
And the difficulty it may bring

HR
PRACTICES

COMMON

December 5, 2024



PRESENTERS

116 Employees
3 Commissioners
100k+ Customers

Leea 
Butler

Maggie 
Panter

51 Employees
3 Commissioners
18k+ Customers

16 Employees
5 Commissioners
6k+ Customers

Melinda
Willoughby



Training &
Development

Strategic
Planning

Compliance 
& Risk Mgmt.

Compensation 
& Benefits

Recruitment &
Onboarding

Employee
Engagement 

Employee
Relations

Policy
Administration

HUMAN
RESOURCES

HUMAN RESOURCE RESPONSIBILITIES



01

FOCUS AREAS

Recruiting
Interviewing
Onboarding
Workman’s Comp
Drug Testing

COMMON
EMPLOYMENT
PRACTICES

02

Importance
Internal Training
External Training

LEADERSHIP 
TRAINING

03

Open Communication 
Growth & Development
Employee Recognition
 Work/Life Balance
 Positive Work Culture
Leveraging Technology 

EMPLOYEE
ENGAGEMENT &

RETENTION

04

State Benefits
Common Paid Leave
Practices
Alternative/ Flex
Work Schedules

BENEFITS

05

Succession Planning
Navigating TCRS &
Social Security
Retiree Benefits

RETIREMENT



COMMON EMPLOYMENT PRACTICES



Job Applications
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RECRUITING



EMPLOYMENT
APPLICATIONS
Purpose: Collect detailed, job-relevant information about
potential candidates.

Screening Tool: first step in evaluating applicants for vacancies

Compliance: Ensures applications meet legal and regulatory
requirements.

Avoid Discriminatory Data: Exclude questions on age, religion,
military/veteran status, disability, and other protected categories.

Protect Privacy: Avoid requesting unnecessary personal data,
such as Social Security or driver’s license numbers.



CLARIFY JOB EXPECTATIONS defines roles, responsibilities, and performance standards
clearly for employees

SUPPORT RECRUITMENT EFFORTS attract qualified candidates by outlining required skills,
qualifications, and duties

FACILITATE PERFORMANCE MANAGEMENT provide a benchmark for evaluating employee performance
and setting goals

ENHANCE LEGAL PROTECTION document essential job functions to ensure compliance with
labor laws & support legal defense

JOB DESCRIPTION PURPOSES



GUIDE EMPLOYEE DEVELOPMENT identify required skills and competencies for training and
career growth opportunities

PROMOTE WORKPLACE EFFICIENCY reduce role ambiguity, overlap, and misunderstandings
among team members

AID IN COMPENSATION DECISIONS provide a foundation for salary benchmarking and ensuring
pay equity

JOB DESCRIPTION PURPOSES



summarize the role’s purpose and key objectives

JOB DESCRIPTION CONTENT
POSITION OVERVIEW KEY RESPONSIBILITIES

PREFERRED QUALIFICATIONS

WORK ENVIRONMENT

PERFORMANCE METRICS

REQUIRED QUALIFICATIONS

PHYSICAL REQUIREMENTS

CORE COMPENTENCIES

highlight education, certification and experience needed

outline physical demands, such as lifting, standing, or
traveling

specify traits needed to excel such as teamwork, problem-
solving, multi-tasking, adaptability, etc.

identify how success in the role will be measured (e.g.
deadlines met, quality standards, etc.)

describe conditions such as office settings, field work,
exposure to elements, etc.

detail additional, non-mandatory skills or experiences

primary duties & tasks that employee will perform; use
action words for clarity (e.g. Manage, Coordinate, Alaysze)



Social 
Media

Company
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Online 
Job Boards

Utility-Related
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Local Colleges &
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Employee
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Engagement

RECRUITMENT TOOLS



INTERVIEWS



01 02

03 04

Remote option that allows an opportunity for
initial screenings to discuss experience, role,
wages, schedule, etc.

In-person alternative to eliminate travel
without compromising face-to-face and
evalaution of behavior

Multiple perspectives with one candidate and
interviewers can 

PANEL 
Consistent, question-driven evaluations vs.
flexible, conversational approach

STRUCTURED VS. UNSTRUCTURED

PHONE

INTERVIEWS

VIRTUAL

Interviews don’t have to follow a one-size-fits-all approach. Explore the available options to align
with your goals and utility needs. By leveraging diverse interview methods, you can streamline the

hiring process and free up time for other priorities



Avoid questions that could be considered discriminatory
(e.g., family status, age, religion, etc.)
Keep questions focused on job-related qualifications and
skills to avoid bias or legal issues

Bring the job description, general compensation and
benefits summary, application/resume copies
Plan interview questions in advance and decide who will
lead each section of the interview

Train interviewers on proper conduct and expectations for
their role in the process
Emphasize the importance of professionalism and
consistency during interviews

Prepare Team Interviewers
Applicant is interviewing utility as well
Be transparent—highlight both positives and challenges
while showcasing why your utility stands out
Provide a benefits cheat sheet to leave a lasting impression

Sell Your Utility

Interview Don’ts

INTERVIEW PREP TIPS
Material Preparation



ONBOARDING



ONBOARDING
PREPARATION
Managing dates, processes & details for new hires

Outline each step from pre-employment to the first day
and post-employment follow-ups to ensure a smooth
process.

CHECKLIST

NON-HR ITEMS
Include steps beyond HR’s scope, such as ordering
uniforms, safety gear, and electronic equipment



NEW HIRE WEBSITES
FEDERAL REPORTING   

E-Verify is a web-based system that allows enrolled employers to
confirm the eligibility of their employees to work in the United States
Information entered is based upon I-9 that employee completes

STATE REPORTING
TN New Hire Reporting requires all employers to report newly hired
and re-hired employees to a state directory within 20 days of their
hire or re-hire date
Lump sum payments are considered employee income and thereby
are subject to withholding to collect past due child support

www.e-verify.gov

www.tnnewhire.com



WORKMAN’S COMPENSATION



WORKMAN’S COMPENSATION
DETERMINING TREATMENT OPTIONS



HTTPS://WWW.TN.GOV/WORKFORCE/INJURIES-AT-WORK/EMPLOYERS.HTML

Form C-20: First Report of Injury
Reports the following information: policy,
employer, employee, incident occurrence, and
initial treatment 
Complete and submit to insurance carrier

Form C-42: Panel of Physicians
Panel of three physician options for employee to
select for treatment
Employee must complete
Employer sends to insurance claims adjuster



Form C-41: Wage Statement
Reports the gross wages for an employee for the
recent 52 weeks
Necessary if injury requires time away from work
Complete and submit to insurance carrier

Form C-31: Medical Waiver & Consent
Not a required form since 7/1/14
Included as a reminder that employee will need
to sign a similar form of consent to allow
insurance to access medical records pertaining
to the work comp injury 

HTTPS://WWW.TN.GOV/WORKFORCE/INJURIES-AT-WORK/EMPLOYERS.HTML



WORKMAN’S COMPENSATION
WAITING PERIOD OVERVIEW & KEY POINTS

Payments begin if the employee is off work more than 7 days

BENEFIT DETERMINATION

7-DAY WAITING PERIOD
BENEFITS BEGIN DAY 8 Compensation is not provided during waiting period

Paid leave may be used to cover lost wages during waiting
period
If off work more than 14 days, retroactive payment for
initial 7 days may be available

NO PAYMENT 1ST 7 DAYS
PAID LEAVE SUBSTITUTE
RETROACTIVE PAYMENT

Waiting period for benefits of work-related injury is 1st 7
calendar days



OSHA REPORTING

www.tn.gov/workforce/employees/safety-health/tosha.html

www.osha.gov

www.osha.gov/recordkeeping/forms

QUICK REFERENCE LINKS
TOSHA: TENNEESSEE OCCUPATIONAL SAFETY & HEALTH ADMINISTRATION

OSHA: OCCUPATIONAL SAFETH & HEALTH ASSOCIATION

OSHA 300 RECORDKEEPING LOGS

OSHA INJURY TRACKING APPLICATION (ITA) ANNUAL REPORTING
www.osha.gov/injuryreporting

https://www.tn.gov/workforce/employees/safety-health/tosha.html
https://www.osha.gov/
https://www.osha.gov/recordkeeping/forms
https://www.osha.gov/injuryreporting


OSHA REPORTING

Utilities (NAICS 22)
Water, sewage, and other systems (NAICS 2213)
Utility system construction (NAICS 2371)

RECORDKEEPING & REPORTING REQUIREMENTS
RECORDKEEPING BASICS

INDUSTRIES COVERED

Employers with more than 10 employees (all FT, PT, Temp, Seasonal employees at any time
during calendar year) must keep records of serious work-related injuries and illnesses
Records help evaluate workplace safety, understand hazards, and implement worker
protections

Waste collection (NAICS 5621)
Waste treatment and disposal (NAICS 5622)

https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/


OSHA REPORTING

Report worker fatalities within 8 hours
Report amputations, eye losses, or hospitalizations within 24 hours

RECORDKEEPING & REPORTING REQUIREMENTS
RETENTION AND POSTING

FATALITY AND SEVERE INJURY REPORTING

Maintain records at the worksite for at least 5 years
Post injury/illness summaries annually from February to April
Provide records to employees or representatives upon request

https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/


OSHA REPORTING: FORM 300



OSHA REPORTING: FORM 300A



OSHA REPORTING: FORM 301



OSHA REPORTING

Improves Workplace Safety: Identifies hazards and enables targeted enforcement or outreach.
Analyzes Industry Trends: Tracks injuries and illnesses to develop safety solutions.
Enhances Transparency: Public access to data helps stakeholders make informed decisions and
fosters safer workplaces.

RECORDKEEPING & REPORTING REQUIREMENTS
ELECTRONIC SUBMISSION

WHY OSHA COLLECTS DATA

Establishments with 20-249 employees in covered industries must
electronically submit Form 300 data through OSHA’s Injury
Tracking Application.

https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/
https://www.osha.gov/


DRUG TESTING



Safety

Liability

Productivity &
Absenteeism

Retention

Clear
Expectations

Burden of Proof

Employee
Relations

Work Comp
Premium Savings

DRUG TESTING IN THE WORKPLACE
Why Utilities Should Consider Implementation 



Drug-Free Workplace
IMPLEMENTATION GUIDE

October 2017

T N . G O V / W O R K E R S C O M P

TENNESSEE
DRUG FREE
WORKPLACE
PROGRAM

https://www.tn.gov/workforce/injuries-at-work/employers/employers/drug-free-workplace-program.html

https://tn.gov/workerscomp
https://www.tn.gov/workforce/injuries-at-work/employers/employers/drug-free-workplace-program.html
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Create a detailed
policy.
Must include specific
drugs to be tested and
consequences for
policy violations,
including refusal to test.

01

Familiarize yourself
with the Rules of the
Tennessee Drug-Free
Workplace Program
to ensure compliance.

03

Identify a medical
facility for urine
collection and a
certified lab with an
MRO (Medical Review
Officer) to analyze
results.

DRUG TESTING IN THE WORKPLACE
Implementing & Maintaining the Tennessee Drug-Free Workplace Program

Understand
Program Rules

Develop Substance
Abuse Policy

Select Certified
Testing Providers



05

Employees 1 hr. of training
within 60 days of hire or
implementation.
Supervisors: Additional 2
hrs. (3 hrs. total).
Maintain training records.
Flexible training methods
allowed but must cover
program-required topics.
One-time training required
per employee.

04

Post the policy in a
visible location.
Provide printed copies to
all employees.
Employees are to be
notified 60 days prior to
start of testing.
Include testing
requirements in job
postings.

06

Complete initial
application and renew
annually, ideally when
renewing workers’
compensation
insurance.
Obtain and retain signed
acknowledgment forms
from all trained
employees.

DRUG TESTING IN THE WORKPLACE
Implementing & Maintaining the Tennessee Drug-Free Workplace Program

Notify and
Distribute Policy

Conduct 
Training

Submit & Renew
Application



Violation Specifics

POLICY
COMPONENTS

Testing Procedures

Reporting Procedure

Defined Responsibilities

Testing Types & Reasons



01 03

02 04

Safety Sensitive Positions Only
DOT requirements 

All Employees Included
Property Damage Thresholds

Safety-Sensitive Only
CDL Holders, separate consortium

RANDOM
All Employees
Requires strict adherence to
policy and sensitivity

REASONABLE SUSPICION

PRE-EMPLOYMENT POST-ACCIDENT

TESTING REASONS





LEADERSHIP TRAINING
LEADING BY

EXAMPLE

WHY IS IT
IMPORTANT?

INTERNAL
TRAINING
OPTIONS

EXTERNAL
TRAINING
OPTIONS



HOW TO TRANSITION FROM 
COLLEAGUE TO MANAGER
Transitioning from colleague to manager can be
overwhelming, especially if you have not been in a
leadership role previously. 

However, one advantage you have is familiarity. 

You know your team’s strengths, work styles, and
preferences, which can help you more quickly find ways to
support each team member. Begin by recognizing each
person’s value and showing appreciation for their unique
skills and contributions.









ENGAGEMENT & RETENTION

Open
Communication

Growth &
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Opportunities

Recognize &
Reward

Employees

Promote Work/
Life Balance

Cultivate a
Positive

Workplace
Culture

Moments That
Matter

Leveraging
Technology 

(AI)



LEADERSHIP TRAINING
RESOURCES
There are a variety of resources available to new leaders on your team. There also may be a need for a
combination of training opportunities, so new leaders are exposed to various aspects of management. 



EMPLOYEE ENGAGEMENT & RETENTION
THE POWER OF ‘THANK YOU’

Research indicates that employees
need a considerable morale boost. A
2024 Gallup report found that
employee engagement hit an 11-year
low in the first quarter of 2024, with
only 30% of workers feeling
connected to their jobs, compared to
33% in 2023. Meanwhile, SHRM’s
2023-2024 State of the Workplace
Report found that only 53% of U.S.
workers consider their companies to
be “a great place to work.” It’s an
expensive problem: Gallup says
unengaged workers cost their
employers $1.9 trillion in lost
productivity annually.



Your employees’ emotional salary is the measure of whether they feel rewarded beyond base pay.
Once people’s foundational needs for security are met, other motivators become more important
such as belonging and esteem.



BEST PRACTICES FOR 
EMPLOYEE RECOGNITION PROGRAMS
An effective employee recognition program is an important way to
maintain employee morale and foster organizational loyalty. Here are
some tips to develop an effective program: 

Create Clear Processes & Criteria

Avoid Generic Rewards
Not Every Reward Needs to be Monetary
Track and Publicize Employee Awards
Regularly Assess the Effectiveness of Your Recognition Program

Maintain Consistency



WHY MONTHLY RECOGNITION?

Employees who receive at least
monthly meaningful recognition from
their managers report: 

Compared to employees who receive recognition
quarterly or less, those recognized monthly or
more report: 



Data from the 2024 Achievers Institute State of Recognition Report 



Data from the 2024 Achievers Institute State of Recognition Report 



WORK/LIFE BALANCE 
the Employer vs. Employee Perspective

Building Capacity
Employers can do so by providing supportive and empathetic leadership, greater
flexibility, opportunities for learning and growth, and a sense of community.

Maximizing Flexibility
When people have more flexibility, they can give you more of their energy and focused,
dedicated time. 

Establishing Meaningful Boundaries
Creating a family-first culture through clear agendas and goals that allow employees to
disconnect afterhours. 

Exploring Innovative Benefits
Aside from giving employees greater autonomy in when and where they work, some
organizations are considering a range of innovative benefits to help recruit top talent,
including implementing a four-day workweek. 

Programs that support work/life balance promote
productivity, reduce turnover and improve employees’

mental and physical health. 



WHEN OFFERED, ALMOST EVERYONE TAKES THE
OPPORTUNITY TO WORK FLEXIBLY

THIRTY-FIVE PERCENT OF JOB HOLDERS CAN WORK FROM
HOME FULL-TIME, AND 23 PERCENT CAN DO SO PART-TIME



EMPLOYEES WORKING FLEXIBLY REPORT OBSTACLES
TO PEAK PERFORMANCE

JOB SEEKERS HIGHLY VALUE HAVING AUTONOMY OVER
WHERE AND WHEN THEY WORK



WORK/LIFE BALANCE 
How do we remain competitive employers?

Rethink Work Structures
       Where can work be done?
       When can work be done?
       How can work be completed?

Evaluate Creative Benefits
Many employers have implemented a variety of creative benefits to enhance an employee’s work/life balance. 

Put Policies in Writing
Employers should offer all employees the same work/life support options—and should make them official. 

Have Leaders Walk the Walk
If supervisors see top management working flexibly and embracing the new norm, they may ask for the flexibility they need and be more
likely to approve requests from their subordinates. 

Leverage Technology 
Collaboration and communication platforms such as Slack, Microsoft Teams, and Airtable can make flexible scheduling easier to manage. 







TOP 10 DRIVERS OF A POSITIVE WORKPLACE CULTURE
an Employee’s Perspective



GenAI Moves from Experimentation to Accelerating Adoption
Better utilization of chatbots, augmentation for the personalization of employee communications, greater focus on
possibilities in the talent acquisition space and the automation of testing for system upgrades and implementations.

Rethinking Employee Engagement Surveys
More HR teams will rethink how they create engagement surveys, as well as how often they distribute them, to reduce
“survey fatigue.”

Reaping Benefits from Improved Skills Technologies
HR and recruiting leaders shifting to skill-based hiring and promotion strategies will get a boost from evolution in
technologies such as skills ontologies that use AI and machine learning to automatically create, organize and update
databases of employee skills—significantly reducing the amount of manual work required by HR.

Predictive Analytics Tools
Human resource practitioners and analysts believe HR will benefit from increasingly powerful predictive analytics tools
that will improve workforce planning and data-driven decision making.



EMPLOYEE BENEFITS
Common Paid Leave

Practices

Alternative or
Flexible Work

Schedules

Additional
Benefits



COMMON PAID LEAVE BENEFITS

SHORT 
TERM

DISABILITY

LONG 
TERM

DISABILITY



COVERAGE

SHORT TERM DISABILITY
Typically covers partial income
replacement for illnesses or injuries
preventing work for a few weeks to months

Commonly 7–14 days (check your
policy book for exact details)

Employer, employee, or jointly
funded (refer to policy specifics)

Non-work-related injuries, illnesses,
surgeries, childbirth recovery

WAITING 
PERIOD

Qualifying 
Events

WHO 
PAYS

TIPS Submit medical documentation promptly to avoid delays in benefits
Request claim forms from your insurance company or broker to ease filing of claims



COVERAGE

 LONG TERM DISABILITY
Provides partial income replacement for
extended periods, typically after STD
benefits end

Commonly aligns with the end of
STD coverage, 90 days or longer

Often jointly funded or offered as
an employer-paid benefit

Chronic conditions, severe injuries,
cancer, or other long-term disabling
events

WAITING 
PERIOD

Qualifying 
Events

WHO 
PAYS

TIPS Consider supplemental coverage if your employer plan is limited
Request claim forms from your insurance company or broker to ease filing of claims



KEY DIFFERENCES SHORT TERM DISABILITY LONG TERM DISABILITY

DURATION for temporary conditions which
can last for weeks and/or months

extended conditions which can
last for months and/ or years

PURPOSE  bridges short-term income gaps ensures long-term financial
support

WHAT’S THE DIFFERENCE?



WORK SCHEDULE ENHANCEMENTS
Cost-Effective Morale Booster

Improves employee satisfaction and retention without significant expense
Addresses work/life balance needs for a happier, more engaged workforce

Flexible Work Hours

Remote Work Benefit

Offers varying start and end times while maintaining operational coverage
Ex: Shift Adjustments (varying start/stop times); Compressed Workweeks (4, 10-hr shifts)

Increases productivity for eligible roles
Reduces commuting stress, supporting both environmental and employee wellness goals



KEY CONSIDERATIONS
Coverage and Operations

Ensure schedules meet business needs without disruption
Cross-train employees to provide adequate coverage during flexible hours

Appealing to Employees for Work/Life Balance
Create enticing options that prioritize flexibility, autonomy, and work/life harmony
Highlight benefits in recruitment efforts to attract top talent

Benefits to Employees and Employers
Employees: Reduced burnout, better time management, and higher morale
Employers: Increased retention, enhanced productivity, and a competitive edge in recruitment



RETIREMENT

Succession
Planning

Navigating TCRS

Social Security
Questions

Retiree Medical
Benefits

Staying
Connected



SUCCESSION PLANNING
The process of identifying high-potential employees, evaluating and

honing their skills and abilities, and preparing them for
advancement into positions that are key to the success of business

operations and objectives.

Long-Term Goals &
Objectives

Identify High-
Potential Candidates

& Their
Developmental Needs

Determine Workforce
Trends & Predictions



TCRS RETIREMENT CHECKLIST
Within 3 Years of Retirement

Schedule Meeting with
RetireReadyTN Plan
Advisor & Request
Benefits Estimate

Create Monthly
Retirement Budget

Consider Eligibility
for 401(k)/457(b)

Catch-Up
Contributions



COMMON SOCIAL SECURITY QUESTIONS

You can become eligible to receive Medicare benefits in any
of three ways: when you turn 65, if you have a qualifying
disability, or if you have a diagnosis of end stage renal disease
(ESRD) or amyotrophic lateral sclerosis (ALS, also called Lou
Gehrig's disease).

AT WHAT AGE CAN I START RECEIVING BENEFITS?

Annually from October 15 - December 7. This is the time to
make changes to any Medicare prescription drug or health
plans.

WHEN AM I ELIGIBLE FOR MEDICARE?

WHEN IS MEDICARE OPEN ENROLLMENT?

You must be at least age 62 for the entire month to be
eligible to receive benefits. You can apply up to four months
before you want your retirement benefits to start. 



RETIREE MEDICAL BENEFITS

Pre-65 Post-65



BIRTHDAY 
CARDS

STAYING CONNECTED

DISTRICT
NEWSLETTERS

DISTRICT
EVENTS

HOLIDAY 
CARDS

Retirement is an exciting time for all employees but can also bring about a lot of unknowns. HR can serve
as a helpful resource and provide ways for the retirees to still feel connected to the legacy they left behind. 




