned percent increase Year 1
Planned percent increase Year 2
Planned percent increase Year 3
Planned percent increase Year 4
3 - Technicians
Current Workforce
Percent in Category
Percent of Availability
Percent Underutilized
Underutilized (Yes/No)
Number Needed to Reach Parity
Planned percent increase Year 1
Planned percent increase Year 2
Planned percent increase Year 3
Planned percent increase Year 4

0.0%
0.0%

53,000-53,000
^Entry

1

0

0

1
100.0%

0

0.0%
0.0%

0.0%
0.0%
No
0%
0%
0%
0%

0.0%
2.7%
No
0%
0%
0%
0%
0.0%
3.6%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

Male

0.0%
1.7%
No
0%
0%
0%
0%
0.0%
1.3%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

L

M

N

O

P

Q

R

A

NHOPI

Multi

W

AI/AN

B

H/L

0.0%
1.3%
No
0%
0%
0%
0%
0.0%
2.3%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

0.0%
0.5%
No
0%
0%
0%
0%
0.0%
0.6%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

0.0%
34.1%
No
0%
0%
0%
0%
3
100.0%
45.0%
No
0%
0%
0%
0%
1
100.0%
0.0%
No
0%
0%
0%
0%

0.0%
0.1%
No
0%
0%
0%
0%
0.0%
0.1%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

0.0%
5.0%
No
0%
0%
0%
0%
0.0%
6.7%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

Female

0.0%
2.3%
No
0%
0%
0%
0%
0.0%
1.8%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

S

T

U

A

NHOPI

Multi

0.0%
0.7%
No
0%
0%
0%
0%
0.0%
1.4%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.1%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

V

<--Entry
0.0%
0.7% <--Entry
No
0%
0%
0%
0%

<--Entry
<--Entry
<--Entry
<--Entry

<--Entry
0.0%
0.4% <--Entry
No
0%
0%
0%
0%

<--Entry
<--Entry
<--Entry
<--Entry

<--Entry
0.0%
0.0% <--Entry
No
0%
0%
0%
0%

<--Entry
<--Entry
<--Entry
<--Entry

Utilization Analysis by Job Category

1 Job Category
2
45
46
47
48
51
52

A

Use EEO-4
4 - Protective Service
Current Workforce
Percent in Category
Percent of Availability
Percent Underutilized
Underutilized (Yes/No)
Number Needed to Reach Parity
Planned percent increase Year 1
Planned percent increase Year 2
Planned percent increase Year 3
Planned percent increase Year 4

53
54
55
56
57
58
59 5 - Paraprofessional
60 Current Workforce

61 Percent in Category
62 Percent of Availability

B

C

D

Salary Range
($XX,000-XX,000)

All
0

n/a
^Entry

E

F

G

H

I

J

K

WM

MM

WF

MF

W

AI/AN

B

H/L

0

0

0

0

Total Workforce

0.0%
0.0%

No
0%
0%
0%
0%
n/a
^Entry

0

0

0

0

0

0.0%
0.0%

65 Percent Underutilized
66 Underutilized (Yes/No)
67
68
69
70
71
72
73
74
75
76
79
80
81
82
83
84
85
86

Number Needed to Reach Parity
Planned percent increase Year 1
Planned percent increase Year 2
Planned percent increase Year 3
Planned percent increase Year 4
6 - Administrative Support
Current Workforce
Percent in Category
Percent of Availability
Percent Underutilized
Underutilized (Yes/No)
Number Needed to Reach Parity
Planned percent increase Year 1
Planned percent increase Year 2
Planned percent increase Year 3
Planned percent increase Year 4

0.0%
0.0%

$35,000-48,000
^Entry

6

1
16.7%

0

1
16.7%

4
66.7%

1
16.7%
27.6%

0.0%
0.0%

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%

Male

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%

L

M

N

O

P

Q

R

A

NHOPI

Multi

W

AI/AN

B

H/L

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

0.0%
0.1%

0.0%
5.2%

0.0%
1.5%

0.0%
0.5%

0.0%
0.0%

0.0%
0.5%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

0.0%
0.0%
No
0%
0%
0%
0%

No
0%
0%
0%
0%

0.0%
0.0%
No
0%
0%
0%
0%

0%
0%
0%
0%

0.0%
0.0%
No
0%
0%
0%
0%

1
16.7%
47.9%
31%
Yes

0.0%
0.0%

1

0.0%
0.0%
No
0%
0%
0%
0%

Female

0.0%
0.0%
No
0%
0%
0%
0%

0.0%
0.0%
No
0%
0%
0%
0%
3

0.0%
0.0%

S

T

U

A

NHOPI

Multi

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%

<--Entry
0.0%
0.0% <--Entry
No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

0.0%
0.8%

0.0%
0.0%

16.7%
1.1%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

50.0%
12.0%

0.0%
2.7%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

No
0%
0%
0%
0%

<--Entry
<--Entry
<--Entry
<--Entry

<--Entry
0.0%
0.0% <--Entry

No
0%
0%
0%
0%

0.0%
0.1%

V

No
0%
0%
0%
0%

<--Entry
<--Entry
<--Entry
<--Entry
1 <--Entry

<--Entry

<--Entry
<--Entry
<--Entry
<--Entry

Utilization Analysis by Job Category

1 Job Category
2
87
88
89
90
93
94

A

Use EEO-4
7 - Skilled Craft
Current Workforce
Percent in Category
Percent of Availability
Percent Underutilized
Underutilized (Yes/No)
Number Needed to Reach Parity
Planned percent increase Year 1
Planned percent increase Year 2
Planned percent increase Year 3
Planned percent increase Year 4

95
96
97
98
99
100
101 8 - Service-Maintenance
102 Current Workforce
103 Percent in Category
104 Percent of Availability
107 Percent Underutilized
108 Underutilized (Yes/No)
109
110
111
112
113
114
115
116
117
118

Number Needed to Reach Parity
Planned percent increase Year 1
Planned percent increase Year 2
Planned percent increase Year 3
Planned percent increase Year 4

Notes:

B

C

D

Salary Range
($XX,000-XX,000)

All
7

$43,000-55,000
^Entry

E

F

G

H

I

J

K

WM

MM

WF

MF

W

AI/AN

B

H/L

5
71.4%

1
14.3%

0

1
14.3%

1
14.3%
8.2%

0.0%
15.4%
15%
Yes
1
0%
0%
8%
5%

Total Workforce

5
71.4%
67.1%

0.0%
0.3%
No
0%
0%
0%
0%

$18,000-49,000
^Entry

52

16
30.8%

14
26.9%

4
7.7%

18
34.6%

16
30.8%
33.7%

0.0%
0.1%
No
0%
0%
0%
0%

No
0%
0%
4%
3%
12
23.1%
12.8%
No
0%
0%
2%
2%

Male

2
3.8%
8.0%
4%
Yes
2
0%
0%
4%
3%

L

M

N

O

P

Q

R

A

NHOPI

Multi

W

AI/AN

B

H/L

0.0%
0.6%
No
0%
0%
0%
0%
0.0%
1.1%
No
0%
0%
0%
0%

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.0%
No
0%
0%
0%
0%

0.0%
0.3%
No
0%
0%
0%
0%
0.0%
1.0%
No
0%
0%
0%
0%

0.0%
4.7%
No
0%
0%
2%
2%
4
7.7%
25.2%
18%
Yes
9
0%
0%
1%
1%

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.1%
No
0%
0%
0%
0%

1
14.3%
1.8%
No
0%
0%
1%
1%
13
25.0%
10.8%
No
0%
0%
0%
0%

Female

0.0%
1.4%
No
0%
0%
1%
0%
2
3.8%
4.9%
1%
No
0%
0%
0%
0%

S

T

U

A

NHOPI

Multi

0.0%
0.3%
No
0%
0%
0%
0%
0.0%
1.5%
No
0%
0%
0%
0%

0.0%
0.0%
No
0%
0%
0%
0%
0.0%
0.1%
No
0%
0%
0%
0%

V

<--Entry
0.0%
0.1% <--Entry
No
0%
0%
0%
0%

<--Entry
<--Entry
<--Entry
<--Entry

3 <--Entry
5.8%
0.8% <--Entry
No
0%
0%
0%
0%

<--Entry
<--Entry
<--Entry
<--Entry

Appendix G:
Greenlink EEO Employee Complaints Log

Greenlink EEO Employee Complaint Log
July 1, 2017 – June 30, 2021

Date of
Complaint
7/3/2018

Basis of Complaint

Resolution

Complainant is a Bus Operator who received a
2- day suspension on 7/3/2018 for violation of
City and departmental policies. The
complainant contended that the suspension
was not warranted and inconsistent with the
discipline issued to other employees for similar
offenses.

An internal Peer Review hearing was
held on 8/6/2018. The review board
and the City Manager upheld the
suspension. The City had followed
its progressive disciplinary process in
making this determination.

