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BE IT RESOLVED by the Board of County Commissioners for Person County
that the following policies apply to the appointment, classification, benefits, salary,
promotion, demotion, dismissal, and conditions of employment for the employees of
the County.
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ARTICLE I. GENERAL PROVISIONS
Section 1. Purpose of the Policy

It is the purpose of this Personnel Policy, and the rules and regulations set forth to establish a
fair and uniform system of personnel management for all employees of the County under the
administration of the County Manager, elected officials, Board of Elections and Board of Health.
These aforementioned entities are the official Hiring or Appointing authorities covered by
this personnel policy. State requirements will supersede these policies for positions subject
to the State Human Resources Act whenever there is a conflict. This policy is established
under authority of G.S. 153A, Article 5 and G.S. 126 of the General Statutes of North Carolina.

Except when superseded by the State Human Resources Act, all employees are “at-will.” Further,
probationary employees and variable part-time employees may have their employment ended at
any time and for any reason and shall not be afforded the benefits protected pursuant to the
Disciplinary and Grievance policy, among other policies, described herein.

Section 2. Merit Principles

All appointments and personnel actions shall be made on the basis of merit. All positions
requiring the performance of the same duties and fulfillment of the same responsibilities shall
be assigned to the same class and salary grade. No applicant for County employment or
employee shall be deprived of employment opportunities or otherwise be adversely affected
as an employee because of an individual's race, color, religion, sex, national origin,
qualified disability, age, genetic information (including family medical history), marital status,
political affiliation, sexual orientation, status as parent, labor organization affiliation or non-
affiliation, or any other non-merit-based factor.

Section 3. Responsibilities of the County Board of Commissioners

The County Board of Commissioners shall be responsible for establishing and approving
human resources policies, the position classification and pay plan, and it may change the
policies and benefits as necessary. The Board also shall make and confirm appointments
when so specified by the general statutes.

Section 4. Responsibilities of the County Manager

The County Manager shall be responsible to the County Board of Commissioners for the
administration and technical direction of the human resources program. The County Manager
shall appoint, suspend, and remove County officers and employees except those elected by
the people or whose appointment is otherwise provided for by law. The County Manager shall
make appointments, dismissals and suspensions in accordance with the state statutes and
other policies and procedures spelled out in other Articles in this Policy.

The County Manager may delegate human resources functions, as appropriate. The
County Manager or designee shall maintain the position classification plan and the pay plan
and perform such other duties in connection with a modern human resources program as the



Board requires. All matters dealing with human resources shall be routed through the office of
the County Manager or designee who shall maintain a complete system of personnel files and
records. The County Manager shall:

a)

recommend rules and revisions to the personnel system to the County Board of
Commissioners for consideration;

make changes as necessary to maintain an up to date and accurate position
classification plan;

recommend necessary revisions to the pay plan;
determine which employees shall be subject to the overtime provisions of FLSA;

develop and administer such recruiting programs as may be necessary to obtain an
adequate supply of competent applicants to meet the needs of the County; and

perform such other duties as may be assigned by the County Board of Commissioners
not inconsistent with this Policy.

Section 5. Responsibilities of the Human Resources Director

The responsibilities of the Human Resources Director are to make recommendations to the
County Manager on the following:

a)

recommend rules and revisions to the personnel system to the County Manager for
consideration;

recommend changes as necessary to maintain an up to date and accurate position
classification plan;

recommend necessary revisions to the pay plan;

recommend which employees shall be subject to the overtime provisions of FLSA;
maintain a roster of all persons in the County service;

establish and maintain a list of authorized positions in the County service at the
beginning of each budget year which identifies each authorized position, class title of
position, salary range, any changes in class title and status, position number and

other such data as may be desirable or useful;

develop and administer such recruiting programs as may be necessary to obtain an
adequate supply of competent applicants to meet the needs of the county;

develop and coordinate training and educational programs for County employees;



j)

k)

investigate periodically the operation and effect of the personnel provisions of this
policy;

perform such other duties as may be assigned by the County Manager not
inconsistent with this Policy; and

ensure that all employees receive and sign for a copy of this personnel policy and
any revisions.

Section 6. Responsibilities of Department Heads and Supervisors

Department heads and supervisors shall meet their responsibilities as directed by the County
Manager or designee, being guided by this Policy, County ordinances, and any other applicable
policies. The County requires all department heads and supervisors to meet their responsibilities

by:

a)

b)

c)

d)

f)

setting a good example for employees;

dealing with all employees in a fair and equitable manner and upholding the principles
of equal employment opportunities;

developing and motivating employees to reach their fullest potential through continued
education and training;

making objective evaluations of individual work performance and discussing these
evaluations with each employee so as to bring about needed improvements;

keeping employees informed of their role in accomplishing the work of their unit and of
conditions or changes affecting their work;

making every effort to resolve employee problems and grievances and advising
employees of their rights and privileges.

cooperating and coordinating with other staff members in workflow and distribution of
information;

making proper performance documentation and maintaining current performance files;
and

abiding by the provisions of these policies and ensuring employees abide by the
same.

Section 7. Responsibilities of Employees

Teamwork is an important part of an effective organization. Just as supervisors are responsible
for keeping employees informed on relevant issues, employees are responsible for keeping their
supervisors informed on relevant work issues.

10



Employees are responsible for:
a) following the chain of command in addressing work-related issues;

b) reporting any relevant information through their supervisors to the County Manager
so the County Manager is always making decisions based on complete information;

c) coming to work dressed and groomed appropriately to serve the public and wearing
appropriate County identification badges;

d) referring any citizen issues to the County Manager’s office that cannot be resolved
satisfactorily through the ordinary chain of command (employees should not refer
citizens to elected officials for operational issues); and

e) keeping supervisors informed on any issues that serve as barriers to effective work
performance or teamwork within the work unit.

Section 8. Application of Policies, Plan, Rules, and Regulations

This personnel policy and all rules and regulations adopted pursuant thereto shall be binding on
all County employees. The County Manager, County Attorney, elected officials, appointed
members of the County Board and advisory boards and commissions will be exempted except
in sections where specifically included. An employee violating any of the provisions of this

policy shall be subject to appropriate disciplinary action, as well as prosecution under any civil
or criminal laws which have been violated.

Section 9. Departmental Rules and Regulations

Due to the particular personnel and operational requirements of the various departments of
the County, each department is authorized to establish supplemental rules and regulations
applicable only to the personnel of that department. All such rules and regulations shall be
subject to the approval of the County Manager or designee and shall not in any way conflict
with the provisions of this Policy but shall be considered as a supplement to this Chapter.

Section 10. Definitions

For the purpose of this chapter, the following words and phrases shall have the meanings
respectively ascribed to them by this section:

Adverse Action. An involuntary demotion, reduction in pay, suspension, reduction in force,
or separation from employment.

Anniversary Date. The employee’s most recent date of employment with the County in a
permanent position.

Appointing or Hiring Authority. The County Manager will be designated as the Appointing or
Hiring Authority with the following exceptions:
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a) The Sheriff shall be the Appointing and Hiring Authority for positions in the
Sheriff’'s Office;

b) The Register of Deeds shall be the Appointing and Hiring Authority for positions
in the Register of Deeds Department;

c) The Board of Elections shall be the Appointing and Hiring Authority for positions
in the Elections Department; and

d) The Health Director shall be the Appointing and Hiring Authority for positions in the
Health Department.

Classification. A title of a single or group of positions which are sufficiently similar to require
the same set of knowledge, skills, abilities, education and experience qualifications.

Continuous Employment. Uninterrupted service to Person County as a Full-time employee.

Demotion. A demotion is the movement of an employee from one position to a position in a
class assigned to a lower salary range. Demotion may be voluntary or involuntary.

Full-time employee. An employee who is in a position for which an average work week equals
more than 30 hours on average, and Continuous Employment of at least 12 months.
Such employees are eligible for benefits.

Grant-funded employee. An employee whose position is paid for with grant funds. Such
employees are not generally eligible for accrued leave benefits, probationary increases,
longevity, merit pay, etc. unless the grant program allows for such expenditures and they
have been appropriately budgeted.

Immediate Family. Spouse, parent, guardian, children, sister, brother, grandparents,
grandchildren plus the various combinations of half, step, in-law, and adopted relationships
that can be derived from those named.

Regular Part-time employee. An employee who is in a position for which a regularly
scheduled work week is less than 20 hours and less than 1,000 hours per calendar year.
Limited benefits may be available for the employee.

Probationary employee. An employee appointed to a Full-time or Part-time permanent position
who has not yet successfully completed the designated probationary period of nine months.
Persons in trainee appointments are a Probationary employee for the full duration of their
appointment in that status. Department Heads and sworn law enforcement shall serve a
twelve- month probationary period. Any employee serving a probationary period following initial
appointment may be dismissed without the dismissal procedures stated herein, at any time
during the probationary period. In addition, during the probationary period, the employee
will not have access to the grievance procedures found herein.
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Promotion. The movement of an employee from one position to a vacant position in a class
assigned to a higher salary range.

Regular employee. An employee appointed to a full -time position or regular part-time position who
has successfully completed the designated probationary period.

Trainee. An employee status when an applicant is hired (or employee promoted) who does not
meet all the requirements for the position. During the duration of a trainee appointment, the
employee is on probationary status.

Transfer. The movement of an employee from one position to a position in a class in the same
salary range.

Variable Part-time employee. An employee who works less than 20 hours per week and less
than 1,000 hours per calendar year. Employee hours are based on the needs of the department
and hours are not routinely scheduled. Variable part-time employees are not afforded rights
under the grievance policy and do not receive benefits.

Work Against Appointment. In departments whose employees are subject to the Human
Resources Act, the Appointing or Hiring Authority may appoint an employee in a Work
Against situation. When qualified applicants are unavailable and there is no trainee
provision for the classification of the vacancy, the Hiring or Appointing Authority may appoint
an employee below the level of the regular classification in a "Work Against" appointment.
This appointment is for the purpose of allowing the employee to gain the qualifications
needed for the full class through on the job experience. A Work Against appointment may not
be made when applicants are available who meet the training and experience requirements for
the full class in the position being recruited. During the duration of the Work Against
appointment, the employee is on probationary status.
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ARTICLE Il. POSITION CLASSIFICATION PLAN

Section 1. Purpose.

The position classification plan provides a complete inventory of all authorized and permanent
positions in the County service, and an accurate description and specification for each class of
employment. The plan standardizes job titles, each of which is indicative of a definite range of
duties and responsibilities. All positions covered by the personnel policy are to be classified
according to the assigned duties, responsibilities, qualifications needed, and other required
factors. In order to ensure its continuing value as a personnel management tool, the positions
classification plan will be maintained to reflect the current work assignments and other conditions
and requirements which are factors in proper classification and allocation of regular positions.
Positions in the Department of Public Health will be classified by the NC Department of Health
and Human Services (DHHS) in compliance with the rules and regulations under the State
Human Resources Act.

Section 2. Composition of the Position Classification Plan

The classification plan shall consist of:

a) a grouping of positions in classes which are approximately equal in difficulty and
responsibility which call for the same general qualifications, and which can be
equitably compensated within the same range of pay under similar working
conditions;

b) class titles descriptive of the work of the class;

c) written specifications for each class of positions; and

d) an allocation list showing the class title of each position in the classified service.

Section 3. Use of the Position Classification Plan
The classification plan is to be used:

a) as aguide in recruiting and examining applicants for employment;

b) in determining lines of promotion and in developing employee training programs;

c) in determining salary to be paid for various types of work;

d) in determining personnel service items in departmental budgets; and

e) in providing uniform job terminology.
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Section 4. Administration of the Position Classification Plan

The County Manager, assisted by the Human Resources Director, shall allocate each position
covered by the classification plan to its appropriate class, and shall be responsible for the
administration of the position classification plan. The Human Resources Director shall
periodically review portions of the classification plan and recommend revisions to the
County Manager to ensure that classifications accurately reflect current job duties and
responsibilities. The Human Resources Director shall also periodically review the entire
classification plan and, when needed, recommend major changes to the County Manager.
For Employees subject to the State Human Resources Act, both the Person County
Classification Plan, and the Office of State Human Resources Classification Plan should be
considered.

Section 5. Authorization of New Positions and the Position Classification Plan

New positions shall be established upon recommendation of the County Manager and
approval of the Board of Commissioners. New positions shall be recommended to the Board
of Commissioners with a recommended class title. The position classification plan, along with
any new positions or classifications shall be approved by the Board of Commissioners and on
file with the Human Resources Director. A copy of the position classification plan will be posted
on the County website under the Human Resources Department for review by employees and
the public.

Section 6. Request for Reclassification

Any employee or Department Head who considers the position in which classified to be
improper shall submit a request in writing for reclassification to such employee's immediate
supervisor, who shall immediately transmit the request to the Human Resources Director
through the chain of command. Upon receipt of such request, the Human Resources Director
shall study the request, determine the merit of the reclassification, and recommend any
necessary changes to maintain a fair and accurate classification plan, to the County Manager.
The decision of the County Manager is final.
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ARTICLE lll. THE PAY PLAN

Section 1. Definition

The pay plan includes the salary schedule and the assignment of classes to salary
grades and ranges adopted by the Board of Commissioners. The salary schedule may
consist of a minimum, midpoint, and maximum rates of pay for each job classification
approved by the Board of Commissioners. Salary increases within the pay range shall
be based on criteria established by the County Manager and approved by the Board of
Commissioners.

In order to ensure proper pay, time worked must be entered on the employee’s timesheet
pursuant to current County practices, which currently require time entry in quarter hour
increments. Please note that some employees, particularly those subject to the
Department of Transportation Guidelines, may have different timekeeping requirements.

Section 2. Administration and Maintenance

The County Manager shall be responsible for the administration and maintenance of the
pay plan. All employees covered by the pay plan shall be paid at a rate within the salary
range established for the respective position classification, except for employees in
trainee status or employees whose existing salaries are above the established maximum
rate following transition to a new pay plan.

The pay plan is intended to provide equitable compensation for all positions, reflecting
differences in the duties and responsibilities, the comparable rates of pay for positions in
public employment in the area, changes in the cost of living, the financial conditions of the
County, and other factors. To this end, from time to time the County Manager, assisted
by the Human Resources Director, shall make comparative studies of all factors
affecting the level of salary ranges and may make minor adjustments in the allocation
of positions to salary grades. When major adjustments encompassing numerous
positions are needed, or when a general adjustment is needed to the pay plan, the
County Manager shall recommend such changes in salary ranges as appear to be
warranted to the Board of Commissioners. The Board of Commissioners shall adopt the
salary schedule and assignment of job classes to salary grades, including any minor
adjustments made by the County Manager during the previous budget year, annually as
part of the budget process.

The County Manager may approve in-range adjustments to employee salaries when
necessary to accommodate inequities, special performance, achievements, retention or
other issues. The Department Head will submit documentation to the Human
Resources Director explaining the reason for requesting an in-range adjustment. The
Human Resources Director will make a recommendation to the County Manager.
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Section 3. Starting Salaries

In order to establish the pay rate for new hires (or rehires), the following criteria will be
used to promote fairness and equity in pay:

1)

The starting salary for a new employee who meets the minimum
qualifications for the position is typically the minimum of the salary range to
which the job classification is assigned.

The new hire starting salary for employees (or re-hires) may consider directly
relevant experience and/or experience that can be verified by the Human
Resources Department. Employees who have left the County and have been
officially terminated will be re-hired using these criteria and will not be rehired
at the previous salary. Re-hires who have left the County’s employ will be
considered using the same criteria as new hires.

Internal Equity is an equally important consideration in filling a vacant position.
Before a salary offer is made, Human Resources will also consider the
current salaries, level of education, relevant licenses/certifications and length
of service in the same/similar job class or classes of current incumbents. It is
the policy of the County to make every effort to avoid inverted salary
relationships which are created by bringing in newly hired employees at a
salary that exceeds the current salaries of comparably placed existing
employees in the same/similar job class.

The Human Resources Department may consider a higher salary offer if the
open position is determined to be a “hard to fill” position. “Hard to fill”
positions will be determined by the Human Resources Department and will be
based on the length of time the position has remained unfilled, the difficulty to
recruit, the “mission critical” nature of the work and the market conditions of the
position, at the time of a vacancy.

The salary range is typically considered the span in salary between the
minimum of the range and the midpoint for most positions. For Directors or
Assistant Director level positions, the qualifications of the applicant and/or the
needs of the County should include the discretion to hire anywhere within the
range. However, consideration should still be given to existing salaries of
other employees who are in directly comparable leadership positions.

Elected officials, i.e., the Sheriff and Register of Deeds, shall be paid upon initial
election or appointment, at the starting salary for the office. The Board of
Commissioners may adjust the salary of the elected official by considering the years
of service, performance and related experience of the person.

Pay for part-time or temporary status will be based on the applicable hourly rate for the position.
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Section 4. Maximum of the Range

Ranges are established to reflect the market value of a given job profile and not an
incumbent. Once an employee reaches the maximum of his/her assigned range, the
salary is frozen, and the employee is not eligible for any additional compensation unless
there is a range movement that would result in a higher maximum.

Section 5. Trainee Designation and Provisions

Applicants being considered for employment or County employees who do not meet all
of the requirements for the position for which they are being considered may be
hired, promoted, demoted, or transferred by the County Manager to a "trainee" status or
under the State Human Resources Act job classes as a "Work Against.” In such cases,
a plan for training and meeting the minimum qualification for the job classification,
including a time schedule, must be prepared by the supervisor. An employee shall remain
at the trainee or "Work Against" salary level until the Department Head certifies that the
employee is qualified to assume full responsibility for the position and the County
Manager approves the certifications. The Department Head shall review the progress of
each employee in a trainee or "Work Against" status every six months or more
frequently as necessary to determine when the employee is qualified to assume full
responsibility of the position. "Trainee" salaries may be one to two grades below the
minimum rate established for the position for which the person is being trained.
Assignment two grades below is appropriate when the traineeship is expected to last
two years. Assignment one grade below is appropriate when traineeship is expected to
last one year. (Note: Positions subject to the State Human Resources Act may be
assigned no more than two grades below for trainee purposes.) The actual
assignment should be reviewed and approved by the Human Resources Director. A new
employee designated as "trainee" appointment shall be in a probationary status until
requirements for the full job class are met.

If the training is not successfully completed as planned, the employee shall be
transferred, demoted, or dismissed. If the training is successfully completed, the
employee shall be paid at least at the minimum rate established for the job class.

Section 6. Education and Certification Increase

To encourage growth and promote a learning atmosphere in local government, a
full-time employee of Person County Government may be eligible to receive a 1.5%
salary increase for an advanced certification or a 2.5% salary increase for a higher-level
education if certain criteria are met.

Education is defined as graduation from a community college or university where an
individual may receive an associate, bachelor’s, graduate, doctorate or professional
degree.
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A certification is an official document acknowledging that an individual has successfully
passed a professional class or training that has provided them with knowledge,
experience and skills to perform certain job tasks. Most certifications that pertain to this
policy will include an individual attending training for a considerable number of hours
and/or passing an exam in order to receive the certification.

Requests for certification or education approval should be made before the fiscal year in
which the certificate or diploma is attained to ensure accurate budgeting for the
associated salary increase.

The following criteria will be applied when an employee has requested an increase for
additional education or certification:

1)

The certification or accreditation will be earned in their professional field
furthering their ability to perform the duties and responsibilities of their
position. Approval from the Department Head, Human Resources Director
and County Manager may also be made for an employee who is seeking a
higher level of education to pursue a promotion within County services.

An education or certification increase will only be awarded during the fiscal
year in which it was obtained.

The County will pay for one certification school and up to two attempts at an
exam for a single certification level. Exceptions may be made if deemed
appropriate by the County Manager.

College courses will usually be taken outside of regular work hours. Courses
during work hours are typically not permitted but may be considered by the
County Manager on a case-by-case basis if work time can be made up with
minor schedule adjustments. Employees will not be paid for time spent in
classes. Employees may be reimbursed for tuition, fees, laboratory fees, and
student fees up to a certain amount as outlined in the Personnel Policy,
Article VI. Employee Benefits, Section 10.

Pay increases for certifications should be submitted in a timely manner. The
effective date of the pay increase will be consistent with the next full pay period.
There may be instances where the delay is from a third party and no fault
of the employee or supervisor. Certification increases are not intended to be
re-applied for position status change that includes but is not limited to
promotions, transfers, reclassifications, or demotions. No increases will be
awarded retroactively for certifications obtained prior to the adoption of this

policy.

Re-certifications will not be eligible for an increase, but the County may pay for
the renewal of the required certification.
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7) If the certification has been suspended, lapsed or is no longer being utilized,
the pay incentive may be removed.

8) If the employee has an active performance improvement plan due to not
meeting work standards, they will not be approved for a certification increase
until the employee has successfully resolved performance issues. The
increase will not be retroactive but may be effective the first day the employee
has successfully completed the performance improvement plan.

9) The employee may not receive more than two education or certification
increases per fiscal year.

10)A salary increase will not typically be awarded if the certification is included as
a requirement on the job description or formal acceptance letter of
employment. Special circumstances may be considered if deemed appropriate
by the County Manager and Human Resources Director.

Section 7. Pay Range Increases

Upward movement within the established salary range for an employee is not automatic but
rather based upon specific criteria. Procedures for determining performance levels and
performance pay increases shall be established in procedures approved by the County
Manager.

Section 8. Performance Review and Development System (separate policy)

The purpose is to establish and maintain a performance review and development
system that contributes to the organization achieving its mission and goals and
focuses on continuous performance improvement and recognition for all employees of
the County. Reviews will encompass one year and be conducted on or before the
anniversary date of the employee’s initial hire or rehire. Pay for performance or merit may
vary or be funded at the discretion of the Board of Commissioners. Grant funded
positions may receive merit only if funds are available from the grant program.

Section 9. Salary Effect of Promotions, Demotions, Transfers, and Reclassifications

Promotions. When an employee is promoted, as a result of a job change or job
progression, to a higher pay grade position, the salary placement within the new pay
grade shall be determined along with the above criteria as follows: apply a 5% increase to
the previous salary for promotions of one pay grade, and an additional 2.5% for each
additional pay grade up to a maximum of 15%. The resulting pay will be no less than the
minimum of the new pay grade and no less than a 5% salary increase, but not more than
the maximum salary of the assigned pay grade. Any increase of more than 5%
requires documentation by the department or agency and a supporting
recommendation from the Human Resources Director. The County Manager will
review the documentation for approval. The effective date of the pay increase will be
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consistent with the next full pay period.
The amount of the salary adjustment should also include consideration for the following:
a) the employee’s related education, training, and experience;
b) the nature and magnitude of the change in jobs;
c) budget availability;
d) consistency with similar situations in the past;
e) internal equity within the work unit; and
f) otherrelevantissues.

Employees (Employees subject to the State Human Resources Act are exempt) will serve
a nine-month probationary period.

There may be times when the uniqueness of an individual job and level or necessary
skills required by the County, and not just possessed by the incumbent, may require a
higher salary

schedule placement than stipulated in this section. Under such circumstances, the
County Manager may approve a higher salary placement within the assigned pay grade.

Cost of living (or market adjustment), and other in-range increases cannot take the
place of a promotional increase. The position of the employee’s adjusted salary within the
new salary range shall not exceed the position of the employee’s salary in the current
range.

Demotion or Voluntary Reassignment. Demotion or reassignment is a change in
status resulting from an assignment to a position in a lower salary grade. If the change
results from a disciplinary action, the action is considered a demotion. If the change
results from a mutual agreement between the employee and employer, the action is
considered a voluntary reassignment.

The adjusted salary of the employee shall be within the range of the lower classification
based on salary grade with consideration of internal equity, decreased workload and
responsibility level.

Lateral Transfers. A lateral transfer occurs when an employee is transferred from one

job class to another in the same pay grade. The salary will remain the same and
employee must possess the minimum qualifications for the new position.
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Reclassifications. When a job has been reclassified to a higher pay grade, the
employee’s salary shall increase at least 5% but not exceed the maximum salary of the
new pay grade.

If the reclassification results in an upgrade of one pay grade, the employee’s pay will be
moved upward by 5%. An upgrade of two or more pay grades will increase the
employee’s pay by an additional 2.5% for each additional pay grade, up to a maximum
of 15%. Any increase of more than 5% would require documentation by the department
or agency and a supporting recommendation from Human Resources Director. The
County Manager will review the documentation for approval.

For general reclassifications completed as a result of an internal or external compensation
study, or as a result of a normal budget process review, a pay increase for an employee
who has been in their position since on or before the first day of the fiscal year, will have
an effective date of the first day of the fiscal year, or the effective date of implementation
as approved by the Board of Commissioners.

Otherwise, for an individual reclassification, done outside the normal budget cycle, the
effective date of the pay increase will be consistent with the next full pay period.

Reclassification or changes in pay grade, whether resulting from an internal or external
compensation study or individual change in pay grade, shall not be retroactive with
respect to calculating the new salary.

When a job has been reclassified to a lower pay grade, the affected employee(s) shall
have their pay grade adjusted accordingly. The effective date will be the day following
approval and the change will be reflected in the next full pay period. If, after the pay
grade adjustment, the employee(s) salary is greater than the maximum salary of the
new pay range, the employee will continue to be paid at the higher rate of pay, the
salary would be “frozen” and the employee is typically, ineligible for any pay adjustment
until the range “catches up” with the salary and allows

for movement.

Section 10. Salary Effect of Salary Range Revisions

When a class of positions is assigned to a higher salary range as a result of labor
market conditions (outside of a total County pay study), employees will be placed at
minimum of pay grade and equity of old grade will be considered during the
reclassification. An implementation process will be recommended by the Human
Resources Director and approved by the County Manager. Budgetary funding will also be
considered. When a class of positions is assigned to a lower salary range, the salaries of
employees in that class will remain unchanged. If this assignment to a lower salary range
results in an employee being paid at a rate above the maximum established for the new
class, the salary of that employee shall be maintained at that level until such time as
the employee's salary range is increased above the employee's current salary.
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Section 11. Temporary or Permanent Additional Job Duties Assigned

At times, employees may be temporarily assigned job duties that are outside of their
normal job requirements. Consideration for extra pay will be given if the employee’s
assignment of extra duties is from a higher-grade classification.

Permanent additional job duties that are assigned will result in a re-evaluation of the
position to determine if the position should be assigned to a higher-grade classification.

For temporary and permanent additional job duties, department heads should submit
documentation to the Human Resources Director. The Human Resources Director will
review and make a recommendation to the County Manager.

Section 12. Transition to a New Salary Plan
The following principles shall govern the transition to a new salary plan:

1) No employee shall receive a salary reduction as a result of the transition to a new
salary plan.

2) All employees being paid at a rate lower than the minimum rate established for
their respective classes shall have their salaries raised to the new minimum
for their classes. A trainee, or employee in a “Work Against” status will
remain in their same relative pay status in the new salary grade assigned.

3) All employees being paid at a rate above the minimum and below the maximum
are considered as being paid at a competitive rate for the job class and may
receive any approved salary plan implementation increases as authorized by
the Board of Commissioners.

4) All employees being paid at a rate above the maximum rate established for
their respective classes shall be maintained at that salary level with no
increase in base pay until such time as the employees' salary range is
increased above the employees' current salary. This means no
performance/merit pay increases or market adjustment/cost of living
increases or any other increases to the base pay of the employee until the
employee is within the appropriate salary range.
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Section 13. Effective Date for Pay Changes
The effective date of the pay changes will be consistent with the next full pay period.

Section 14. Pay for “Acting” or Temporary Assignments in a Higher-Level
Classification (Interim duties)

“Acting” or temporary assignment(s) occurs when the County recognizes a critical job
assignment need that must be met and cannot be met through the normal recruitment
process. This can occur when an unexpected vacancy occurs; when a mission critical job
cannot be filled in a timely fashion; or when a mission objective changes abruptly and
requires immediate action.

Temporary or “acting” assignment(s) would be anticipated to last more than 30 days, but less
than 6 months. A temporary or “acting” assignment is to fill a vacancy and not to assume the
duties of another employee who is on approved leave, i.e. vacation, holiday, medical, or
other short-term absence(s).

If the position assigned is lower in pay grade (or substantially equivalent pay range) this
would not resultin a lower salary for the assigned employee even if the employee’s salary
exceeded the maximum of the new pay range.

If the position extends beyond 30 days, but less than 6 months, there should be a 5%
“temporary assignment” pay adjustment for the first pay grade and 2.5% for each
additional pay grade to a maximum of 15% or the minimum of the grade, whichever is
higher. The employee’s salary shall not exceed the maximum of the assigned range.
Internal equity and expectation of fulfilling the job requirements will be taken into
consideration when establishing the temporary assignment pay. Employees receiving
temporary assignment pay shall sign an agreement acknowledging the understanding that
they are receiving “Temporary Assignment Pay” and also acknowledging that when the
temporary assignment ends, the “assignment pay” will also end.

Section 15. Overtime Pay Provisions

Employees of the County can be requested and may be required to work overtime hours
as necessitated by the needs of the County and determined by the supervisor. All
overtime work must be authorized in advance.

Supervisors shall attempt to arrange employee work and schedules so as to accomplish
the required work within the standard workweek and without incurring overtime.

To the extent required, the County will comply with the Fair Labor Standards Act (FLSA).
The County Manager/designee shall determine which jobs are "Non-Exempt" and are
therefore subject to the Act in areas such as hours of work and work periods, rates of
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overtime compensation, and other provisions.

Non-Exempt Employees: Non-exempt employees will be paid at a straight time rate for
hours up to the FLSA established limit for their position (usually 40 hours in a 7-day period
or alternative FLSA approved full time schedule). Employees in law enforcement job classes
may earn overtime based on a 28-day period. Hours worked beyond the FLSA
established limit will be

compensated in compensatory time or overtime pay at the appropriate overtime rate. In
determining eligibility for overtime in a work period, only hours actually worked shall be
considered; in no event will vacation, sick leave, or holidays be included in the
computation of hours worked for FLSA purposes.

Whenever practicable, departments will schedule time off on an hour-for-hour basis within
the applicable work period for non-exempt employees, instead of paying overtime. When
time off within the work period cannot be granted, overtime worked will be given in the form
of compensatory time off or paid in accordance with the FLSA and this policy. The
County retains the right to determine whether to compensate overtime as pay or as
compensatory time off.

In the event the Governor declares a state of emergency where employees would be
required to work long and continuous hours, the County Manager may approve
compensation at a rate up to double time for those hours worked and/or grant time off with
pay for rest and recuperation to ensure safe working conditions.

Exempt Employees: Employees in positions determined to be exempt according to FLSA
may be eligible to earn compensatory time under this policy.

Time worked in excess of the established work hours for the department will be recorded as
compensatory time on a straight time or hour-for-hour basis. However, arriving at work up to
30 minutes early or working up to 30 minutes late does not qualify as compensatory time. To
be eligible for compensatory time, there must be a demonstrated business necessity that
requires working beyond the normal schedule.

Compensatory hours earned must be used within the month they are accrued or within the
following two months. Any unused hours after this period will be void. Additionally,
employees may accrue a maximum of 100 compensatory hours within any three-month
period; hours exceeding this limit will also be void.

Compensatory time off must be scheduled in advance and approved accordingly. These
hours cannot be “banked” to gain additional leave benefits, and they will not be paid out
upon termination of employment.

The County intends to make deductions from the pay of exempt employees for authorized
reasons and prohibits improper pay deductions. Exempt employees who wish to question
deductions they believe to be improper may use the County’s Grievance procedure, as
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explained in this policy. If the deduction is found to be improper the County will reimburse
the employee for lost pay.

Compensatory Time Off.

Compensatory time off for overtime hours worked may be provided in lieu of immediate
overtime pay in cash in accordance with appropriate current FLSA rules, at the option
of the County Manager, for covered non-exempt employees. Unless the law requires
otherwise, compensatory time shall be exhausted before annual leave is used.

Covered non-exempt employees may be granted compensatory time for hours worked in
excess of 40 in any one work week, at a rate of one and one-half hours for each hour of
work in excess of 40 hours in any one work week, subject to the following provisions:

1)

The maximum compensatory time which may be accrued by any affected
employee shall be eighty (80) hours. An employee who has accrued the
maximum number of compensatory hours shall be paid overtime compensation
for any additional overtime hours of work.

Upon request by Employee to use accrued compensatory time, the Employer
shall allow Employee to use said time off within a reasonable period after the
request, so long as such use does not unduly disrupt the operations of Employer.
This determination shall be based on the facts and circumstances of each
individual case. Compensatory time must be used within 26 pay periods
(approximately 13 months) from the pay period in which they earned it,
otherwise, the employee shall be paid overtime compensation for any
additional overtime hours of work.

Upon termination of employment for any reason, Employee shall be paid for
accrued compensatory time at a rate of compensation equal to: the average
regular rate received by Employee during the last three years of the Employee’s
employment, or the final regular rate received by the Employee, whichever amount
is greater.

The County, at its option, shall be entitled to pay Employee for any portion of
accrued compensatory time. If Employer elects to make such election, payment
shall be based upon Employee’s rate of earnings at the time said payment is
made.

Any compensatory time employees may have accumulated up to the effective date
of this policy will remain in place and may be used pursuant federal and state
wage laws. Once employees use any accumulated compensatory time over
eighty (80) hours, they will then be subject to the maximum accrual of eighty (80)
hours of compensatory time and will be paid overtime pursuant to this policy.
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The County’s policy is stricter than the FLSA provisions that allow non-exempt
employees to accumulate up to 240 hours of compensatory time.

6) Nonexempt employees separating from employment shall be paid for their
compensatory time balances.

Section 16. On-Call and Call-Back Compensation

The County provides continuous twenty-four hours a day, seven days a week service to
its citizens. Therefore, it is necessary for certain employees to respond to any reasonable
request for duty at any hour of the day or night. One of the conditions of employment with
the County is the acceptance of a share of the responsibility for continuous service in
accordance with the nature of each job. If an employee fails to respond to reasonable calls,
either special or routine, the employee may be subject to disciplinary action up to and
including dismissal by the Appointing or Hiring Authority. Therefore, the County provides
compensation for employees who are required to be on call. Compensation for time spent
while on-call and for time spent when actually called back to work shall be determined
according to the following:

On-call. On-call time consists of scheduled non-work hours in excess of an employee’s
standard work period when an employee is required to be available to be called back to
work on short notice if the need arises. Each department may have more specific rules in
light of the type of on- call needs. However, generally speaking, on-call time will not be over-
used (unless volunteered) for any employee and will not be over-restrictive such that it
interferes substantially with the personal use of an employee’s time outside of work. The
general rule is that an on-call employee should be able to respond to a call within a one-
hour time frame. On-call schedules must be approved by the Department Head. The
Human Resources Department shall maintain a list of employees who are approved for on-
call compensation arrangements.

Non-exempt employees will be compensated for the inconvenience of on-call duty.
Employees required to be on “on-call” duty will be compensated $2.00 per hour for on-call
time they serve until they are called back to work or until the on-call time has expired. The
on-call pay and call- back pay shall not overlap. Employees will receive their regular rate
of pay for all time the employee is “called-back” to work while on-call, unless the hours
worked otherwise qualify for overtime pay. Reciprocal time in exchange for working while
on-call (or to minimize overtime) is only allowed when such time is within the time off during
the same work-week.

Call-back. Call-back time consists of actual time spent when called back to work to
handle a requested or emergency situation, regardless of whether the person is “on-
call.” "Call-back" provisions do not apply to previously scheduled overtime work (scheduled
one or more days in advance). Exempt employees will not be paid for being called back
to work outside of normal working hours. Non-exempt employees will receive their regular
rate of pay for all time worked while on-call, unless the hours worked otherwise qualify for
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overtime pay. The on-call stipend of $2.00 per hour will cease once an employee has
been called back to work. Reciprocal time in exchange for working while on-call (or to
minimize overtime) is only allowed when such time is within the time off during the same
work-week.

Time Keeping. In the event a non-exempt employee is needed to respond to a call while on-
call, orfor call-back time, the employee must log all time beginning with the drive to the
specific location requested and ending with the time of returning home from the on-call
location. Non-exempt employees are guaranteed a minimum of 15 minutes call-back
pay for any business-related telephone calls, remote-in tasks, or text messages that
occur while being on-call, as well as 2-hour’s call-back pay if travel is required as part of
the call-back. If call-back occurs, the employee will need to report any guaranteed time not
worked in a separate pay code in the County’s time keeping system in minimum quarter
hour increments as defined in Article Ill, Section 1. Guaranteed time that is not actually
worked is not considering compensable time and is therefore not subject to overtime pay.
However, guaranteed time that is actually worked is considered compensable time and is
subject to overtime pay if other overtime requirements are met. Total call-back time should
not exceed 2 hours unless the time actually worked exceeds two hours, in which event the
employee is not entitled to any compensation beyond payment for the time actually
worked. In other words, if the employee actually works 2 hours or more, all time should be
entered as worked, compensable time. The employee is responsible for accurately logging
his or her time and turning it in to a Department Head and/or Human Resources as not
all employees have the ability to “clock in” remotely.

Please note that certain departments may have more specific rules based on the type of
work completed.

Section 17. Payroll Schedule and Deductions

The payroll schedule shall be established by the County Manager and shall be
administered by the Finance Department. Each employee is responsible for entering their
own time in the County’s time-keeping system based on the payroll schedule.
Deductions shall be made from each employee's salary, as required by law. Additional
deductions may be made at the request of the employee on determination by the County
Manager as to capability of payroll equipment and appropriateness of the deduction.

Section 18. Hourly Rate of Pay for Full-time, Part- time and Temporary Employees
and for Work Weeks with Varying Hours

Employees working in a Part-time or temporary capacity with the same duties as Full-
time employees will work at a rate in the same salary range as the Full-time employees.
The hourly rate for employees working other than 40 hours per week, such as employees
working 37.5 hours per week and law enforcement officers working an average 42 hours per
week, will be determined by dividing the average number of hours scheduled per year into
the annual salary established for the position.
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Section 19. Longevity Pay

Full-time and eligible part-time employees are compensated for continuous employment with the
County by payment of a longevity supplement based on continuous years of service as of
November 1st of each year. Full-time and eligible part-time employees must be in active
status as of November 1 of the applicable year in order to receive longevity pay. Eligible
part-time employees must have worked at least 850 hours from November 1st of the
previous year to October 31st of the applicable year. Grant-funded positions may receive
longevity pay, if funds are available from the grant program.

Longevity amounts shall be as follows:

Years of Service Percentage of Annual Salary
1 year, but less than 5 years .50%
5 years, but less than 10 years 1%
10 years, but less than 15 years 2%
15 years, but less than 20 years 3.25%
20 years, but less than 25 years 4.5%
25 years or more 5.75%

Longevity pay will be issued on the first regular pay period closest to the Thanksgiving
Holiday or as designated by the County Manager. The longevity pay benefit is a form of
current compensation that may be changed or eliminated at any time at the sole discretion
of the Board of Commissioners. The funding will be allocated on an annual basis during the
budget adoption process.

Section 20. Overnight Supervision Incentive (DSS)

The County will provide a DSS overnight supervision shift incentive for 1st, 2nd and 3rd
shifts as well as holidays and weekends.

Shift Weekday Weekend
1st $25 $50
2nd $50 $75
3rd $75 $100

Weekday shifts (Monday-Friday) are 7:00 a.m-8:30 a.m., 5:00 p.m. -11:00 p.m. and 11:00
p.m.-7:00 a.m. Weekend shifts are 7:00 a.m.-3:00 p.m., 3:00 p.m.-11:00 p.m. and 11:00
p.m.-7:00 a.m. If the shift occurs on a County holiday, an additional $50 would be added to
each shift covered by an employee.
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This additional incentive will not replace the employee’s ability to be paid for overnight
supervision or to earn compensatory time off if they are in overtime status.

Section 21. Providing Urgent Maternal Protection Act (PUMP Act)

Under the Fair Labor Standards Act, employees must be allowed the right to take reasonable
break time to express breast milk for their nursing child each time such employee has need
to express the milk. This right is available for up to one year after the child’s birth.

Covered employees must be provided with a place, other than a bathroom, that is shielded
from view and free from intrusion from coworkers and the public. This location must be

functional as a space for expressing break milk.

Under the FLSA, when an employee is using break time at work to express breast milk they
either:

a) must be completely relieved of duty; or

b) must be paid for the break time.

Employees should inform their supervisor when they need to use this policy, so
accommodations can be arranged for a reasonable break time. Supervisors should clearly
understand whether the employee will be working during this break or will be completely
relieved of duties to ensure accurate pay for the employee.
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ARTICLE IV. RECRUITMENT AND EMPLOYMENT
Section 1. Equal Employment Opportunity Policy

It is the policy of the County to foster, maintain and promote equal employment
opportunity. The County shall select employees on the basis of the applicant's
qualifications for the job and award them, with respect to compensation and opportunity
for training and advancement, including upgrading and promotion, without regard to
race, color, religion, sex, national origin,, qualified disability, marital status, age, genetic
information (including family medical history), political affiliation, sexual orientation, status as
parent, labor organization affiliation or non-affiliation, or any other non-merit-based factor.
Applicants with disabilities shall be given equal consideration with other applicants for
positions in which their disabilities do not represent an unreasonable barrier to satisfactory
performance of duties.

Section 2. Implementation of Equal Employment Opportunity Policy

All personnel responsible for recruitment and employment will continue to review
regularly the implementation of this policy and relevant practices to assure that equal
employment opportunity based on reasonable, job-related job requirements is being
actively observed to the end that no employee or applicant for employment shall suffer
discrimination because of race, color, religion, sex, national origin, qualified disability,
marital status, age, genetic information (including family medical history), political affiliation,
sexual orientation, status as parent, labor organization affiliation or non-affiliation, or any
other non-merit-based factor. Notices regarding equal employment matters will be posted
in conspicuous places on County premises in places where notices are customarily posted.

Section 3. Recruitment, Selection and Appointment

Recruitment Sources. When position vacancies occur, the Human Resources Director
shall publicize these opportunities for employment, including applicable salary
information and employment qualifications. Information on job openings and hiring practices
will be published in local and/or other news media as necessary to inform the community
and create a quality and diverse pool of applicants. In addition, notice of vacancies shall be
posted at designated conspicuous sites within departments. Individuals shall be recruited
from a geographic area as wide as necessary and for a period of time sufficient to ensure
that well-qualified applicants are obtained for County service. In rare situations because of
emergency conditions, high turnover, or other generally unavoidable circumstances, the
County, upon approval of the County Manager, may hire or promote without advertising
jobs. When hiring under these circumstances, however, the County shall continue to adhere to
the merit principles established in this Personnel Policy.

Job Advertisements. Employment advertisements shall contain assurances of equal
employment opportunity and shall comply with Federal and State statutes. Each applicant
is notified of E-Verify participation.
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Application for Employment. All persons expressing interest in employment with the
County shall be given the opportunity to file an application for employment for positions
which are currently being recruited.

Selection. Department heads, with the assistance of the Human Resources Director, shall
make such investigations and conduct such examinations as necessary to assess
accurately the knowledge, skills, and experience qualifications required for the position.
All selection devices administered by the County shall be valid measures of job
performance.

References and Background Investigations. After a contingent offer is made to the
applicant, Human Resources staff will conduct background checks on all applicants. All
applicants are subject to a drug screen, reference and criminal history checks. Some
positions may require driving record check and job function testing. Before formal offers of
employment are made, consideration will be given to all the information received during the
background process.

An applicant or employee will be given notice that they have been potentially excluded from
employment due to a criminal conviction and will be given the opportunity to provide additional
relevant information as to why they should not be excluded from employment. Any information
provided will be considered by the County in making employment decisions, by evaluating the
individual fithess for the job, in conjunction with the essential functions of the position and the
job conditions of the position in question.

Appointment. Before any commitment is made to an applicant either internal or
external, the Department Head shall make recommendations to the Human Resources
Director including the position to be filled, the salary to be paid, and the reasons for
selecting the candidate over other candidates. The Human Resources Director and
Department Head shall recommend approval of appointments and the starting salary for
all applicants to the Appointing or Hiring Authority. All employment offers should be
confirmed in writing. The Personnel Action Form, the original application for employment, a
copy of the employment offer letter, and any additional supporting documents pertaining to
the selected candidate should be submitted to the Human Resources Department prior to the
beginning date of employment. The documents will become part of the new employee’s
personnel file.

Section 4. Probationary Period

An employee appointed or promoted to a regular position shall serve a probationary
period. Employees shall serve a nine-month probationary period, except that sworn
law enforcement personnel and department heads shall serve a twelve-month
probationary period. Employees in trainee or "Work Against" appointments will have
specific time frames established for their probationary period.
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During the probationary period, supervisors shall monitor an employee's performance and
communicate with the employee concerning performance progress. Before the end of the
probationary period, the supervisor shall determine whether or not the employee is
performing satisfactory work and meeting job expectations. The employee's progress
(accomplishments, strengths, and areas for improvement) will be discussed with the
employee, and a summary of this discussion should be documented in the employee's
personnel file. The supervisor shall recommend in writing whether the probationary period
should be completed, extended, or the employee transferred, demoted, or dismissed.

Disciplinary action, including demotion and dismissal, may be taken at any time during the
probationary period of a new hire without following the steps outlined in this Policy. In other
words, an employee in the probationary period is treated as an “at will” employee.

A promoted or transferred employee who does not successfully complete the probationary
period in the employee’s new position may be transferred or demoted to a position in which
the employee shows promise of success. If no such position is available, the employee
shall be dismissed.

Promoted or transferred employees shall retain all other rights and benefits such as the right
to use the grievance procedures, provided the employee has completed the minimum
probationary period for their initial position (typically 9-12 months).

Section 5. Promotion

Promotion is the movement of an employee from one position to a vacant position in a
class assigned to a higher salary range. It is the County's policy to create career
opportunities for its employees whenever possible. Therefore, when a current employee
applying for a vacant position is best suited of all applicants, that applicant shall be
promoted to that position. The County will balance three goals in the employment process:

a) the benefits to employees and the organization of promotion from within;

b) providing equal employment opportunity and a diversified workforce to the
community; and

c) obtaining the best possible employee who will provide the most productivity in that
position.

Therefore, except in rare situations where previous County experience is essential or
exceptional qualifications of an internal candidate so indicate, the County will consider
external and internal candidates rather than automatically promote from within. Candidates
for promotion shall be chosen on the basis of their qualifications and their work records.
Internal candidates shall apply for promotions using the same application process as
external candidates.
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Section 6. Demotion

Demotion is the movement of an employee from one position to a position in a class
assigned to a lower salary range. Demotions may be voluntary or involuntary. An employee
whose work or conduct in the current position is unsatisfactory may be involuntarily
demoted provided that the employee shows promise of becoming a satisfactory employee in
the lower position. Such demotion shall follow the disciplinary procedures outlined in this
chapter. Demoted employees may appeal this decision based on the Grievance Process
outlined in this Personnel Policy.

An employee may request a voluntary demotion when a vacant position is available.
Employees may request voluntary demotions in order to accept a position with less
complex duties and reduced responsibilities, to change career paths, or for other
reasons. A voluntary demotion is not a disciplinary action and is made without using the
above-reference disciplinary procedures.

Section 7. Transfer

Transfer is the movement of an employee from one position to a position in a class in the same
salary range. If a vacancy occurs and an employee in another department is eligible for a
transfer, the employee shall apply for the Transfer using the usual application process.
The Department Head wishing to Transfer an employee to a different department or
classification shall make a recommendation to the County Manager. Any employee
transferred without requesting the action may appeal the action in accordance with the
grievance procedure outlined in this policy. Employees who are transferred to a different
department will serve a nine-month probationary period.

Section 8. Reasonable Accommodation

The County is committed to complying with the Americans Disability Act (ADA), Pregnancy
Discrimination Act, the Americans with Disabilities Amendment Act (ADAA), and applicable
State laws, and maintains equal opportunity in employment for all qualified persons with
disabilities and those who are pregnant. Accordingly, the County will provide a
reasonable accommodation to qualified individuals with disabilities, unless it creates an
undue hardship or poses a direct threat to the health and safety of others. While many
pregnant individuals and individuals with disabilities can work without accommodations,
other qualified applicants and employees face barriers to employment without the
accommodation process.

This policy is to assist employees and applicants for employment in requesting and
processing reasonable accommodation requests. This policy also prohibits retaliation
against employees.

The employee shall inform their supervisor and Human Resources Director or designee of
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the need for an accommodation. Supervisors who have been notified by an employee of an
accommodation request should contact Human Resources for assistance

Reasonable Accommodation (Disability)

An employer is required to make a reasonable accommodation to the known disability of a
qualified applicant or employee if requested and if it would not impose an “undue hardship”
on the operation of the employer’s business. For the purposes of this policy, (i) a “qualified
applicant or employee” is synonymous with a “qualified individual,” as that term is used in
the Americans with Disabilities Act, and (ii) “undue hardship” has the same meaning as
used in the Americans with Disabilities Act.

Reasonable accommodation for a disability may include, but is not limited to:

e Making existing facilities used by employees readily accessible to and usable by
persons with disabilities such as modifying existing office equipment for an
employee in a wheelchair.

e Job restructuring, modifying work schedules, reassignment to a vacant position
such as allowing an employee with diabetes regularly scheduled breaks during
the workday to eat properly, monitor blood sugar and insulin levels, or allowing an
employee with cancer leave to have radiation or chemotherapy treatments.

e Acquiring or modifying equipment or devices, adjusting or modifying
examinations, training materials, or policies, and providing qualified readers or
interpreters such as providing a deaf applicant a sign language interpreter during
the job interview or providing a blind employee someone to read information
posted on a bulletin board. Agencies may consider proposing temporary
accommodation(s) if the agreed upon accommodation cannot be provided
immediately.

Reasonable Accommodation (Pregnancy) — The Pregnant Workers Fairness Act
A covered employer is required to make a reasonable accommodation for known limitations
related to pregnancy, childbirth, or related medical conditions of a qualified applicant or
employee if requested and if it would not impose an “undue hardship” on the operation of the
employer’s business.
Reasonable accommodations for these known pregnancy-related limitations may include:

¢ Redistributing marginal or nonessential functions (for example, occasional lifting)

that a pregnant worker cannot perform or altering how a non-essential or marginal
function is performed.
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Redistributing an essential function of a job if:
a) any inability to perform an essential function is for a temporary period;

b) the essential function could be performed in the near future; and

c) the inability to perform the essential function can be reasonably
accommodated.

Modifying workplace policies, such as allowing a pregnant worker more frequent
breaks or allowing her to keep a water bottle at a workstation even though keeping
drinks at workstations is generally prohibited.

Modifying a work schedule so that someone who experiences severe morning
sickness can arrive later than her usual start time and leave later to make up the
time not eligible for FMLA or other types of leave. Employers shall not require an
employee to accept an accommodation other than any reasonable
accommodation arrived at through the interactive process. Employers shall not
require an employee to take leave, whether paid or unpaid, if another reasonable
accommodation can be provided.

The employer shall not deny employment opportunities to an applicant or employee if the
denial is based on the need to make reasonable accommodations to the known
limitations related to pregnancy, childbirth, or related medical conditions.

Applicants:

1)

The job applicant shall inform the hiring official or Human Resources
Director/designee of the need for accommodation. Hiring officials who have been
notified by an applicant of a need for accommodation should contact Human
Resources for assistance. The Human Resources Director/designee will discuss
the accommodation needed and possible alternatives with the applicant.

The County Manager and the Human Resources Director/designee will make a
decision regarding the request for accommodation and, if approved, take the
necessary steps to see that the accommodation is provided.

Time Frame for Processing Requests and Providing Reasonable Accommodations

Requests for reasonable accommodation should be processed as soon as reasonably
possible and generally in no more than thirty (30) days from the date the request is made.
Human Resources will process requests and provide accommodations, where appropriate,

in as short a period as possible. It is recommended that the employee work closely with their
healthcare provider to expedite their response. Human Resources may extend the deadline
as necessary due to unforeseen circumstances. Situations may warrant provision of
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temporary or trial accommodation.

The County is also committed to providing reasonable accommodation for an Employee’s
sincerely held religious belief, when required by law, unless doing so would create an undue
hardship for the Department. The employee shall inform their supervisor and Human
Resources Director or designee of the need for a religion accommodation. Supervisors who
have been notified by an employee of such accommodation request should contact Human
Resources for assistance.
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ARTICLE V. CONDITIONS OF EMPLOYMENT
Section 1. Immigration Law Requirements

All employees are required to furnish proof of citizenship or other required documents
indicating a legal right to work in the United States. Copies of the completed |-9 form shall
be a permanent part of their personnel file. The County uses E-Verify which is an Internet-
based system operated by the U.S. Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that allows participating employers to
electronically verify the employment eligibility of their newly hired employees. E-Verify
works by electronically comparing the information on an employee’s Form 1-9 with SSA
and DHS records to verify the identity and employment eligibility of each newly hired
employee and/or employee assigned to a covered federal contract. All new, temporary,
and rehired employees must be entered into E-Verify individually.

Section 2. Work Schedule

Department Heads shall establish work schedules, with the approval of the County Manager,
which will meet the operational needs of the department in the most cost-effective manner
possible.

Section 3. Political Activity

Each employee has a civic responsibility to support good government by every available
means and in every appropriate manner. Each employee may join or affiliate with civic
organizations of a partisan or political nature, may attend political meetings, may advocate
and support the principles or policies of civic or political organizations in accordance with the
Constitution and laws of the State of North Carolina and in accordance with the Constitution
and laws of the United States. However, no employee shall:

a) Engage in any political or partisan activity while on duty;

b) Use official authority of influence for the purpose of interfering with or affecting
the result of a nomination or an election for office;

c) Be required as a duty of employment or as condition for employment, promotion
or tenure of office to contribute funds for political or partisan purposes;

d) Coerce or compel contributions from another employee of the County for
political or partisan purposes;

e) Use any supplies or equipment of the County for political or partisan purposes; or
f) County employees in certain federally funded programs are subject to the Hatch

Act, as amended in 1975. This federal act, in addition to prohibiting (b), (c), and
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g) (d) above, also prohibits candidacy for elective office in a partisan election.

This policy is not intended to intrude upon any First Amendment or Fourteenth
Amendment rights of County Employees.

Any violation of this section shall be deemed improper conduct and shall subject the
employee to disciplinary action under this Policy.

Section 4. Criminal Charges and Convictions
Employees will be required to report any criminal charges filed against them or convictions

during employment to the Human Resources Director within three (3) business days of the
charges or conviction. An independent investigation may be conducted, the result of which

may be used to support disciplinary action, if appropriate. The County will consider all pending

charges and criminal convictions on a case-by-case basis, considering the nature of the
offense, when the offense occurred, the number of offenses, the nature of the job that the
individual wants or holds, work history, rehabilitation efforts, and any other individualized
information which may be useful in making an employment decision. Upon independent
investigation, the County may make an employment decision based on the conduct, which
was the subject of the arrest, regardless of the outcome of the charge.

Section 5. Expectation of Ethical Conduct

The proper operation of County government requires that public officials and
employees be independent, impartial, and responsible to the people; that governmental
decisions and policy be made in the proper channels of the governmental structure; that
public office not be used for personal gain; and that the public have confidence in the
integrity of its government.

As stewards of public resources and holders of the public trust, County employees are
expected to uphold the highest standards of ethical conduct while fulfilling their job duties
and responsibilities.

No employee of the County shall accept any gift, favor, or thing of value (more than
$50) from organizations, business firms, or individuals with whom they have official

relationships because of County business. These limitations do not prohibit the acceptance

of articles of negligible value which are distributed generally, nor prohibit employees from
accepting social courtesies that provide good public relations, not prohibit employees from
obtaining loans from public lending institutions. It is particularly important that inspectors,
contracting officers, and law enforcement officers guard against relationships that might
be construed as evidence of favoritism, coercion, unfair advantage, or collusion.

Section 6. Ethical and Appearance Standards

The purpose of this policy is to outline expectations for workplace behavior among
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employees to foster a respectful, collaborative, and productive work environment.
Employees should present themselves in a professional and respectful manner while
performing County-related business.

Ethical Standards:

1) Respectful Communication:

e Treat all colleagues, clients, citizens, and stakeholders with respect and
courtesy. Use clear, professional language in all forms of communication,
including emails, meetings, and phone calls.

e Listen actively and avoid interrupting others. Encourage open dialogue and
value diverse perspectives.

2) Accountability and Responsibility:

e Take ownership of your work and responsibilities. Meet deadlines and
follow through on commitments.

e Acknowledge mistakes and learn from them. Seek solutions rather than
placing blame.

3) Collaboration and Teamwork:

e Foster a spirit of cooperation and support among team members. Share
knowledge, resources, and assistance to help achieve common goals.

e Respect team dynamics and contribute positively to group discussions.

4) Conflict Resolution:

e Address conflicts constructively and professionally. Approach
disagreements with an open mind and seek to understand differing
viewpoints.

e Seek resolution in a timely manner to avoid future disruptions in the
workplace.

5) Confidentiality and Integrity:

e Respect the confidentiality of County information, client data, and employee
matters. Do not disclose sensitive information without proper authorization.
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e Conduct yourself with honesty and integrity in all professional interactions.
6) Workplace Behavior:
¢ Maintain a positive attitude and contribute to a harmonious work
environment. Avoid gossip, negativity, or behaviors that disrupt team

morale.

e Adhere to County policies, procedures, and standards in all work-related
activities.

7) Cultural Respect:

¢ Understand that cultural differences exist and accept that each culture has
its own unique customs, values, and traditions.

¢ Avoid stereotypes or assumptions based on cultural backgrounds and
instead embrace diversity without prejudice.

e Ensure that people from all cultural backgrounds are treated fairly without
favoritism or discrimination.

e Create an environment where people from different cultures feel welcomed,
valued, and supported, both in the workplace and in broader social settings.

8) Reporting Misconduct:

e Encourage the reporting of unethical behavior and support an environment
where employees feel safe to do so.

Appearance Standards:

Employees are expected to maintain a neat and professional appearance at all times.
Clothing should be clean, free of wrinkles and in good condition. Personal hygiene should be
attended to including grooming, hair, and overall cleanliness. Perfumes and cologne or
sprays should be applied modestly for those that may have allergies or sensitivities to scent.

Employees working remotely should also adhere to the professional attire guidelines during
virtual meetings.

Employees who are scheduled to attend meetings or events are expected to dress in
business casual attire, unless otherwise approved by a supervisor or manager.
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Business casual attire excludes:
e Distressed jeans (rips, tears, fraying, or heavy embellishments are too casual).
e Athletic wear (e.g., leggings, sweatpants, hoodies).
e Graphic t-shirts or clothing with slogans/images.
e Visible undergarments.
e Dresses or skirts shorter than 3 inches above the knees.

e Form-fitting pants or tights worn as pants without a long blouse or shirt no shorter
than 3 inches above the knee.

To promote a relaxed and comfortable work environment at the end of the week, employees
are permitted to dress in casual attire on Fridays, while maintaining a neat, clean, and
professional appearance. Non-distressed jeans are allowed with appropriate t-shirts and
tennis shoes. Employees with external meetings or client interactions on Fridays may be
required to adhere to business casual dress.

Exceptions to this policy may be granted in specific cases, such as designated casual days
or approved fieldwork attire, with prior authorization.

Tattoos should be appropriate for the workplace. Visible tattoos that are offensive,
discriminatory, or vulgar are not permitted and should be covered unless specifically
approved by management.

Supervisors are responsible for addressing any violations of this policy. Repeated violations
may result in disciplinary action.

Individual departments may have an appropriate appearance policy that is job-specific to the
department such as, but not limited to, standard uniforms or professional shirts that identify
the County department. The departments that do not follow this appearance policy should
provide employees with a written policy that outlines the expectations of appearance for their
specific department. This policy should be reviewed by the Human Resources Director. The
individual department will be responsible for providing the policy to current employees and
new hires to promote transparency and fairness among employees.

Employees reporting to work improperly dressed may be sent home by their supervisor to
change clothing and will be required to use compensatory time or annual leave.

Reasonable Accommodations may be consideration for employees who, because of a
sincerely held religious belief, cultural or medical reason, request an accommodation that
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would require an exception to this policy. The request must be made in writing to the
Department Head and the Human Resources Director and approved by the County
Manager.

Section 7. Attendance

Employees are expected to arrive to work and be ready to work based on their scheduled
time. Employees who cannot report to work as scheduled must notify their immediate
supervisor (or designee) as soon as possible, no later than 30 minutes prior to the
employee’s regular start time unless there is an emergency.

Excessive absences or tardiness and/or a pattern of absences or tardiness may result in
disciplinary action up to and including termination. This will be handled on an individual basis
by the department head and the Human Resources Director.

Section 8. Outside Employment

The work of the County shall have precedence over other occupational interests of
employees. All outside employment for salaries, wages, or commission and all self-
employment must be reported in advance to the employee's supervisor, who in turn will
report it to the County Manager. The County Manager will review such employment for
possible conflict of interest and then approve or disapprove the secondary employment.
Documentation of the approval of outside employment will be placed in the employee’s
personnel file. Any employee who obtains outside employment but does not receive
approval for such employment under this policy shall be subject to disciplinary action up
to and including dismissal.

Examples of conflicts of interest in outside employment include but are not limited to:

a) employment with organizations or in capacities that are regulated by the
employee or employee’s department; or

b) employment with organizations or in capacities that negatively impact the
employee’s perceived integrity, neutrality, or reputation related to performance of
the employee’s County duties.

Off the job injuries: An employee who sustains an injury or illness in connection with
outside employment and is receiving Workers’ Compensation from that employer shall not
be eligible to use accrued sick leave.

Section 9. Dual Employment

The County does not typically allow employees to hold more than one position with the
County. In some cases, the County may make such an allowance, in its sole discretion. In
the event the County makes such an allowance, one job shall be designated the primary
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position, and one shall be designated as the secondary position.
Section 10. Employment of Relatives
The County prohibits the hiring and employment of immediate family in permanent positions
within the same work unit. "Immediate Family" is defined herein. If there is a lack of
qualified applicants for a position in the same work unit and a qualified immediate family
member applies, the supervisor may request the County Manager for an exception. Outside
of the same work unit, the County will consider employing family members or related
persons in the service of the County, provided that such employment does not:
a) resultin arelative supervising relatives;
b) resultin a relative auditing the work of a relative;
c) create a conflict of interest with either relative and the County; or
d) create the potential or perception of favoritism.
Section 11. Fraternization
This policy applies to all employees regardless of position or tenure.
Fraternization refers to the romantic, dating or overly familiar personal relationship between:
e Supervisors and their subordinates.
e Employees within the same department.

e Employees and clients, vendors, or third parties.

This includes but is not limited to dating, romantic involvement, sexual relationships, and
close friendships that could impair impartiality.

Supervisors must not engage in romantic or sexual relationships with employees under their
direct or indirect supervision.

Employees involved in a consensual relationship with a co-worker must disclose the
relationship to the department head and the Human Resources Director if:

a) one individual has supervisor or evaluative authority over the other
b) relationship may lead to a real or perceived conflict of interest

Upon disclosure, the Human Resources Director and department head may take such steps
44



as:
e reassigning duties or reporting lines
e moving one party to a different department

No employee will suffer retaliation for disclosing a consensual relationship in good faith.
Retaliation will result in disciplinary action.

Employees who violate this policy may be subject to disciplinary action up to and including
termination.

All disclosures will be treated with sensitivity and confidentiality. The department head and
the Human Resources Director will handle all matters discreetly and with respect to those
involved.

Exceptions may be made by the County Manager based on the circumstances, providing
there is no conflict of interest or risk to organizational integrity.

Section 12. Unlawful Harassment

Harassment on the basis of race, color, religion, gender, national origin, age, disability, or any
other class protected by any applicable law, constitutes discrimination. The County opposes
harassment by supervisors and co-workers in any form. Harassment is verbal or physical
conduct that denigrates or shows hostility or aversion toward an individual because of his or
her race, color, religion, sex, national origin, qualified disability, marital status, age, genetic
information (including family medical history), political affiliation, sexual orientation, status as
parent, or labor organization affiliation or non-affiliation, or that of his or her relatives, friends,
or associates.

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature when:

a) submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment;

b ) submission to or rejection of such conduct by an individual is used as the
basis for employment decisions affecting such individual; or

c) such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile, or offensive
working environment.

Any employee who believes that he or she may have a complaint of harassment may
follow the Grievance Procedure described in this Policy or may file the complaint
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directly with the County Manager, Human Resources Director, or any department head
who will advise the Human Resources Director of the complaint. The Human Resources
Director will ensure that an investigation is conducted into any allegation of harassment
and advise the employee and appropriate management officials of the outcome of the
investigation.

Employees witnessing harassment shall also report such conduct to an appropriate County
official.

Employees who report or make a complaint of harassment will not be subject to retaliation
for doing so.

Section 13. Use of County Time, Equipment, Supplies, and Vehicles

County supplies and equipment are to be used exclusively for the County's business. During
working hours, an employee shall only conduct County business. Use of County time,
supplies, or equipment for personal or other purposes not related to the employee’s
County duties and responsibilities is prohibited and subjects the employee to disciplinary
action, up to and including dismissal.

All employees, who use County vehicles are required to follow applicable motor vehicle
and safety requirements, may be subject to random drug tests and annual driver's
license checks. Family members are not to be transported in County vehicles. Violation or
misuse of County vehicles also subjects the employee to disciplinary action, up to and
including dismissal.

County equipment, materials, tools and supplies, shall not be available for personal use and
are notto be removed from County property except in the conduct of official County
business, unless approved by the Board. No employee shall purchase for personal use
any equipment or supplies through County purchase accounts.

Separate policies covering the use of phones, email, computers, County cell phones and
vehicles are available in the HR office or on the County website.

Under North Carolina law, email sent or received by the County is generally considered a
public record and is subject to inspection upon request, and employees should therefore
use caution with email correspondence and follow all applicable laws and regulations in
relation to the same

Surrender of Property. An employee who terminates employment shall be required to return
allitems of equipment, including uniforms, ID badge, keys, credit cards, P-cards and other
items owned by the County. Pursuant to applicable law, if County owned property is not
returned within established timeframes, the County reserves the right to withhold portions of
the employee’s final check until the items are returned.
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Section 14. Performance Assessment Program

Supervisors and/or Department Heads shall conduct performance assessment conferences
with each employee, finalize all materials, and submit the completed assessment no later
than two weeks after the employee’s anniversary date. These performance assessments
shall be documented electronically and saved on a platform that is accessible by the
employee. The performance assessment program policy is available on the Employee Self
Service/Munis platform.

Section 15. Employee Assistance Program

Person County offers an Employee Assistance Program (EAP) for the benefit of full-time
employees. The EAP provides confidential assessment, referral and short-term counseling
for employees who request or are referred to the service. EAP visits are confidential to the
fullest extent possible and provided as a County benefit.

Section 16. Substance Abuse Policy

Person County has a responsibility to all employees to provide a safe working environment
and a responsibility to the public to ensure that safety and trust in the County is upheld. This
policy has been established to create a drug and alcohol-free workplace. Due to the
magnitude of potential adverse consequences with the use of controlled substances and
alcohol, any violations of this policy will subject the employee to disciplinary action, up to and
including dismissal.

Some employees are also covered under other testing requirements such as the Federal
Transit Administration. Employees under such testing requirements will be tested according
to the regulations of the agency governing them but will also be subject to this policy as well,
when Federal Testing Regulations do not apply.

Person County employees shall not report to work, work, or operate County-owned,
leased, rented, or personal vehicles while on County business with any of the following
conditions:

e Alevel of a controlled substance equal to or in excess of the prescribed cutoff
levels. An employee may be in use of a controlled substance by prescription if the
prescribing physician has provided evidence that the employee will be able to
perform their specific duties while under the physician’s care. Also prohibited is
the use of a prescription medication at levels exceeding those prescribed or using
prescription medications not prescribed for the individual employee.

e Under the influence of alcohol.
¢ Using, storing or possessing alcohol or any unprescribed controlled substance.

47



e Manufacturing, dispensing, selling, distributing, or providing alcohol or any
controlled substance.

Compliance with Law

Records concerning any employee’s involvement with this policy shall be confidential
and only released in conformance with North Carolina law and/or Federal regulation, in
particular with relation to drug testing laws, public records, health care information, and
employee privacy laws. Information related to County required tests will not be provided
to other employers or agencies without the written permission of the individual
employee.

Any drug or alcohol test should be treated as a “search and seizure” and as such, is to
be reasonable, conducted in a legal manner, and only as intrusive as necessary.
Person County reserves the right to conduct searches or inspections of property
assigned to an employee whenever a Department Head, or designee, determines that
the search is reasonable pursuant to this Policy. Nothing in this policy is intended to
violate the First, Fourth and/or the Fourteenth Amendment rights of Person
County Employees.

Definitions

Alcohol test- a test for the presence of alcohol in the body as determined through the
use of an acceptable test pursuant to then-current law.

Confirmation test for alcohol-a second test, following a screening test with a result of
0.02 or greater that provides quantitative data of alcohol concentration.

Confirmation test for controlled substances- a second analytical procedure to identify
the presence of a specific drug or metabolite that is independent of the screen test and
that uses a different technique and chemical principle from that of the screen test in
order to ensure reliability and accuracy. Unless specifications change, gas
chromatography/mass spectrometry (GC/MS) or liquid chromatography/mass
spectrometry (LC/MS) are the preferred confirmation method.

Conviction- a finding of guilt (including a plea of nolo contendere) or imposition of
sentence, or both, by any judicial body charged with the responsibility to determine
violations of federal or state criminal drug statutes.

Controlled Substance-a controlled substance as listed as such in the Controlled
Substances Act (21 USC 812) or Chapter 90, Section 87(5) of the North Carolina
Controlled Substance Act, or a metabolite thereof. The terms “drug” and “illegal drug”,
as referenced herein, are included in the definition of Controlled Substance, and should
be read as such unless otherwise noted.
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Drug test and/or drug screening- a test, including the necessary specimen to be
provided by the tested employee/applicant, for the presence of any of the following drugs
or drug metabolites in the sample:

amphetamines

barbiturates

benzodiazepines

cannabinoids

cocaine

-~ 0 o 0 T ®

methadone

opioids (heroin, morphine, codeine, hydrocodone, hydromorphone,
oxycodone, and oxymorphone)

@

h. phencyclidine

I. propoxyphene

Person County reserves the right to expand the testing panel by written notification to
employees.

Please Note: Use of CBD products may cause a positive result on a drug test, and the
results will be treated as a positive drug test. All employees should use discretion when
taking CBD products. Use of CBD products will not be considered grounds for appealing
a positive drug screen decision.

Medical Review Officer (MRO)- a licensed physician with specific training in the area of
substance abuse. The Medical Review Officer not only has knowledge of substance-
abuse disorders but also has been trained to interpret and evaluate laboratory test
results in conjunction with an employee’s medical history.

Negative (alcohol test)- a test that indicates an alcohol concentration of less than 0.02.

Negative (drug test)-a test result that does not show the presence of drugs or controlled
substances at a level specified to be a positive test pursuant to regulation.

Positive (alcohol test) - a test that indicates the confirmed presence of alcohol in an
employee’s system at the 0.04 level or greater.

Positive (drug test)-a test result showing the presence of drugs or controlled substances
at a level specified to be a positive test pursuant to regulation.
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Reasonable suspicion-reason to believe, as determined by an employee’s Supervisor,
Department Head, or other County Management member, that the employee’s behavior,
appearance, actions, speech, or body odors may be the result of use of alcohol or drugs
in violation of this Policy. The well-founded belief should be based on specific
contemporaneous, articulable, direct observations, and/or reliable information
concerning employee’s probable drug or alcohol use. Reliable information is defined as
information that is dependable and trustworthy, meaning it is accurate, free from bias,
and comes from a reputable source. By way of example and not limitation, any one or a
combination of the following may constitute reasonable suspicion:

slurred speech

odor of drugs or alcohol about the person

inability to walk a straight line

accident resulting in damage to property or personal injury

physical altercation

~ @ oo T o

verbal altercation

behavior (i.e., confusion, disorientation, lack of coordination, marked
personality changes, irrational behavior) that is so unusual that it warrants
summoning a supervisor or anyone else in authority

Q@

h. possession of drugs

i. arrests, citations, and deferred prosecutions associated with drugs or
alcohol

Refuse to submit- The employee fails to report for a test, refuses to provide a sample,
purposely provides an insufficient sample, refuses to sign the confirmation test
certification, or otherwise engages in conduct that clearly obstructs the testing process.
An employee who fails to report for a test within the specified time given, who leaves a
testing site before a test can be administered, or who unnecessarily leaves the scene of
an accident before a required test is administered or fails to remain readily available for
testing may be deemed to have refused to submit to testing.

An employee’s refusal to consent to testing as authorized under this policy may result in
discipline up to and including immediate termination.

Safety-sensitive position- a position where Person County has a compelling need, on
the basis of safety concerns, to ascertain on-the-job impairment on the part of the
employees in those roles. Such a compelling need arises when the duties of a position
create, or are accompanied by, such a great risk of injury to persons or magnitudinal
damage to property that even a momentary lapse of attention, judgment, or dexterity
could have disastrous consequences. Person County maintains a list of positions that
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are considered safety-sensitive. A copy of the list of safety-sensitive positions is
available upon request from Human Resources.

Substance Abuse Professional- a licensed physician (medical doctor or doctor of
osteopathy), or a licensed or certified psychologist, social worker, employee assistance
professional, or addiction counselor with knowledge of and clinical experience in the
diagnosis and treatment of both drug- and alcohol-related disorders.

Unannounced follow-up testing- testing conducted on an employee for a periodic,
unannounced basis, following their return to work from an approved drug or alcohol
rehabilitation program.

Drug and Alcohol Testing

All final candidates for employment will be subject to pre-employment drug testing.

All employees (full time; part-time; temporary) of Person County are subject to the
following types of tests:

e Reasonable suspicion

e Post-accident

e Return to duty

e Follow up
Only employees in safety-sensitive positions will be subject to the following type of tests:

e Random
ADA Compliance
If an applicant or employee is unable, due to medical reasons, to produce a specimen of
urine for drug testing, Person County will grant accommodation to said individual and
allow for other types of testing to be completed for safety-sensitive positions. Any other
type of legally accepted testing specimen can be used.
Applicants for employment in positions not declared safety-sensitive can forgo the drug
test by providing written documentation from their treating physician indicating
candidate’s inability to complete testing.

Substance Testing Information

Alcohol Tests: Alcohol tests will be conducted from a saliva, breath, blood specimen, or
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other legally acceptable testing procedure. An alcohol concentration of 0.04 or higher is
considered a positive alcohol test. An alcohol concentration of 0.02 or greater requires a
confirmation test. Confirmation test are completed no sooner than 15 minutes, and
ideally no later than 20 minutes after the initial screening test. If the screening and
confirmation tests are not the same, the confirmation test is deemed to be the final
result. If the test reading is between 0.02 and 0.039, the employee must be removed
from the work place for a 24-hour period but will not be deemed to have a “positive test”
pursuant to this Policy.

Drug Tests: All drug tests require an employee to provide a specimen of urine or other
legally acceptable testing specimen for analysis, either on-site or at an approved medical
facility/laboratory. The collection, analysis and reporting processes are strictly controlled
to ensure privacy, sanitation, accuracy and confidentiality. Every specimen undergoes
an initial screen followed by a confirmation test for all positive screen results. Any
confirmed positive test result is reviewed using the same specimen. The MRO will
contact the employee to ensure no factors exist that may have influenced the outcome of
the testing process prior to transmission of the results to the County. The MRO is
responsible for confirming test results. Test results will be provided to the Human
Resource Director, or designee, and test results will be revealed only to those persons
authorized as having an established need for the information.

Diluted Test Results:

« When the County is notified by the MRO that a positive drug test is diluted, the
test will be treated as a verified positive test.

e When the County is notified by the MRO of a negative diluted test with
creatine level between 5mg/dl and 20 mg/dl, the test must be completed
again. If the results are the same, then the County will accept the negative
result and no retest is necessary.

« If a County employee or applicant receives a negative diluted test result with a
creatinine concentration greater than or equal to 2 mg/dL but less than or
equal to 5 mg/dL, the employee must provide another specimen for testing as
this qualifies as intentionally diluted. The MRO will direct the County to do a
second collection immediately. This must be an OBSERVED collection. The
employee or applicant will be directed to report for re-testing immediately. The
result of the second collection will be the test result of record. If the second
collection is also negative and diluted, unless directed by the MRO to perform
another observed collection, the test result will stand as negative diluted.

The employee will be notified in writing of a confirmed positive test result.
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Pre-Employment Testing (All Positions)

After an offer of employment has been made, the Human Resources Director, or
designee, will direct the applicant to the drug testing collection site for completion of a
test for drugs. The applicant should take the test within three business days of being told
to do so. Any finalist who delays or refuses to provide a sample for testing shall not be
further considered for employment. The County should receive the test results before
the applicant is hired. An applicant who provides a positive drug sample shall not be
considered for employment for a two-year period of time. An applicant who provides a
positive drug sample shall be notified of their rights to retest the sample, pursuant to
North Carolina law, and receive notification of the test result.

Reasonable Suspicion Testing (All Employees)

Reasonable suspicion testing is performed when direct supervisors, department heads,
or County officials (management members) have reasonable suspicion to believe that an
employee’s behavior or appearance may indicate the use of alcohol or controlled
substances. In conjunction with the definition in this policy, the determination to test for
reasonable suspicion should be based on the Guidelines for determining Reasonable
Suspicion listed below.

Guidelines for Determining “Reasonable Suspicion”

“‘Reasonable suspicion” is defined as the belief, based on the totality of the
circumstances that observations made regarding the employee could be caused by
abuse of drugs or alcohol in violation of the County’s policy. This belief will be based
upon specific and objective facts and reasonable inferences.

Alone, the factors below may not be indicative of drug or alcohol use that violates this
Policy; however, with strong individual evidence or in combination of several factors, the
following may be considered in determining the presence of reasonable suspicion:

e Direct observation of drug/alcohol use and/or the physical symptoms or
manifestations of being under the influence of a drug or alcohol (e.g., slurred
speech, odor of drug/alcohol on body or breath, incoherence, loss of
coordination, etc.) while at work.

e Abnormal conduct or erratic behavior while at work, such as, deterioration in
work performance, or participation in physical or verbal altercation, under
suspicious conditions (as in 1, above).

e Information from a reliable and credible source or evidence of recent abuse or
misuse of alcohol or drugs, whether on or off the job, that an employee was or
may be impaired in the performance of job duties. Attempts should be made
to independently corroborate this information. (Law Enforcement should be
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contacted in these circumstances, to determine whether there are state or
federal legal implications.)

¢ Evidence that an employee has tampered with any alcohol or drug test or has
attempted to compromise the test sample or testing process. (Evidence of
tampering with or attempting to compromise the test will be considered a
positive test and will be grounds for termination.)

Supervisors should be alert to an employee’s conduct and job performance based on the
Supervisor's knowledge of the employee. In combination with observations of
current/contemporaneous conditions, the following may alert the Supervisor to be
watching for signs of substance abuse:

e A prior history of confirmed substance abuse by the employee during a period
of County employment, such as recent convictions of driving while impaired.
(Prior history shall not be considered sufficient on its own to constitute
reasonable suspicion or present violation of the County’s policies.)

e A pattern of excessive absenteeism, tardiness, or deterioration in work
performance.

e A pattern of unexplained and unusual vehicle or personal accidents or injuries
on or off the job.

Employees must report any observations to the supervisor, or designee, as soon as
possible. Delay in reporting such observations could result in action up to and including
termination.

General Procedure

Management Members have the right and responsibility to require an employee to
submit to controlled substances or alcohol testing when reasonable suspicion is present
and may condition continued employment on passing of such a test.

Reasonable suspicion alcohol testing should occur within two (2) hours of the observed
behavior or appearance. If a test cannot be conducted within eight (8) hours, it should
not be done. A reasonable suspicion substance test should occur no later than 32 hours
from the observed behavior or appearance. If a reasonable suspicion test cannot be
conducted within the specified time frame, the reasons for the failure to test should be
documented by the Supervisor and given to the Human Resources Director.

Under this section, any employee in question who delays or refuses to provide either
sample will be subject to a non-disciplinary suspension without pay for a period not to
exceed seven (7) business days from the date of delay or refusal. During the
suspension, the County Manager shall make the determination whether the delay or
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refusal warrants additional disciplinary action up to termination. The employee in
question shall provide a written and signed statement explaining reasons for delaying or
refusing to provide either sample.

1)

2)

3)

4)

6)

Upon reasonable suspicion that an employee is in violation of the Substance
Use Policy, the Supervisor, Department Head, or County Official will speak
with the employee about displayed behavior(s) and advise the employee that
they do not appear to be “ready for duty”. Do not accuse the employee of
controlled substances abuse or alcohol misuse. Instead, simply inform the
employee of the behaviors of concern and that a reasonable suspicion drug
test is necessary. It is advisable to have a “third party” (Human Resources
Director, Human Resources and Risk Manager, or Department Head,) as a
witness to the conference. Ultilize behavioral indicators which are consistent
with what the witness sees the employee do, hears the employee say, or any
changes in the employee’s appearance or body odor. Personnel should feel
free to seek guidance from the Human Resources Director and the EAP.

The Management Member, or designee, involved will transport the employee
to the collection site to have the appropriate testing completed.

The Management Member, or designee, will assist in planning to have
someone else drive the employee home following the testing. A tested
employee should not be allowed to drive. If the employee refuses to allow
someone else to drive, explain that the proper authorities will be notified.

The Management Member, or designee, should document the incident. The
documentation shall be done immediately and no later than 24 hours after the
events. Include date, time, specific behaviors observed, and action taken.
Forward this documentation to the Human Resources Director for the record.

The third-party administrator, through the Medical Review Officer, will contact
the Human Resources Director to provide the test results. While the County is
awaiting test results, the employee will be placed on non-disciplinary
suspension without pay.

If the test results are positive, the Human Resources Director will contact the
Department Head and County Manager to share the results and initiate
disciplinary action.

If a positive alcohol sample is provided under this section, the employee shall
be immediately transported, by the County, to their primary residence and may
be subject to a non-disciplinary suspension without pay for a period not to
exceed seven (7) business days from the date of the positive sample. During
the suspension, the County Manager shall make the determination whether
the positive alcohol sample warrants disciplinary action up to termination, or



any other type of accommodation.

7) If the test results are negative, the Human Resources Director will document
the test results and immediately contact the Department Head who will notify
the employee to return to work immediately. Upon employees return to work
following non-disciplinary suspension, pay will be reinstated at that time.

The successful completion of a controlled substance and alcohol test does not bar any
other disciplinary or administrative actions deemed appropriate by the Supervisor or
Department Head in relation to the incident.

The Human Resources Director will compile and maintain all required records.
Post- Accident Testing (All Employees)

Post-accident testing should be conducted following an accident or unsafe practice
involving an employee in which any of the following apply:

a) there is a basis, based on the elements of reasonable suspicion, that alcohol
or drugs may have been a contributing factor to the accident; or

b) the accident causes a fatality or bodily injury to any individual requiring
medical treatment away from the scene: or

c) the employee receives a citation under state or local law for a moving traffic
violation arising from the accident; or the employee is deemed at fault for the
roadway accident.

If an alcohol and/or controlled substance test is administered by law enforcement,
Person County will not duplicate testing.

Post-accident alcohol testing should be completed within two (2) hours of the accident.
If the test cannot be performed within eight (8) hours, it should not be done. Post-
accident substance testing must be performed within 32 hours of the accident, or it
should not be done. If the tests cannot be performed in the specified time frame, the
reasons for the failure to test should be documented by the Supervisor and given to the
Human Resources Director.

As soon as practical after an accident, the employee will be driven to the specimen
collection location. Transportation will be provided. An employee who is required to
submit to post-accident substances or alcohol testing will be subject to a non-disciplinary
leave. Pay will be dependent on the test results

An employee who refuses to be tested or avoids meeting the specified time limits will be
subject to dismissal. If unable to meet specified timelines due to circumstances beyond
the employee’s control, such circumstances must be documented and validated to the



Human Resources Director and the County Manager.
Safety-Sensitive

Safety-sensitive position is a position where Person County has a compelling need, on
the basis of safety concerns, to ascertain on-the-job impairment on the part of
employees in those roles. Such a compelling need arises when the duties of a position
create, or are accompanied by, such a great risk of injury to persons or magnitudinal
damage to property that even a momentary lapse of attention, judgment, or dexterity
could have disastrous consequences. Criteria for these positions include:

1) Positions (full time; part time; temporary; or contract) requiring the use of
weapons (or potential use of weapons) or the operation of vehicles,
machinery, or equipment as a primary task (does not include routine office
equipment).

2) Positions requiring the handling of hazardous materials, the mishandling of
which may place the employee, fellow employees, or the general public at risk
of serious injury, or the nature of which would create a security risk in the
workplace.

3) Positions where the incumbent’s mental fitness is required to prevent
immediate injury to the employee, fellow employees, or general public.

4) Positions that are required to drive clients.

Employees in safety-sensitive positions have a special responsibility to maintain physical
and mental fitness for duty at all times while on the job. Unannounced random testing
will be completed on a certain percentage of employees whose positions have been
deemed safety-sensitive. The simple random sample method, or other neutral selection
process, will be used and all names of employees holding safety-sensitive positions will
have an equal chance of being selected. Employees, whose names are randomly
selected, must be tested just before, during or just after performing job responsibilities,
and must report immediately upon being notified of selection. Person County
Government contracts with a third-party administrator to generate the random test list
and conduct the testing. Human Resources is responsible for scheduling the random
testing with the third-party administrator.

Other positions may be added to the list of safety-sensitive positions at any time due to
the nature of job assignments or deleted because the assignments of a particular
position within a job title that do not fit the safety sensitive criteria.
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Random Testing

All employees in safety-sensitive positions will be subject to random testing. Testing will
be completed on a certain percentage of said employees. A federally accepted method
of random selection will be used by the County’s third-party testing facility contractor and
names of all qualifying employees will be entered into the pool for random selection.
Employees, whose names are randomly selected from the pool, must be tested just
before, during, or just after performing job responsibilities.

NOTE: Working from home or other remote locations is the same as being on County

premises.

General Procedure

1)

2)

3)

5)

6)

The Human Resources Director, or designee, will receive the list of employees
selected for random testing from its third-party drug testing provider.

The Human Resources Director, or designee, will notify the Department
Heads of employees who are chosen for random testing. Department Heads
will notify employees.

When an employee is notified of a requirement to test, the employee shall
proceed to the designated collection site as scheduled. Failure to complete the
test as scheduled will result in disciplinary action, up to and including
dismissal, unless there is a certified medical reason for not completing the
test. Any attempt to alter or manipulate the specimen, control forms, or the
testing process will be treated as if a positive test result was obtained.

The County’s third-party drug testing provider will contact the Human
Resources Director, or designee, to provide the test results.

If the test results are positive, the Human Resources Director, or designee, will
contact the Department Head and County Manager to inform them of the
results and initiate the disciplinary process. If the alcohol test result is .02
through .0399, the Human Resources Director, or designee, will document the
result and will notify the Department Head and County Manager. The
employee will be placed on disciplinary suspension without pay for 24 hours
after receiving proper notice pursuant to the disciplinary process. Other
disciplinary action may result depending on the history and circumstances of
the test and employee.

Human Resources will compile and maintain all required records.
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Right to Re-Testing

If a drug test produces a positive result, the employee has the right to have the
specimen tested for confirmation at another approved laboratory. Each employee should
be notified of the legal rights to confirm the laboratory result of the sample in writing. If
an employee provides a positive drug sample under this section, the employee may be
subject to termination.

Reemployment of a Terminated Employee

Any employee terminated under the terms of this policy, shall not be considered for re-
employment with the County for a period of one (1) year from the date of termination and
until the former employee completes a substance abuse and/or alcohol dependency
rehabilitation program.

Cost of Test

All cost of testing will be the responsibility of Person County with the following
exceptions: Return-to-work, follow-up, or employee/applicant requested confirmation
testing. The costs for these tests will be the responsibility of the employee/applicant.

Return-to-Duty and Follow-Up Testing

Return-to-duty and follow-up testing is required for any employee who has violated this
policy and is returning to work on the recommendation of the Substance Abuse
Professional. Return-to-duty testing must be conducted prior to the employee returning
to work. Follow-up testing is required for any employee who has violated this policy and
has successfully completed a return-to-duty test. Employees who fall into these
situations may be subject to at least six (6) unannounced follow-up tests within the first
year back on the job. Follow-up testing can be performed for up to five (5) years after
returning to work. Any employee who tests positive on a return-to-duty or follow-up test
may be subject to dismissal.

Reporting Substance Related Charges and Convictions

Reporting charges and convictions, as described herein, is a condition of employment
for all employees.

Any employee, whose job duties require operation of a motorized vehicle, hazardous
machinery or use of hazardous materials, that is CHARGED with a controlled substance
or alcohol related offense (including DWI/DUI) must notify the Supervisor or Department
Head within one work day of arrest, charge, arraignment or indictment. Any employee
CONVICTED, granted deferred prosecution or is otherwise found guilty of a controlled
substance or alcohol related offense, must notify the Supervisor or Department Head
within one day of the conviction. Any employee who is required to have a driver’s
license for the performance of job duties and has it taken away as a result of a criminal
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charge, may be placed in either a non-disciplinary or disciplinary suspension without pay
status depending on the circumstances. Failure to notify management may result in
disciplinary action, up to and including dismissal.

Under no circumstances shall an employee operate a County vehicle or equipment
without a valid operator’s license.

Any employee, while off the job, convicted of a controlled substance or alcohol related
offense, which could directly, or indirectly, affect credibility or ability to effectively carry
out the duties and responsibilities of the position with Person County, shall be subject to
disciplinary action, up to and including dismissal.

Seeking Assistance for Self-ldentified Problems

Person County recognizes that circumstances in an employee’s life may, at times, result
in abuse of drugs and/or alcohol. Any employee, who self-identifies the need for
assistance in dealing with an alcohol or drug problem prior to notification of a
requirement for testing, can receive help with referrals for treatment programs and will
be granted reasonable and necessary leave pursuant to the County’s policies in order to
participate in such treatment. Requests for referral and leave should be directed to the
Human Resources Director. An employee, who self-identifies a problem and seeks help,
will be excused from the random testing pool during the time of treatment. If an
employee is notified of a requirement to test before self-identification of a problem, the
employee will be required to complete testing and any referral for assistance or granting
of leave time, will be subject to the results of the test and the County’s policy regarding
that result. Under certain scenarios, an employee may be requested to submit to
substance abuse treatment as a condition of employment, as well as return-to-work or
follow-up testing.

Section 17. Health and Safety — Fit for Duty Evaluation

This policy applies when employees have observable difficulty performing their essential
job functions in a safe manner or pose a safety threat to self or others; or that
employee’s ability to perform the essential job functions is impaired by a medical
condition.

Application of this policy is not intended as a substitute for discipline or any other County
policies or procedures. In any situation involving misconduct or violation of County
policy, disciplinary action may be taken.

The purpose of this policy is:
a) to promote the safety and health of employees and customers,

b) to establish procedures by which the County can evaluate the employees’
ability to safely and competently perform their duties when a health or safety
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c)

problem arises, and

to comply with applicable policies.

Supervisors may refer employees for an evaluation as provided by these procedures:

1)

2)

3)

5)

6)

7)

Before referring an employee for an evaluation, the Department Head must
obtain approval from the Human Resources Director. The Department Head
may place an employee on administrative leave pending a determination
whether to require an evaluation if the employee poses a threat to his or her
own safety or the safety of others.

The County may require a statement from the employee’s healthcare provider
that the employee’s continued employment poses no significant risk to the
health or welfare of the employee, other employees, or third parties, and such
other information as may be relevant. Employees are responsible for any
costs associated with their own healthcare provider. The employee’s
healthcare provider will be asked to review the job description on the form
provided by the Human Resources Department that outlines the essential
functions of the job for which they are performing.

The County reserves the right to require an additional Health & Safety
evaluation by a County-designated healthcare provider, if in the best interest
of the County. The County will pay the cost of this evaluation and the
employees’ time in the evaluation will be considered hours worked.

Requests for psychological testing shall be sent through the Human
Resources Department. The Human Resources’ designee will contact the
Employee Assistance Program (EAP) provider to initiate the evaluation. The
provider will be directed to report the results of the healthcare provider’'s
recommendation to the Human Resources Department.

An employee referred for an evaluation will be placed on paid administrative
leave pending the results of the evaluation(s).

The final determination of an employee's work status will be based on the
results of the healthcare provider's recommendation.

If an employee is found to be unfit for some or all assigned duties by the
healthcare provider, the employee’s employment status will be determined on
an individual basis, in accordance with County policies, practices and
applicable laws. The employee may be placed on an appropriate leave status
or restricted duty.

The County must receive a health and safety certification from the employee’s
healthcare provider or from the County-designated healthcare provider before
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an employee may return to full or restricted duty. This form shall be created by
the Human Resources Department based on an employee’s job description.

9) A re-entry conference with the supervisor, department head or their designee,
shall be required prior to the employee's return to work.

10)Employees who fail to fully cooperate with a determination of their fitness for
duty shall be subject to dismissal from employment. Records of health and
safety evaluations will be treated as confidential medical records and kept
separate from existing personnel files. The information will be shared only as
permitted by the Health Insurance Portability and Accountability Act of
1996(HIPPA).

After an evaluation, information available to the employee's supervisor will be limited to:

a) whether a person is fit to resume some or all his or her essential job functions
with or without reasonable accommodations;

b) whether a person is a direct threat to County employees or others; and

c) whether a person needs specific reasonable accommodations.

Section 18. Credentials and Certifications

Some duties assigned to positions in local government service may be performed only by
persons who are duly licensed, registered or certified as required by the relevant law,
rule or regulation. Employees in such classifications are responsible for maintaining
current, valid credentials as required by law, rule or regulation. Failure to obtain or
maintain the required credentials may be a basis for immediate dismissal without prior
warning. An employee who is dismissed shall be given a written statement of the reason
for the action and his/her appeal rights.

Section 19. Travel rules and Regulations.

The policy of the County is to reimburse employees traveling on authorized County business
forwork related expenses incurred as a result of the travel. Each department head is
responsible for authorization of employee travel and the reimbursement of travel
expenses in accordance with procedures issued periodically by the finance department.
The County Manager shall authorize and approve travel for department heads.

Section 20. Internet access.

The County provides Internet access via various computers throughout the County
offices. Any employee utilizing the Internet shall comply with the Acceptable Computer
Use & Security Policy. Violation of this policy represents grounds for dismissal.
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ARTICLE VI. SAFETY

Safety is the responsibility of both the County and employees. It is the policy of the
County to establish a safe work environment for employees. The County shall establish
a safety program including policies and procedures regarding safety practices and
precautions and training in safety methods. Department Heads and supervisors are
responsible for ensuring the safe work procedures of all employees and providing necessary
safety training programs. Employees shall follow the safety policies and procedures and
attend safety training programs. Employees who violate such policies and procedures shall
be subject to disciplinary action up to and including dismissal.

Along with the Personnel Policy, additional detailed procedures regarding safety, worker's
compensation, injury, and infection control may be established by the County Manager.

Section 1. Workplace Violence Policy

Person County is committed to providing a safe workplace by maintaining a “Zero
Tolerance” Workplace policy.

Safety and well-being of employees and the general public are the foremost concern and
hold firm that acts of violence in the workplace will not be tolerated. Person County
Government expects all employees to deal with other people in a professional, courteous,
dignified and respectful manner. Neither threats nor acts of violence, as defined below, will
be tolerated at any time against persons and/or property. Failure to comply with this policy
shall be a direct violation of County policy and may serve as the basis for discipline up to
and including termination of employment. It is also intended that management utilize
available resources such as the Employee Assistance Program (EAP), law enforcement,
and applicable personnel policies and procedures.

Definitions

For purposes of this policy and the workplace violence procedures only, the following
definitions shall apply. Other terms which are not defined shall have their everyday
accepted meaning:

Administrative Investigation - a confidential internal inquiry conducted by the department
and/or Human Resources to determine the validity of a claim of a violent act committed by a
Person County employee. The inquiry may involve interviewing both Person County
personnel and the general public.

County - Person County Government, its officers, agents or affiliates.

County Business — activities and/or functions which are intended for the advancement of
County goals and objectives, business or social.
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County Business Premises - the physical location of the Person County Government
offices.

County Property - real property, to include its fixtures, which is either owned by, leased by
or which is in the substantial control or usage of Person County Government, its officers,
agents or business partners or affiliates for the purpose of conducting County activities,
business or social.

Physical Violence - the actual infliction of legally unjustified physical injury or the legally
unjustified threat of future or immediate physical injury upon another under circumstances
where the ability to carry out the threat appears reasonably imminent.

Verbal Abuse- the act of forcefully criticizing, insulting, or denouncing another person.
Characterized by underlying anger and hostility, it is a destructive form of communication
intended to harm the self-concept of the other person and produce negative emotions.

Workplace Violence- includes, but is not limited to, intimidation, bullying, stalking, threats,
physical attack, domestic violence or property damage and includes acts of violence
committed by employees, clients, customers, relatives, acquaintances, or strangers against
Person County employees in the workplace.

Intimidation- engaging in actions that include but are not limited to behavior intended to
frighten, coerce, or induce duress.

Bullying- unwanted offensive and malicious behavior which undermines an individual or
group through persistently negative attacks. There is typically an element of vindictiveness,
and the behavior is calculated to undermine, patronize, humiliate, intimidate, or demean the
recipient.

Property Damage- intentional damage to property including property owned by the County,
employees, vendors, and visitors.

Worksite Analysis

Attached is an “Employee Security Survey". This survey can be used by departments to
identify existing violence hazards, situations that create or contribute to violence hazards
and areas where violence hazards may develop. The findings of this survey can be used to
develop a more specific Violence Prevention Plan if deemed necessary by Department
Heads. Other related employee assessments may be developed and implemented as
needs or regulations arise.
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Hazard Prevention and Control

If violence hazards are identified, the next step is to design measures through engineering,
administrative and/or work practices to prevent or control future hazards.

Classification of Acts of Workplace Violence

For purpose of this policy and the workplace violence procedures, workplace violence is
classified as either external or internal:

External violence is violence threatened or inflicted against employees while on County
property or on County business by persons not affiliated with Person County Government.
*External Violence incidents will be addressed by Person County Sheriff's Department. Law
enforcement will complete a threat assessment and notify appropriate individuals or call a
Code 300 for imminent threats.

Internal violence is violence threatened or inflicted by a Person County Government
employee in the workplace or on County business. This policy, including workplace violence
procedures, is designed to address internal violence by a Person County Government
employee and efforts to identify and prevent it.

Internal Violence

The following list of behaviors, while not all inclusive, is intended to provide examples of
acts of internal violence if committed by a Person County Government employee:

e Aggressive or hostile behavior that creates reasonable fear of injury to another
person or subjects another individual to emotional distress.

¢ Intentional damage to County or another individuals’ property. Threatening to
assault or harm another individual or property. Hitting or shoving an individual.

¢ Making harassing or threatening calls, letters, or electronic communications.
Intimidating or attempting to coerce an employee to engage in wrongful or illegal
acts. Stalking another individual.

e Verbalizing intent to harm oneself.

e Verbal abuse towards another person while on County property or while
conducting County business.

Reporting and Investigation of Incidents of Violence
It is policy that all incidents of workplace violence, as defined herein, will be reported.

Employees shall place safety as the highest concern and shall report all acts and threats of
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violence. Employees, who are reasonably aware of or have information pertinent to
workplace violence but do not report it as provided in this policy, may be subjected to
appropriate disciplinary action up to and including termination. All allegations of violent acts
or threats by Person County Government employees will be promptly and objectively
investigated and handled in a confidential manner, with information released only on a
need-to —know basis. Where an investigated complaint is substantiated, management shall
be sensitive and responsive to the reporting employees’ fear of reprisal.

Initial Reporting

Initial reports of violence shall be made to the reporting employee's immediate supervisor
unless the supervisor is alleged to have committed the reported act. In such cases, the
initial report shall be made to the Department’s Director. If the Department Director is the
perpetrator, report directly to the Human Resources Director and/or County Manager. All
reports of violence shall be reported to the Human Resources Director.

If a criminal offense is deemed to have occurred, supervisors receiving the initial report
shall report to the Department Director, or designee, who will advise the appropriate law
enforcement agency for investigation.

The Incident Report Form should be completed for violence complaints.

An employee has the right to contact 911 directly if a violent threat is immediate. After
contacting 911, the employee must notify his/her supervisor or Director.

Administrative Investigations

The purpose of the internal administrative investigation is to establish whether or not there
are reasonable grounds to conclude the allegations are more likely true than not true. If the
administrative investigation fails to substantiate an allegation of violent acts from a County
employee, the allegation will be categorized as "unfounded".

Administrative investigation, of all alleged incidents, shall be the responsibility of the
accused employee’s supervisor, in coordination with the Human Resources Director. All
investigation reports shall be referred to the Department Head and the Human Resources
Director. The Department Head and the Human Resources Director will request assistance
from local law enforcement if necessary.

All investigation reports will be housed in the Human Resources Department.

Confidentiality of Investigations and Reports

All administrative investigations and internal reports made, pursuant to this policy, shall be
confidential. Discussion of allegations of workplace violence, except for the purpose of
cooperation with the Department’s administrative investigation, is expressly prohibited.
Discussion outside of the department should be limited to legal counsel, the investigating
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law enforcement agencies, and prosecution or judicial officials.

NOTE: Reprimands shall be confidential and placed in the employee's personnel file. As a
condition of continuing employment, employees who receive reprimands for acts of violence
may be required to undergo counseling through the County’s EAP or at their own expense
for the violent behavior.

Support and Protections

The County shall make efforts to protect victims of workplace violence by offering all
available security measures. In order to enhance safety, victims may need special
accommodations or adjustments to work schedule, locations, or working conditions. The
County shall work closely with the victims to ensure that both the needs of the victims and
the County are addressed.

An individual who has allegedly made direct threats or committed acts of violence may be
placed on non- disciplinary suspension with pay until an investigation has been completed.
At the end of the investigation, Management shall determine the County’s official response.
In the interim, the County may take measures and respond, as appropriate under the
circumstances, to maintain the continuity of County operations and ensure workplace
safety.

Retaliation

Retaliation is strictly prohibited against any employee who, in good faith, reports a violation
of this policy. Every effort will be made to protect the safety and anonymity of anyone who
comes forward with concerns about a threat or act of violence.

Sanctions

Management will refer to Article Xl (Unsatisfactory Performance of Duties, Grossly
Inefficient Job Performance, and Unacceptable Personal Conduct) of the Person County
Personnel Policy.

Media Commentary

Official Department position and comments on incidents of workplace violence shall be
made only through the Public Information Officer. All external requests for information
related to an alleged act of either internal or external violence must be referred to the Public
Information Officer for response.

Recognizing Potential Violence

Although Person County does not expect employees to be skilled at identifying potentially
dangerous persons, employees are expected to exercise good judgement and to inform
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Supervisor, Director, or Human Resources if any employee exhibits behavior that could be
a sign of a potentially dangerous situation. Such behavior includes, but is not limited to:

Discussing weapons or bringing them to the workplace.

Displaying overt signs of extreme stress, resentment, hostility, or anger.
Making threatening remarks.

Showing sudden or significant deterioration of performance.

Displaying irrational or inappropriate behavior.

Travel Safety

If traveling outside of the office is necessary for job duties, follow these tips to help with
safety entering, exiting and traveling in a vehicle.

When traveling, walk and park in lighted, populated areas.
Ask for an escort if necessary.

Keep doors locked and windows up.

Have keys ready to enter vehicle quickly.

Be aware of surroundings at all times.

Check vehicle to ensure no one has entered.

Be cautious of anyone standing near or around the vehicle.

Keep vehicle in good running condition and a quarter tank of gas in it at all times.

If a flat tire occurs in an unsafe place, continue driving at a reduced speed until
there is a safe place to stop.

Stop only in well-lit and occupied areas.
Carry a phone with a battery charger.

Advise someone about travel plans.
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e Always take the safest route.

Employee Training and Education

The best defense is to be trained and educated in violence prevention measures. Training
and education will be scheduled and documented for all employees at Person County
Government. This training will be given during normal working hours. All new employees
will be trained on initial hiring date at new employee orientation.

All employees, regardless of their level of risk for exposure to violence, should be provided
with:

e A definition and review of workplace violence.

e A full explanation and full description of our program.

e Techniques for recognizing the potential for violence.

e Procedures, policies and work environment arrangements developed to control
the risk to workers (facility specific — check with supervisor).

e The appropriate response to incidents of violence.

e Procedures for obtaining medical assistance and follow-up.

e Procedures for reporting, investigating and documenting incidents of violence.

e Travel safety.
Section 2. Workers' Compensation
Responsibility for claiming compensation under the Workers' Compensation Act is on the
injured employee. Supervisors and employees should place Human Resources on notice
of any work- related accident immediately after it occurs, if possible. The Human
Resources department will coordinate the filing of such claims.
Section 3. Workers' Compensation Leave
All employees of the County (Full-time, Part-time, and temporary) are covered by the North
Carolina Workers' Compensation Act and are required to report all injuries arising out of and
in the course of employment to their immediate supervisors at the time of the injury in order
that appropriate action may be taken.
All injuries arising out of, and during, the course of employment should be reported by the

injured employee to the imm
ediate supervisor as soon as possible. The supervisor or department head shall file an injury
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report to the Human Resources Department within twenty-four (24) hours of the time of the
accident.

An employee absent from duty because of sickness or disability covered by the North
Carolina Workers' Compensation Act may elect to use accrued sick leave, annual, or
compensatory time during the first waiting period. These days will be reimbursed only if the
disability continues for more than twenty-one (21) days. When workers’ compensation leave
extends long enough for the waiting period to be reimbursed, the employee shall return the
reimbursement check to the County and have leave hours reinstated for all time covered by
paid leave. In such cases, the County will pay the employee for any unpaid time that is
owed the employee. The employee may also elect to supplement workers’
compensation payments after they begin with sick leave, annual, or compensatory time,
provided that the combination of leave supplement and workers’ compensation payments do
not exceed normal compensation. If an employee elects to supplement time,
employees will need to key their time into the timesheet under the workers’ compensation
sick leave pay type.

An employee on workers’ compensation leave may be permitted to continue to be eligible for
benefits under the County’s group insurance plans. The employee will continue to accrue
leave, such as sick, annual and holiday leave, while supplementing workers’
compensation leave, and will retain all accumulated sick and annual leave. Service in
LGERS, however, will not accrue during the period of workers’ compensation leave.
Employees are encouraged to contact LGERS for any questions related to creditable
service time.

1) Injured employees must notify their supervisor when they are placed out of
work by the attending physician. The department head will submit a personnel
action form to Human Resources to place the employee on workers’
compensation leave.

2) Before returning to work, a statement from the attending physician should be
submitted to the Human Resources Department giving permission for the
employee to resume regular or modified duties.

3) Upon return to work, the employee’s department head will submit a personnel
action form to Human Resources to remove the employee from workers’
compensation and the employee’s salary will be computed on the basis of the last
salary plus any merit increment or other salary increase to which the employee
would have been entitled during the disability covered by workers’
compensation.

This provision also applies to reactions to smallpox vaccinations administered to County
employees under Section 304 of the Homeland Security Act. Such reactions shall be
treated the same as any other workers’ compensation claim as regards leave and salary
continuation.
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ARTICLE VIl. EMPLOYEE BENEFITS

Section 1. Eligibility

All Full-time employees of the County who are in permanent positions are eligible for
employee benefits as provided for in this Article which are subject to change at any
time at the County's discretion. Temporary and Part-time employees are eligible only for
workers' compensation and social security.

Section 2. Group Health and Hospitalization Insurance

The County provides group health and hospitalization insurance programs for Full-time
permanent employees.

Employees may add dependents to the group health and hospitalization insurance at a cost
paid by the employee.

Information concerning cost and benefits shall be available to all employees from the
Human Resources Department.

Section 3. Group Life Insurance

The County provides paid life insurance to its employees. Information on costs,
coverage, and benefits are available from the Human Resources Department.

Section 4. Other Optional Group Insurance Plans

The County may make other group insurance plans available to employees upon
authorization of the County Manager or County Board. Information on costs, coverage,
and benefits are available from the Human Resources Department.

Section 5. Retirement

Each employee who is expected to work for the County more than 1,000 hours annually
shall join the North Carolina Local Governmental Employees' Retirement System when
eligible as a condition of employment. New hires who are current members of the NC
Local or State Government Employees’ Retirement System will likely be covered under the
retirement system as of their first day of employment.

Employees contribute, through payroll deduction, six percent of their gross salary to the

system. The County contributes an actuarially determined percentage of the gross payroll
each month to the system.
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Provisions of this system are further outlined in the North Carolina Local Government
Employees' Retirement System handbook available from the Human Resource Office.
Please note that the specifics of this program may change from time to time and the
provisions of LGERS, not this Handbook, will apply.

Please also note that law enforcement officers may be covered by the Law Enforcement
Officer's Benefit and Retirement Fund, which applies different criteria. Information on the
NCLEOBRF can be found in the Human Resources Department.

Retiree Health Insurance

A Regular, Full-time employee of the County who applies for and receives full or reduced
LGERS or NCLEOBREF retirement may continue comparable individual coverage as is
provided to active, full-time County employees. In the event the County requires its active
Full-time employees to pay a pro-rated share of his or her individual medical insurance
costs, eligible retirees will also be required to pay the same pro-rated share as active Full-
time employees. The cost for the employee’s share of the premiums, if any, will be
determined on an annual basis.

Retiree health benefits are provided on the following pro-rated basis based on years of
service with Person County: If there is a break of service with the County, and the employee
returns to work in less than one year in a full-time status, the County will combine the first
and second full-time employment periods to qualify the employee for health insurance
purposes. The second employment period must total a minimum of 5 years.

1) The County will pay 50% of the cost of comparable individual coverage for an
employee retiring with 20 years of employment with Person County;

2) The County will pay 75% of the cost of comparable individual coverage for an
employee retiring with 25 years of employment with Person County;

3) The County will pay 100% of the cost of comparable individual coverage for an
employee retiring with 30 years of employment with Person County.

Coverage will continue until the employee becomes eligible for Medicare, at which time the
County will no longer pay for comparable coverage.

In the event the eligible retiree chooses to cancel or elects not to participate in the retirement
health insurance benefit or otherwise is disqualified for receipt of the retirement health
insurance benefit, the eligible retiree will not be allowed to reapply for the retirement health
insurance benefit at a later date.

The retirement health insurance benefit will be applied only to eligible retirees. Should an
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eligible retiree wish to continue benefits for a dependent, the eligible retiree may do so at
the same level allowed for active, fulltime employees, and at his or her own personal
expense. Dependent coverage will terminate at the death of the retired employee.

Service time credit with the County will be calculated based on actual service time and
any sick leave time that is on balance with the County at the time of retirement.

The County has the sole discretion to change providers, determine the amount of pro-rated
shares, and to determine coverage or plan options for both active employees and eligible
retirees.

Section 6. Supplemental Retirement Benefits (401-K)

The County allows employees to defer a portion of their income before taxes into a
401-K tax deferment plan. The County provides contributions of 5% to a 401-K plan for
active law enforcement personnel as required by the state, and an amount to be determined
by the County Commissioners to other full -time permanent employees.

The County also pays a monthly separation allowance to retired law enforcement officers as
required by General Statues.

The County may choose to offer other deferred compensation or supplemental programs.
Section 7. Social Security

The County, to the extent of its lawful authority and power, has extended Social Security
benefits for its eligible employees and eligible groups and classes of such employees.

Section 8. Unemployment Compensation

County employees are covered by unemployment insurance. County employees who are
terminated due to a reduction in force or released from County service may apply for
benefits through the local Employment Security Commission office, where a determination of
eligibility will be made.

Section 9. Tuition Assistance Program

Full-time employees who have completed initial probation may apply for tuition
reimbursement for courses taken on their own time, which will improve their skills for their
current job or prepare them for promotional opportunities within the County service.
Tuition, registration, fees, laboratory fees, and student fees are eligible expenses.
Employees may be reimbursed eligible expenses up to a total of $2,500 per fiscal year.
Satisfactory completion of the courses will be required for reimbursement. Requests for
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tuition assistance shall be submitted to the Department Head in writing prior to course

registration and are subject to the review and approval of Department Head, HR Director and

County Manager Requests for tuition reimbursements should be submitted prior to the
upcoming fiscal year to ensure funding is available. If an employee terminates within 3
years of tuition reimbursement he/she will be required to reimburse the County a pro-rated

amount.

Termination after tuition
reimbursement

Payback amount

Less than 1 year 100%
1 year, but less than 2 years 50%
2 years, but less than 3 years 25%
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ARTICLE VIIl. HOLIDAYS AND LEAVES OF ABSENCE

Section 1. Policy

The policy of the County is to provide annual leave, sick leave, and holiday leave to all
Full-time employees in a permanent position with the County. Leave balances accrue with
each payroll cycle (excluding when a third check is issued in a month) when employees
are working or are in a paid leave status. Leave balances should be printed on payroll
checks or provided to employees with each paycheck, including net accrued sick leave,
annual, holiday leave, and compensatory leave. Accrued leave should be used accordingly
to ensure the employee’s timesheet meets the base line of hours required of the job.

Section 2. Holidays

The policy of the County is to follow the holiday schedule as published by the State of North
Carolina each year. The schedule for the calendar year will be published by December 1
of the previous calendar year for distribution to County employees. Public safety employees,
regularly scheduled to work 2,184 hours per year, will receive 8.4 hours of Holiday Pay for
each holiday. Employees regularly scheduled to work 2,080 hours per year will be entitled
to receive 8 hours of Holiday Pay for each holiday, and employees regularly scheduled to
work 1,950 hours per year will be entitled to receive 7.5 hours of Holiday Pay for each
holiday.

Section 3. Holidays: Effect on Other Types of Leave

Regular holidays which occur during annual, sick or other leave period of any employee shall
not be considered as annual, sick, or other leave.

Section 4. Holidays: Compensation When Work is Required

Public Safety employees required to perform work on regularly scheduled holidays shall be
entitled to receive 8.4 hours pay for the holiday, regardless of the time spent working. In other
words, if a Public Safety Employee works 10 hours on a holiday, the employee will be paid
their regular wage for the actual time worked, plus 8.4 hours of holiday pay.

All other employees who are required to work on a holiday or work longer hours on non-
holidays during the week of a holiday (for non-exempt employees only), will be entitled to
receive either 7.5 or 8 hours of holiday pay depending on their work schedules as described
above. Any earned holiday pay which is in excess of the employee’s standard weekly pay
will be “banked” as holiday time and shall be used before any annual leave or
compensatory time is applied. For example, if a non-exempt employee usually works 37.5
hours a week, works 32 hours Monday through Thursday, and does not work on the
Friday Holiday, 5.5 hours of holiday time will be used in order to ensure the employee
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receives his or her regular weekly wage, and 2 hours of time will be “banked” for the
employees’ use in the future. In the event this same employee worked 30 hours Monday
through Thursday, the employee would be paid for all 7.5 hours of holiday pay. Any unused
holiday hours will be paid out. Payout will occur twice a year on the last paydays of June
and December. This enables employees to schedule time off during the year to use the
banked holiday hours before payout.

Upon termination, an employee will be paid for any unused holiday time that is available.

Departments with employees working a shift schedule will compensate those employees for
working on the “true” holiday.

Section 5: Wellness Day

While prioritizing the well-being of employees, the County will provide regular full-time
employees with an annual accrual for a Wellness Day. This day can be utilized to support
both mental and physical well-being. The accrual rate will align with sick accruals. Any
unused Wellness Day at the end of the fiscal year will not carry over and must be used in a
one-day increment. Approval from the supervisor is necessary for utilizing the Wellness Day.
Although we recognize that the purpose of this day may not always allow for advanced
notice, employees are expected to provide as much notice as possible.

Section 6. Annual Leave

Annual leave may be used for any purpose. Full-time Employees (including
Probationary employees) must request annual leave from their supervisor with as
much advance notice as possible, or as determined by the Department Head. Annual leave
may also be used by employees who wish to observe religious holidays other than those
granted by the County, upon request in advance. Supervisors are responsible for
ensuring proper staff coverage and may refuse annual requests when they create a
hardship for the County. Employees are encouraged to limit the use of time off during the
probationary period.

Section 7. Annual Leave: Accrual Rate

Full-time Employees (including probationary employees) of the County shall earn annual
leave at the following schedule:

Years of Service Days Accrued Per
Year
0-2 years 12 days
3-4 years 15 days
5-9 years 17 days
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10-14 years 20 days
15-19 years 22 days
20 plus years 25 days

Annual leave should be accrued in each payroll period on a pro-rated basis.
Section 8. Annual Leave: Maximum Accumulation

Annual leave may be accumulated without any applicable maximum until December 31 of
each year. Effective the last payroll in the calendar year, any employee with more than 30
days of accumulated leave shall have the excess accumulation converted to sick leave so
that only 30 days are carried forward to January 1 of the next calendar year.

Because the number of hours in employee work weeks vary, the number of hours in 30 days
varies.

Hours Worked Accumulated Maximum
37.5-hour work week 225 hours
40-hour work week 240 hours
Sheriff's Office, EMS, Communications 252 hours

Employees are cautioned not to retain excess accumulated annual leave until late in the
year. Because of the necessity to keep all functions in operation, large numbers of
employees cannot be granted annual leave at any one time. If an employee has excess
leave accumulation during the latter part of the year and is unable to take such leave
because of staffing demands, the employee shall receive no special consideration either in
having annual leave scheduled or in receiving any exception to the maximum
accumulation. Employees may not receive pay for excess annual leave time.

Section 9. Annual Leave: Manner of Taking

Employees shall be granted the use of earned annual leave upon request in advance at
those times designated by the Department Head which will least obstruct normal
operations of the County. Department heads are responsible for insuring that approved
annual leave does not hinder

the effectiveness of service delivery. Annual leave will be taken in quarter hour units.
Section 10. Annual Leave: Payment upon Separation

An employee who has successfully completed their initial probationary period will normally
be paid for accumulated annual leave upon separation subject to the 30-day maximum,
provided notice is given to the supervisor at least two weeks in advance of the effective date
of resignation. Department Heads are required to give 30 days’ notice. Any employee failing
to give the notice required by this section shall forfeit payment for accumulated leave. The
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notice requirement may be waived by the County Manager when deemed to be in the best
interest of the County.

Non-probationary employees who are involuntarily separated shall receive payment for
accumulated annual leave subject to the 30-day maximum.

Probationary Employees will not receive payment for any accumulated annual leave
should their employment end during or at the end of the Probationary Period.

Section 11. Annual Leave: Payment upon Death

The estate of an employee who dies while employed by the County shall be entitled to
payment of all the accumulated annual leave credited to the employee's account not to
exceed the 30-day maximum.

Section 12. Sick Leave

Sick leave with pay is not a right which an employee may demand, but a privilege granted
for the benefit of an employee when sick. Sick leave may be granted to a Full-time
employee (including probationary employees) absent from work for any of the following
reasons: sickness, bodily injury, required physical or dental examinations or treatment, or
exposure to a contagious disease, when continuing work might jeopardize the health of
others.

Sick leave may be used when an employee must care for a member of his or her immediate
family who is ill but may not be used to care for healthy children when the regular care giver
is sick.

Sick leave may also be used to supplement Workers' Compensation Disability Leave both
during the waiting period before Workers' Compensation benefits begin, and afterward to
supplement the remaining salary, except employees may not exceed their regular salary
amount using this provision.

"Immediate family" is defined in the definitions section of this Policy.

Notification of the desire to take sick leave should be submitted to the employee's supervisor
prior to the leave when the need for leave is known. When unknown, the employee should
notify his or her supervisor no later than two hours prior to the beginning of the scheduled
workday. Please note that different departments may specifically require more than two
(2) hours’ notice. Failure to do so appropriately may result in disciplinary action.

In the event the employee needs to take more than three (3) consecutive days of sick
leave, the employee should inform his or her supervisor or Human Resources of the same so
that the employee can appropriately be considered for FMLA. Supervisors should ensure
that Human Resources is aware of any absence that exceeds three (3) consecutive days.
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Employees who take an entire day of sick leave will be paid based on the hours scheduled
to work on that day. Payment for sick leave hours in excess of the employee's scheduled
work hours shall not be an option. Sick leave will generally be authorized only for the time
off that would fall on a scheduled workday.

In order to facilitate the recruitment of qualified persons with appropriate public-sector
experience, the County Manager may authorize the carry-over of all of the unused sick
leave that has been certified as accumulated during employment with a past state or local
government employer under the State or Local Government Employees Retirement System.

Section 13. Sick Leave: Accrual Rate and Accumulation

Sick leave shall accrue at a rate of one day per month of service or twelve days per year for
full time employees. Sick leave will be cumulative for an indefinite period of time and may be
converted upon retirement for service credit consistent with the provisions of the North
Carolina Local Government Employees' Retirement System.

All sick leave accumulated by an employee shall end and terminate without compensation
when the employee resigns or is separated from the County, except as stated for
employees retiring pursuant to the terms of the North Carolina Local Government
Retirement System. Sick leave will be kept on file for five years with the County.

Section 14. Sick Leave: Medical Certification

The employee’s supervisor or Department Head may require a physician's certificate
stating the nature of the employee or immediate family member's illness and the employee's
capacity to resume duties, for each occasion on which an employee uses sick leave,
whenever the supervisor observes a "pattern of absenteeism,” or for other applicable
reasons. The employee may be required to submit to such medical examination or inquiry as
the Department Head deems desirable. The Department Head shall be responsible for the
application of this provision to the end that:

a) employees shall not be on duty when they might endanger their health or the
health of other employees; and

b) there will be no abuse of leave privileges.

Claiming sick leave under false pretense to obtain a day off with pay shall subject the
employee to disciplinary action.

Section 15. Bereavement Leave

Person County recognizes the importance of supporting employees as they grieve the loss
of a family member. Bereavement leave may be used for death in the full-time employee's
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immediate family but may not exceed three consecutive days for any one occurrence. An
employee may not use more bereavement leave than what he or she is scheduled to work
on the day being missed and cannot use bereavement leave to be paid more than the
employee’s scheduled work hours for the week. Additional time off for the loss of a family
member or to grieve the loss of an individual outside the definition of an immediate family
member may be requested. Such leave must be approved by the supervisor. If approved,
the time off must be charged to annual leave, holiday leave, sick leave, or other accrued
leave. Paid leave must be exhausted before leave without pay is requested.

Documentation may be requested by the supervisor for the need for bereavement leave.

Section 16. Unpaid Personal Leave

In the event an employee experiences an urgent personal problem or a family emergency
that does not quality under FMLA, the employee may request to use unpaid Personal Leave.
The department head may grant up to 3 days of unpaid Personal Leave per fiscal year.
Permission is not guaranteed. Written requests will be reviewed on a case-by-case basis.
Factors that may be considered include, but not limited to, the reason of the leave, current
work conditions at the time of the request, and the employee’s work record.

The employee must have exhausted all eligible accrued leave such as annual, holiday and
compensatory time. Accrued sick leave can only be taken as allowed in the sick leave policy.
If the employee does not return to work after the expiration of the approved leave, their
employment may be terminated.

Unpaid personal leave is not eligible to be used for an absence that was or is covered by
FMLA and/or a medical leave of absence.

Section 17. Extended Leave

A full-time regular employee may be granted an extended leave of absence for a period of up
to six months by the County Manager. The leave should be used for reasons of personal
disability, sickness or disability of immediate family members, continuation of education,
special work that will permit the County to benefit by the experience gained or the work
performed, or for other reasons deemed justified by the County Manager.

The employee shall apply in writing to the Department Head for leave and the Department
Head will forward to the Human Resources Director who will seek approval of the
County Manager. The employee is obligated to return to duty within or at the end of the
time determined appropriate by the County Manager unless otherwise required by law.
Upon returning to duty after being on leave for up to six months the employee shall be
entitled to return to the same position held at the time leave was granted or to one of like
classification, seniority, and pay. After the six months of leave, the County will make all
efforts to return the employee to the same position held at the time leave was granted, or to
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a position of like classification, seniority, and pay, but an employee is not entitled to such
reinstatement unless otherwise required by law. If the employee decides not to return to
work, the Department Head shall be notified immediately. Failure to report on the expiration
of a leave of absence, unless an extension or other type of accommodation has been
requested, shall be considered a resignation.

An employee on extended leave of absence will be required to exhaust any unused holiday
hours, compensatory time, sick leave, annual leave, or other paid leave prior to going into a
leave without pay status. While in a paid leave status, all benefits and entitlements which
would normally accrue will continue to accrue. While in a leave without pay status, the
employee may continue to be eligible for benefits under the County’s Group insurance
plans at his or her own expense, subject to any regulation adopted by the County
Commissioners, the regulations of the insurance carrier, and any other federal, state or
local law. At the time at which a triggering event occurs, an Employee will be provided with
a COBRA notice.

Leave for a permanent Part-time employee will be considered on a case by case basis and
will be allowed in the sole discretion of the County.

Section 18. Parental Leave

After successful completion of the probationary period, regular full-time employees who
are new parents from the birth of a child or who legally adopt a child and who intend to
return to work are eligible for up to 30 paid days of new parent leave. Requests for such
leave should be made in writing at least 60 days before the start of the requested parental
leave. Leave must be used concurrently with Family Medical Leave (FMLA) and will begin
on the first day out. FMLA certification or a doctor’s note will be required to begin the
leave period and continue as approved by a doctor. Insurance benefits will continue during
parental leave as will accrual of paid vacation and sick leave. If both parents work for the
County and want to use parental leave, it cannot exceed 30 days combined.

Employees that are not eligible for FMLA will be required to provide a doctor’s note, proof of
foster care paperwork showing the placement of a child, or adoption papers before leave will
be approved.

Employees are expected to communicate with the supervisor their anticipated time away
from work to ensure that proper arrangements can be made to continue services.

Section 19. Family Medical Leave

The County will grant family and medical leave of up to 12 weeks and up to 26 weeks of
military caregiver leave, during any calendar year, to eligible employees in accordance with
the Family and Medical Leave Act.

Eligible employees will receive compensation for up to two weeks of paid time off at the
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beginning of Family Medical Leave, which may be on a continuous or intermittent basis.
(Employees who receive parental leave do not receive additional paid Family Medical
Leave.)

Paid leave will be based on the employee’s regular work schedule. During the FMLA period,
eligible employees are required to exhaust all available paid leave before going on a leave
without pay, and such paid time should be coordinated with the County’s annual, sick leave
and compensatory time off policies. Employees must also use any paid time off which is
accrued while they are in a paid leave status prior to going on a leave without pay. Once
available paid leave has been exhausted, the remaining FMLA leave period will be unpaid.
Additional time away from the job beyond the 12-week period may be approved in
accordance with the County’s leave without pay policy.

To qualify for FMLA coverage, the employee must have been employed by the County for
at least 12 months; which do not have to be consecutive. However, the employee must have
worked 1,250 hours during the twelve-month period immediately before the date when
the FMLA leave is scheduled to begin.

Leave can be used for the following reasons:
a) forincapacity due to pregnancy, prenatal medical care or childbirth;
b) for the birth of, and to care for, the employee’s child after birth;
c) for placement of a child with employee for adoption or for foster care;

d) to care for the employee’s spouse, son or daughter or parent, who has a
serious health condition;

e) for a serious health condition that makes the employee unable to perform the
functions of their job;

f) to care for the employee’s spouse, child, parent or next of kin who is a Covered
Service member with a Serious Injury or lliness incurred while on active duty
(Military Caregiver Leave); and/or

g) because of a Qualifying Exigency of an employee’s spouse, child or parent who
is either on active duty or who has been called to active duty (Military Exigency
Leave).

An employee who takes leave under this policy will be entitled to return to the same job or a
job with equivalent status, pay, benefits, and other employment terms. The position will be
the same or one which entails substantially equivalent skill, effort, responsibility, and
authority.
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If both spouses work for the County and each wish to take leave for the birth of a child,
adoption or placement of a child in foster care, or to care for a parent (not parent in-law)
with a serious health condition, the spouses together may only take a total of 12 weeks
leave under FMLA.

An employee taking leave for the birth of a child may use paid sick leave for the period of
actual disability, based on medical certification. The employee shall then use all paid
annual leave and accrued compensatory time for the remainder of the 12-week period.

An employee does not need to use FMLA leave in one block. Leave can be taken
intermittently or on a reduced leave schedule when medically necessary. Employees must
make reasonable efforts to schedule leave for planned medical treatment so as not to
unduly disrupt the County’s operations. The County reserves the right to request updated
medical certifications every 30 days for intermittent leave. The County will charge the
employee’s FMLA for any leave taken for the purpose of the FMLA qualifying health
condition. Accordingly, it is the employee’s duty to notify his or her department head so that
it is clear that the need for unplanned leave is FMLA qualifying. If it is unclear, please be
aware that the department head may ask whether the need for the leave is for the
employee’s FMLA qualifying health condition.

Untruthful responses to County inquiries, untruthful statements on medical certifications, or
working for oneself or another entity while on FMLA leave will be considered abuse of the
County’s leave policies and may subject an employee to discipline.

A “Serious Health Condition” is defined as an injury, impairment, or physical or mental
condition which requires inpatient care at a hospital, hospice, or residential medical care
facility, or a condition which requires continuing care by a licensed health care provider, or
continuing treatment by a health care provider which includes any period of incapacity due to
a chronic or long-term health condition which results in a period of incapacity or more than
three days. Pregnancy or prenatal care, a chronic, serious health condition which continues
over an extended period of time and requires periodic visits to a health care provider, or
permanent or long-term condition for which treatment may not be effective, or any
absences to receive multiple treatments for restorative surgery or for a condition which
would likely result in a period of incapacity of more than three (3) days if not treated, will all
likely qualify as a serious health condition.

“Military Exigency” is a qualifying exigency arising out of the fact that the employee’s
spouse, son, daughter, or parent is a military service member (reserve or national guard)
under a call or order to federal active duty in support of a contingency operation. Qualifying
events are:

a) deployment of service member with seven or fewer days’ notice;
b) military ceremonies and events such as family-assistance or informational

programs related to the family member’s active duty or call to active duty;
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c) urgent, immediate childcare or arranging for alternative childcare for the
children of service members;

d) attending school or daycare meetings relating to the child of service member;

e) making financial or legal arrangements related to a family member’s active duty
status or call to active duty; or

f) post-deployment activities for a period of ninety days after the termination of the
service member’s active-duty status.

“Military Caregiver Leave” includes an employee whose spouse, son, daughter, parent or
next of kin is a current service member who is undergoing treatment, therapy,
recuperation or outpatient treatment or has temporary disability retirement for injury or
illness sustained in the line of duty, is eligible for 26 weeks of leave in a single 12-month
period. During a single 12-month period, the employee is eligible for a total of 26 weeks of
all types of FMLA leave.

Section 20. Family and Medical Leave: Medical Certification

In order to qualify for leave under this law, the County requires medical certification. This
statement from the employee's or the family member's physician should include the date
when the condition began, its expected duration, diagnosis, and brief statement of
treatment. For the employee's own health condition, it should state that the employee is
unable to perform the essential functions of his/her position. For a seriously ill family
member, the certification must include a statement that the patient requires assistance and
the employee's presence would be beneficial or desirable.

This certification should be furnished at least 30 days prior to the needed leave unless the
employee's or family member's condition is a sudden one. The certification should be
furnished as soon as possible (no longer than 15 days from the date of the employee’s
request under most scenarios). The certification and request must be made to the
department head and filed with the Human Resources Director.

The employee is expected to return to work at the end of the time frame stated in the
medical certification, unless he/she has requested additional time off in writing under the
County's Leave Without Pay policy, or has requested some other type of accommodation.

Section 21. Family Medical Leave and Leave Without Pay: Retention and
Continuation of Benefits

When an employee is on leave under FMLA, the County will continue the employee's health
benefits during the leave period at the same level and under the same conditions as if the
employee had continued to work. In the event the Employee is required to pay a portion of
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his or her health care premium, the Employee must make arrangements to do so with the
Human Resources Director prior to beginning FMLA leave. If an employee chooses not to
return to work for reasons other than a continued serious health condition, the County will
require the reimbursement of the amount paid for the employee's health insurance premiums
during the FMLA leave period.

Other insurance and payroll deductions are the responsibility of the employee and the
employee must make those payments for continued coverage of that benefit.

During the time an employee uses paid leave, including but not limited to sick leave, annual
leave or holiday leave during FMLA leave, the employee will continue to accumulate sick
and annual leave. An employee ceases to accrue leave on the date leave without pay
begins and service credit with LGERS is not typically earned while in a leave without pay
status.

Section 22. Military Leave

The County will fully comply with the Uniformed Services Employment and Reemployment
Rights Act (USERRA) and any other federal, state or local law that requires protection or
benefits service members. Regular employees entitled to military leave pursuant to state or
federal law will be eligible to receive up to four weeks of paid leave in one year. However, if
the employee receives military pay during this time, the employee shall only receive partial
compensation equal to the difference in the base salary earned during this same period as a
County employee. The effect will be to maintain the employee's salary at the normal level
during this period.

If time off is required beyond four weeks in a year, the employee shall be eligible to take
accumulated holiday leave, compensatory time, sick leave and annual leave or be placed in
a leave without pay status, and the provisions of that leave shall apply. Compensatory time
should be used first.

While taking protected military leave, the employee's leave credits and other benefits shall
continue to accrue as if the employee remained employed with the County. It is the
responsibility of the employee to pay for supplemental insurances. Employees who are
eligible for military leave have all job rights specified state and federal law.

Section 23. Reinstatement Following Military Service.

The County will fully comply with the requirements of USERRA and other applicable federal,
state or local laws. An employee called to extended active duty with the United States
military forces, who does not volunteer for service beyond the period for which called, shall
be reinstated with full benefits provided the employee:

a) applies for reinstatement within ninety days after the release from military service;
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and
b) is able to perform the duties of the former position or similar position; or

c) is unable to perform the duties of the former position or a similar position due to
disability sustained as a result of military service but is able to perform the duties
of another position in the service of the County. In this case the employee shall
be employed in such other position as will provide the nearest approximation of
the seniority, status, and pay which the employee otherwise would have been
provided, if available.

Section 24 Civil Leave

A County employee called for jury duty, receives a subpoena or as a court witness for the
federal or state governments, or a subdivision thereof, shall receive leave with pay for
such duty during the required absence without charge to accumulated leave. The
employee may keep fees and travel allowances received for jury or witness duty in
addition to regular compensation; except, that employees must turn over to the County
any witness fees or travel allowance awarded by that court for court appearances in
connection with official duties. While on civil leave, benefits and leave shall accrue as though
on regular duty. This Section is meant to apply to provide protected, unpaid leave for Jury
Duty, Domestic Violence leave, and Juvenile Court Order leave, as required by the North
Carolina General Statutes.

Section 25. Parental School Leave

Under NC General Statutes 95-28.3, a County employee who is a parent, guardian, or
person standing in loco parentis (in place of the parent) may take up to four hours of unpaid
leave annually to involve him or herself in school activities of his or her child(ren). This leave
is subject to the three following conditions:

a) the leave must be taken at a time mutually agreed upon by the employee and the
County;

b) the County may require the employee to request the leave in writing at least 48
hours prior to the time of the desired leave; and

c) the County may require written verification from the child’s school that the
employee was involved at the school during the leave time.

Paid leave (annual time or earned compensatory time) taken by an employee to attend

school activities of his or her child shall count toward the fulfillment of this provision by the
County.
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Section 26. Voluntary Shared Leave

Voluntary Shared Leave is designed to provide eligible employees the opportunity to assist
and receive assistance by donation of leave from other eligible employees during periods of
prolonged absences from work due to a personal or immediate family member’s prolonged
serious medical condition.

For the purpose of this section, a prolonged serious medical condition is an incapacitating
and/or life-threatening non-job-related illness/injury requiring extended treatment and/or
recovery period for which the employee anticipates being absent from work including, but not
limited to, cancer, major surgery, serious accident or heart attack, that:

a) poses a threat to life or requires in-patient care, hospice care, or home health
care; and,

b) keeps the employee from performing any portion of his regular work duties.

Participation in this program is limited to six months, either continuously or, if for the same
condition, on a recurring basis. However, the County Manager may grant employee
continuation in the program, month by month for a maximum of one year, if management
would have otherwise granted leave without pay.

Leave Bank Prohibited

Establishment of a leave “bank” for use by unnamed employees is expressly prohibited.
Leave must be donated to a specific County employee.

Intimidation or Coercion Prohibited

An employee may not directly, indirectly, intimidate, threaten, coerce, or attempt to
intimidate, threaten, or coerce, any other employee for the purpose of interfering with any
right which such employee may have with respect to donating, receiving, or using
annual/sick leave under this program. Such action by an employee shall be grounds for
disciplinary action up to and including dismissal on the basis of personal conduct. Individual
leave records are confidential, and only individual employees may reveal their donation or
receipt of leave. The employee donating leave cannot receive remuneration for the leave
donated.

Qualifying to Receive Leave
In order to receive voluntary shared leave:
a) an employee must have complied with existing leave rules and have a prolonged

medical condition (or have an immediate family with a medical condition that
requires the employee’s absence for a prolonged period of time);
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b) apply for or be nominated to become a recipient;

c) produce medical evidence to support the need for leave beyond the available
accumulated leave; and

d) be approved by the department head and the Human Resources Director to
participate. Requests for donated shared leave will be evaluated based, in part, on
the employee’s responsible use of accrued leave during their period of
employment.

An employee on maternity leave may be eligible to receive voluntary shared leave to cover
the period of disability related to pregnancy and/or birth as documented by a physician.
Donated shared leave does not apply to bonding time with a newborn.

Non-qualifying Reasons

The policy will not ordinarily apply to short-term or sporadic conditions or illnesses. This would
include such things as sporadic, short-term recurrences of chronic allergies or other conditions;
short-term absences due to contagious diseases; or short-term absences due to the need for
recurring medical or therapeutic treatments. These examples are illustrative, not all inclusive.
Each case must be examined and decided based on its conformity to policy intent and must be
handled consistently and equitably.

Voluntary shared leave cannot be used for parental care of a newborn child absent a
documented prolonged health condition.

Application Procedure

A prospective recipient shall apply for or be nominated by a fellow employee to participate in
the program. Application shall follow the procedure established by the County and shall include
a doctor’s statement confirming the need for leave.

Confidentiality

Medical information must remain confidential. When disclosing information on an approved
recipient, only a statement that the recipient (or the recipient’s family member) has a prolonged
medical condition may be disclosed. If the employee wishes to make the exact nature of his or
her medical status public, the employee must sign a release to allow the status to be known.

When does voluntary shared leave begin?

An employee may begin using voluntary shared leave after all available sick, vacation, and
compensatory leave has been exhausted. While using voluntary shared leave, the employee
continues to earn leave; when accounting for leave, the employee’s vacation and sick and other
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earned leave should be used first prior to using shared leave that has been donated.
How much can an employee donate?
The maximum amount of leave allowed to be donated by one individual is to be no more than
the amount of the individual’s annual accrual rate. However, the amount donated is not to
reduce the donor’s annual leave balance below one-half of the annual leave accrual rate.
Qualifying to Donate Leave
To donate voluntary shared leave, an employee must, at the time of donation:

a) be an active employee (not separated);

b) be in a position that earns leave; and

c) have the appropriate leave balance.

Leave donated shall be:

1) Annual or sick leave shall be donated in four (4) hour increments and
kept confidential.

2) Credited to the recipient’s sick leave account and charged according to the Sick
Leave Policy.

3) Available for use on a current basis or may be retroactive for up to 30 calendar day
to accommodate employee that may have gone into a leave without pay status.

4) Donated leave should be applied to advanced leave before applying it to leave
without pay.

5) Returned to the donors on a pro-rated basis if not used.

S
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ARTICLE IX. SEPARATION AND REINSTATEMENT
Section 1. Types of Separations

All separations of employees from positions in the service of the County shall be designated
as one of the following types and shall be accomplished in the manner indicated:
Resignation, reduction in force, disability, voluntary retirement, dismissal, or death.

Section 2. Resignation

An employee may resign by submitting the reasons for resignation and the effective date in
writing to the immediate supervisor as far in advance as possible. In all instances, the
minimum notice requirement is two weeks. Thirty-day notice is required for department
heads. Failure to provide minimum notice shall result in forfeit of payment for accumulated
annual leave unless the notice is waived upon recommendation of the Department Head,
Human Resource Director and approval by the County Manager. When a resignation is
submitted, the Appointing or Hiring Authority may, in its sole discretion, make the decision to
release the employee at any time prior to the end of the notice given. In this event, the
employee shall not be entitled to receive wage payments after the last day actually worked.

Three consecutive days of absence without contacting the immediate supervisor or
Department Head is generally considered to be a voluntary resignation.

Sick leave will only be approved during the final two weeks of a notice with a physician’s
certification of comparable documentation.

Other types of leave should not be taken during the working notice unless previously
approved by supervisor. The supervisor and department head will take into consideration if
an exception should be made based upon an urgent need of the employee.

Section 3. Reduction in Force

In the event that a reduction in force becomes necessary, consideration shall be given to the
quality of each employee's performance, organizational needs, and seniority in
determining those employees to be retained. Employees who are separated because of a
reduction in force shall be given at least two weeks’ notice of the anticipated action. No
Regular employee shall be separated while there are temporary, emergency or
probationary employees serving in the same class in the department, unless the Regular
employee is not willing to transfer to the position held by the temporary or probationary
employee.

Section 4. Disability

An employee who cannot perform the essential functions of their position with or without a
reasonable accommodation because of a disability may be separated for disability. Action
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may be initiated by the employee or the County. In all cases, such action must be
accompanied by medical evidence acceptable to the Department Head Human Resource
Director and County Manager. The County may require an examination, at the County's
expense, performed by a physician of the County's choice.

Section 5. Voluntary Retirement
An employee who meets the conditions set forth under the provision of the North Carolina
Local Government Employee's Retirement System may elect to retire and receive all benefits
earned under the retirement plan.

Section 6. Death

Separation shall be effective as of the date of death. All compensation due shall be paid to the
estate of the employee.

Section 7. Dismissal
An employee may be dismissed in accordance with the provisions and procedures of Article IX.
Section 8. Reinstatement

An employee who is separated because of reduction in force may be reinstated within five
years of the date of separation, upon recommendation of the supervisor and approval of the
Human Resource Director and the County Manager. An employee who is reinstated in this
manner shall be re-credited with his or her previously accrued sick leave.

Section 9. Rehiring

An employee who resigns while in good standing may be rehired with the approval of the
Appointing Hiring Authority, and shall be regarded as a new employee, subject to all of the
provisions of rules and regulations of this Chapter. However, the employee shall be
credited with his or her previously accrued sick leave if he or she is rehired within five years.
If an employee is rehired within one year of resigning, the annual leave accrual rate they
previously had can be used.

91



ARTICLE X. EMPLOYEE COMPLAINT RESOLUTION

Person County Government recognizes the value of offering employees a procedure to
openly discuss any issues with their supervisors. This procedure facilitates an open
discussion and seeks a resolution of disagreements or concerns that may arise between
employees and/or supervisors. It is encouraged for complaints to be handled informally
through open conversations and departmental procedures.

Employees may exercise all rights and procedures under this policy without being subject to
harassment or retaliation.

Supervisors and management must take all complaints seriously and ensure that they are
addressed promptly with appropriate solutions.

A grievance is a formal, documented complaint, often related to a violation of workplace
policies, contracts, or legal rights. It usually follows a specific process outlined in an
organization’s grievance policy. Grievances often pertain to serious issues, such as
discrimination, unlawful harassment, or violations of labor laws. An example would be an
employee files a grievance alleging that they were unfairly treated or discriminated against
based on race or gender. Please see ARTICLE XIlIl. GRIEVANCE PROCEDURE AND
ADVERSE ACTION APPEAL.

A complaint is a general expression of dissatisfaction or concern about a specific issue,
behavior, or situation. It can be informal and may not always follow a formal process.
Complaints can be about a wide range of issues, such as policy, procedure, co-worker’s
behavior, or working conditions. When an employee has a concern about their work
experience or working conditions with Person County Government, they follow the below
steps:

STEP ONE:

The employee should discuss the complaint with their immediate supervisor, in person,
within five (5) consecutive calendar days of the occurrence or knowledge of the occurrence.
The immediate supervisor must verbally reply to the employee within five (5) business days
of the discussion. It is recommended that the supervisor document the details of the
complaint and response to the employee for their record keeping.

STEP TWO:

If the employee is not satisfied with step one, the employee may within five (5) consecutive
calendar days from the supervisor’'s verbal reply, submit a formal complaint in writing to the
next level in the chain of command. The supervisor/manager has five (5) business days
after receipt of the written complaint to respond in writing. During step two, the
supervisor/manager should make sure their immediate level chain of command is aware of
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the complaint and what the proposed resolution consists of before the supervisor/manager’s
response to the employee in writing is executed. If the employee is still not satisfied, then the
same process should be followed until the formal complaint reaches the department head
level.

STEP THREE:

If all levels of chain of command does not provide satisfaction to the employee, the
employee may submit the complaint in writing within five (5) consecutive calendar days from
the last chain of command response to the department head. The department head must
notify the employee in writing within ten (10) business days of the receipt of the formal
complaint. If the immediate supervisor is the department head, steps one through two are
combined into a single step. The department head should complete a written report of their
findings and review the findings with the County Manager or Assistant County Manager and
the Human Resources Director before providing a written response to the employee. The
written report should also include their recommendation to resolve the complaint. The
department head shall make the final decision regarding the complaint and provide a written
decision to the employee.

If the department head is the source of conflict, the employee should submit a written
complaint to the appropriate chain of command, being the County Manager or Assistant
County Manager. The County Manager or Assistant County Manager may refer the
complaint to the Human Resources Director who will conduct the investigation (if needed)
and report the findings in writing back to the County Manager and/or Assistant County
Manager. The County Manager and/or Assistant County Manager shall make the final
decision regarding the complaint and provide a written decision to the employee.

The Human Resources Director shall determine whether or not additional time shall be
allowed on either side in unusual circumstances if the parties cannot agree upon extensions
when needed or indicated.

The Human Resources Director should receive a copy of ALL documents and will be placed
in the employee’s personnel file.
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ARTICLE XI. COUNSELING AND PERFORMANCE IMPROVEMENT PLANS

A performance counseling session can be especially effective when a positive, more
constructive approach is needed to address performance issues. This approach emphasizes
coaching and development, not just correction. It can focus on skill-building, training
opportunities, or offering resources to help the employee succeed, which benefits both the
individual and the organization. The employee should actively participate in the
conversation(s), offering their perspective on the challenges they’re facing, which can lead to
more practical solutions.

Performance counseling sessions should include a performance improvement plan. The
plan should be clear, actionable and fair. Regular feedback and open communication are
crucial throughout the process. Expectations should be transparent, realistic and achievable
within the given time frame.

The supervisor should include the following in the performance improvement plan:

1) Performance concerns.

2) Expected performance standards.

3) Action plan for improvement.

4) List resources that could assist the employee in meeting the performance
standards such as additional training, classes, constructive feedback from other
employees, etc.

5) Timeline for improvement. It is recommended the time range to be no more than 6
weeks. There may be circumstances that justify a period of more than 6 weeks but
should be no longer than 12 weeks.

6) Include progress notes on the plan along with a final review statement.

7) State consequences of non-improvement.

8) Employee acknowledgement and signature of employee and supervisor.

The initial and final performance improvement plan (with updates) should be forwarded to
the Human Resources Director to place in the employee’s personnel file.
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ARTICLE XII. DISCIPLINE AND DISMISSAL
Section 1. Disciplinary Action for Unsatisfactory Performance of Duties

Person County Government aims to establish a clear, fair, and constructive approach for
implementing discipline when necessary for employees. Supervisors should approach
disciplinary matters in a professional and confidential manner. All disciplinary actions should
be administered in as near uniform manner as possible in all departments.

Discipline is designed to provide the employee with the opportunity to address deficiencies in
work behavior and performance by clarifying expectations and outlining the appropriate
conduct.

A Regular employee may be placed on disciplinary suspension (without pay), demoted, or
dismissed for unsatisfactory job performance, if after following the procedure outlined
below, the employee's job performance is still deemed to be unsatisfactory. All cases of
disciplinary actions must be approved by the Human Resource Director and the County
Manager, Appointing or Hiring authority prior to issuing the disciplinary action to the
employee. In addition, to the extent that this policy conflicts with the State Human
Resources Act, this policy shall not apply to employees subject to said Act.

Section 2. Unsatisfactory Performance of Duties Defined
Unsatisfactory job performance includes any aspects of the employee's job which are not

performed as required to meet the standards set by the supervisor. Examples of
unsatisfactory job performance include, but are not limited to, the following:

a) demonstrated inefficiency, negligence, or incompetence in the performance of
duties;

b) careless, negligent or improper use of County property or equipment;

c) unsatisfactory performance of duties as defined in the Performance Assessment
Policy;

d) discourteous treatment of the public or other employees;

e) absence without approved leave;

f) repeated improper use of leave privileges;

g) pattern of failure to report for duty at the assigned time and place;

h) failure to complete work within time frames established in work plan or work
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standards;
i) failure to meet work standards over a period of time;

j) failure to follow the chain of command to address work-related issues, unless
authorized by the County’s policies;

k) failure to comply with County policies;

[) insubordination — the willful or refusal to carry out a reasonable order from an
authorized supervisor;

m) failure to meet work standards or perform critical tasks;
n) poor work habits, such as chronic tardiness; or
0) unsafe behavior at work.

Section 3. Communication and Warning Procedures Preceding Disciplinary Action
for Unsatisfactory Job Performance

When an employee's job performance is unsatisfactory, or when incidents or inappropriate
actions warrant, the supervisor may issue a written warning and a performance
improvement plan to the employee. By putting the warning and performance improvement
plan in writing, the employee is made aware of the consequences and the importance of
adhering to County policies, expected behavior or work performance. It holds the
employee accountable and provides early intervention to possibly prevent the problem
from leading to a more serious consequence.

An employee whose job performance is unsatisfactory over a period of time should receive
at least two written warnings from the supervisor, the last of which will notify the employee
that failure to make the required performance improvement may result in further
disciplinary action up to and including dismissal. Written warnings and performance
improvement plans will become a part of the employee’s personnel file.

The manager or supervisor should include the following in a written warning:

1) Summarize the unacceptable behavior or job performance issue on the
department’s letterhead.

2) Include any prior performance corrective action notices.

3) Include a detailed action plan outlining the steps the employee must take to
achieve satisfactory performance or behavior and timeframe allowed for
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improvement.
4) Identify applicable policies violated.

5) Provide a notice that the employee is subject to further corrective action should
they not meet the detailed action plan of improvement and that performance
improvement plan notice cannot be grieved.

6) The supervisor and employee should sign the written warning and/or
performance improvement plan. If the employee refuses to sign, it does not
invalidate the corrective action notice.

The timeframe for the performance improvement plan will be determined by the severity of
the issue. See ARTICLE XI. COUNSELING AND PERFORMANCE IMPROVEMENT
PLANS for more information.

A copy of the written warning will become a permanent record in the employee’s personnel
file and will remain active for one year and may influence future decisions such as
promotions, salary increases and further disciplinary actions. After one year, it will be on
record and may be considered along with future disciplinary actions, but it will no longer be
considered when evaluating an employee for promotions or salary increases.

Section 4. Disciplinary Action for Unsatisfactory Performance of Duties

If the employee's performance continues to be unsatisfactory, and the employee has
received at least two written warnings as described above, then the supervisor should
use the following disciplinary steps:

1) A written recommendation from the Department Head should be sent to the
Human Resources Director, County Manager, Appointing or Hiring Authority for
disciplinary action such as suspension, demotion, or dismissal, and, if required,
the employee should thereafter be notified that a pre-disciplinary conference is
being scheduled.

2) In the event the Department Head is the Appointing or Hiring Authority, a final
written notice should be from the Department Head to the employee to place
them on notice that a pre- disciplinary conference is being scheduled.

3) The employee may be temporarily relieved of their duties during this time and
placed on paid or unpaid administrative leave.

Section 5. Unacceptable Personal Conduct Defined

Unacceptable personal conduct includes behavior of such a serious detrimental nature that
the functioning of the County may be or has been impaired; the safety of persons or property
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may be or have been threatened; or the laws of the government may be or have been
violated. The Unacceptable Personal Conduct category is intended to be used for actions
and behaviors exhibited for which no reasonable person could, or should, expect to receive
prior warnings.

Examples of unacceptable personal conduct include, but are not limited to, the following:

a)

i)

job related conduct which constitutes violation of state or federal law, including
but not limited to acts of fraud or theft; or

conviction of a felony or an offense involving moral turpitude that is detrimental
to or impacts the employee's service to the agency; or

the willful violation of known or written work rules; or
conduct unbecoming an employee that is detrimental to the agency's service; or

the abuse of client(s), patient(s), or a person(s) over whom the employee has
charge or to whom the employee has a responsibility, or of an animal owned or
in the custody of the agency; or

falsification of an employment application or other employment documentation
such as falsification of any record for personal profit, or to grant special
privileges; or

insubordination which is the willful failure or refusal to carry out a
reasonable order from an authorized supervisor;

absence from work after all authorized leave credits and benefits have
been exhausted; or

grossly inefficient job performance.

For example, only, willful violation of known or written work rules and conduct unbecoming
an employee that is detrimental to the agency's service may include:

willful misuse or gross negligence in the handling of County funds; Willful or
wanton damage or destruction to property;

willful or wanton acts that endanger the lives and property of others;
possession of unauthorized firearms or other lethal weapons on the job;
brutality in the performance of duties;

reporting to work under the influence of alcohol or drugs or partaking of such while
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)

on duty. Prescribed medication may be taken within the limits set by a physician as
long as medically necessary;

engaging in incompatible employment or servicing a conflicting interest;

giving or accepting gifts in exchange for “favors” or “influence,” or improper use of
office or position for personal gain for employee or someone of close relationship;

engaging in political activity prohibited by this policy;

stated refusal to perform assigned duties or flagrant violation of work rules and
regulations, or

any one-party audio or video taping of employees or citizens at any time without
notifying parties affected before the taping is initiated. This does not apply to
criminal investigations being conducted by the Sheriff’'s Office.

Grossly Inefficient Job Performance occurs in instances in which the employee fails to
satisfactorily perform job requirements as specified in the job description, work plan,
or as directed by the management of a County department or agency that results in:

a)

b)

c)

the potential for death or serious harm to a client(s), employee(s), members of
the public, or to a person over whom the employee has responsibility, or

the loss of, or damage to, County property or funds that results in a serious
impact on the County or department, or on the employee’s ability to function
effectively thereafter, or

any other instances of job performance deficiencies that may constitute a
gross oversight in performance of duties.

This category is intended to be used in addressing failure in the performance of duties for
which no reasonable person could, or should, expect to receive prior warnings.

Section 6. Disciplinary Action for Unacceptable Personal Conduct

With the approval of the Department Head, Human Resources Director, and County
Manager, Appointing or Hiring Authority, an employee may be placed on disciplinary
suspension (without pay), demoted, or dismissed without prior warning for causes
relating to personal conduct detrimental to County service in order to:

a)

b)

avoid undue disruption of work;
to protect the safety of persons or property; or
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c) for other serious reasons.

Employees may be disciplined based on one instance of grossly inefficient job performance.
The duration for suspensions will be reviewed case by case.

Section 7. Procedure for Pre-Disciplinary Conferences for Unsatisfactory
Performance of Duties and Unacceptable Personal Conduct

The purpose of a pre-disciplinary conference is to gather and evaluate any information the
employee may provide after being notified of the recommended disciplinary action
(performance corrective action notices are not included). This conference will be led by a
supervisor and a manager. If an employee fails to attend or refuses to participate, the
supervisor may move forward with the disciplinary action based on the available information.
Legal representation is not permitted for either party during this conference.
The supervisor will provide the employee a written notice of the scheduled conference. The
supervisor should provide a minimum of a 48-hour notice to the employee. The notice should
include:

1) The specific disciplinary action(s) that are being considered.

2) The date and time of the conference.

3) The specific reasons for the proposed disciplinary action.

4) Prior disciplinary actions that have been taken.
During the pre-disciplinary conference, the supervisor will:

1) Summarize the reason for the recommendation of disciplinary action.

2) Provide the employee an opportunity to respond to the recommendation.

3) Consider any new information presented during the pre-disciplinary conference.

4) Will not make a decision regarding the discipline.
After the conference, the supervisor will:

1) Carefully consider the information presented by the employee.

2) Consult their own supervisor.

3) Prepare a written notification to the employee of the outcome of the pre-
disciplinary conference and submit it to the Human Resources Director for review.
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The Human Resources Director will consult with the County Manager and the
County Attorney (if needed).

4) After review by the Human Resources Director, the supervisor will send the final
notice with the disciplinary decision and appeal rights to the employee. The final
notice should be delivered via email and mailed by first class mail and certified
mail.

5) Send a copy of the final notice to the Human Resources Director for the
employee’s personnel file.

Section 8. Non-Disciplinary Suspension

During the investigation, hearing, or trial of an employee on any criminal charge,
during an investigation related to an alleged disciplinary, harassment or discrimination issue,
during the course of any civil action involving an employee, or for any other reason when
suspension would, in the sole discretion of the County, be deemed in the best interest of
the County, the Department Head, with the approval of the Human Resource Director and
the County Manager, Appointing or Hiring Authority, may suspend the employee for the
duration of the proceedings as a non- disciplinary action. Such suspension may be paid or
unpaid, in the sole discretion of the County. At the discretion of the County, it may elect to
allow the employee to use accrued paid leave during this suspension. In such cases, the
County may:

a) temporarily relieve the employee of all duties and responsibilities and place the
employee on paid or unpaid leave for the duration of the suspension,

b) assign the employee new duties and responsibilities and allow the employee
to receive such compensation as is in keeping with the new duties and
responsibilities, or

c) take any other actions necessary, as determined in the sole discretion of the
County.

If the employee is reinstated following a suspension, such employee shall not lose any
benefits to which otherwise employee would have been entitled had the suspension not
occurred. All benefits with the exception of accrued annual leave and sick leave shall be
maintained during the period of suspension. However, itis in the sole discretion of the
County as to whether the employee will receive back-pay upon reinstatement after an un-
paid non-disciplinary suspension. The duration for non-disciplinary suspension may be up
to 90 days at the discretion of the County Manager.
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Section 9. Name Clearing Hearing

A name clearing hearing provides an opportunity for an employee who has been dismissed
or demoted to publicly clear their name regarding potentially stigmatizing information related
to the decision by the County to discharge or demote the employee. Any employee, including
a probationary employee, who is dismissed or demoted by the County may request a name
clearing hearing within ten days of the County’s final decision, including the outcome of any
grievance submitted by the employee. If a name clearing hearing is requested by the
employee, the County will endeavor to hold the hearing prior to the release of any negative
or stigmatizing information about the employee that could inhibit future employment. The
employee may invite anyone the employee wishes to invite (including the media) to the
hearing. At this name-clearing hearing, the employee may present any response to
information that the employee believes to be false and/or stigmatizing to the employee's
reputation with respect to their work performance or the reasons for the dismissal or
demotion. Any written comments submitted by the demoted or dismissed employee will be
placed in the employee’s personnel file, and a copy of the employee’s comments will be
available upon request to anyone who requests the termination letter on that employee. In
lieu of actually attending the hearing, the employee may submit written comments which will
be placed in the personnel file just as if the employee had presented them at the scheduled
hearing. There is no requirement for the County or the designated hearing officer to respond
in any way to the comments of the demoted or dismissed employee at the hearing. The
name clearing hearing is not a substitute for, or a second opportunity for, a pre-disciplinary
conference at which the employee may contest the proposed disciplinary action. Information
presented at the name clearing hearing will not be used by the County to reconsider the
disciplinary action.
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ARTICLE XIll. GRIEVANCE PROCEDURE AND ADVERSE ACTION APPEAL
Section 1. Policy

It is the policy of the County to provide a just and prompt procedure for the presentation,
consideration, and disposition of employee grievances. The purpose of this article is to
outline the procedure and to assure all employees that a response to their complaints and
grievances will be prompt and fair.

Employees utilizing the grievance procedure shall not be subjected to retaliation or any
form of harassment from supervisors or employees for exercising their rights under the
grievance procedure. Supervisors or other employees who violate this policy shall be
subject to disciplinary action up to and including dismissal.

Please note that, this policy does not apply to employees in the probationary period. In
addition, to the extent that this policy conflicts with the State Human Resources Act, this
policy shall not apply to employees subject to said Act.

Section 2. Grievance Defined

Only issues specifically made grievable by this Article may be addressed through the
grievance procedure. Grievable issues are:

1. Serious disciplinary actions —Serious disciplinary actions covered by this
policy are demotion, disciplinary suspension without pay and dismissal. No
other disciplinary actions may be grieved through this policy. Please note
that employees who wish to present a grievance related to a dismissal are
not required to undergo the informal processes detailed in this policy and
should submit their grievance directly to the Human Resources Director,
pursuant to Section 3, below.

2. Allegations of illegal discrimination — Allegations of illegal discrimination
based on race, color, religion, sex, national origin, qualified disability,
marital status, age, genetic information (including family medical history),
political affiliation, sexual orientation, status as parent, or labor organization
affiliation or non-affiliation, in promotion, discipline, termination or upon the
terms and conditions of employment may be grieved through this policy.

3. Allegations of unlawful workplace harassment — Allegations of harassment of
any type may be grieved and/or reported through this policy.

4. Allegations of violations of any applicable federal or state law - as applied
to the employee, including but not limited to
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Any item, matter or issue not specifically listed above is not a grievable issue. Specifically,

a. The Fair Labor Standards Act;

b. The Age Discrimination in Employment Act;
c. The Family Medical Leave Act;

d. The Americans with Disabilities Act; and

e. Title VIl of the Civil Rights Act of 1964

the following matters are not covered by this policy and are not subject to the grievance

policy:

1.

Written warnings, performance improvement plans, and placement on non-
disciplinary suspension with or without pay.

Matters of inherent management rights — These matters include, but are not
limited to, such areas as the programs and functions of Person County,
budgetary allocation, standards of service, utilization of technology, and the
assignment and re-assignment of staff to positions, duty stations, and shifts.

Section 3. Purposes of the Grievance Procedure

The purposes of the grievance procedure include, but are not limited to:

a)

b)

providing employees with a procedure by which their complaints can be
considered promptly, fairly, and without reprisal;

encouraging employees to express themselves about the conditions of work
which affect them as employees;

promoting better understanding of policies, practices, and procedures which
affect employees;

increasing employees' confidence that personnel actions taken are in
accordance with established, fair, and uniform policies and procedures; and

increasing the sense of responsibility exercised by supervisors in dealing with
their employees.
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f) encouraging conflicts to be resolved between employees and supervisors who
must maintain an effective future working relationship, and therefore, encouraging
conflicts to be resolved at the lowest level possible in the chain of command; and

g) creating a work environment free of continuing conflicts, disagreements, and
negative feelings about the County or its leaders, thus freeing up employee
motivation, productivity, and creativity.

Section 4. Procedure

When an employee has a grievance, the following successive steps are to be taken unless
otherwise provided. The number of calendar days indicated for each step should be
considered the maximum, unless otherwise provided herein or required by the State Human
Resources Act, and every effort should be made to expedite the process. However, the
time limits set forth may be extended by mutual consent unless otherwise required by the
State Human Resources Act. The last step initiated by an employee shall be considered to
be the step at which the grievance is resolved. A decision to rescind a disciplinary
suspension, demotion or dismissal must be approved by the Appointing or Hiring Authority
before the decision becomes effective.

Informal Resolution. Prior to the submission of a formal grievance, the employee and
supervisor should meet to discuss the problem and seek to resolve it informally. Either
the employee or the supervisor may involve the Human Resources Department as a
resource to help resolve the grievance. Unless otherwise required by the State Human
Resources Act, mediation will not be a formal step required during the informal resolution
process.

Step 1. If no resolution to the grievance is reached informally, the employee who wishes to
pursue a grievance shall present the grievance to the supervisor in writing. The grievance
must be presented within fifteen calendar days of the event or within fifteen calendar days
of learning of the event or condition, or of written receipt of the notice of a disciplinary
action, whichever occurs later. The supervisor shall respond to the grievance within five
workdays after receipt of the grievance. The supervisor should, and is encouraged to,
consult with any employee of the County in order to reach a correct, impartial, fair and
equitable determination or decision concerning the grievance. Any employee consulted
by the supervisor is required to cooperate to the fullest extent possible.

The response from each supervisory level for each step in the formal grievance process
shall be in writing and signed and dated by the supervisor. In addition, the employee
shall sign a copy to acknowledge receipt thereof. The responder at each step shall send
copies of the grievance and response to the Human Resources Director.

Step 2. If the grievance is not resolved to the satisfaction of the employee by the

supervisor, the employee may appeal, in writing, to the Department Head within five

workdays after receipt of the response from Step 1. The Department Head shall respond to
105



the appeal, stating the determination of decision within five workdays after receipt of the
appeal.

Step 3. (For general County employees only) If the grievance is not resolved to the
satisfaction of the employee by the Department Head, the employee may appeal, in writing, to
the County Manager, Appointing or Hiring Authority within five workdays after receipt of the
response from Step 2. The Appointing or Hiring Authority shall respond to the appeal, may
meet with the employee to discuss the grievance fully, and will make a decision within
ten calendar days. The Appointing or Hiring Authority’s decision is final.

Special Note: The Sheriff and Register of Deeds will carry out the responsibilities
designated as the County Manager in their respective departments.

Step 3. (For employees subject to the State Human Resources Act) If the grievance
is not resolved to the satisfaction of the employee by the Department Head, the employee
may appeal the decision to the North Carolina Office of Administrative Hearings (OAH)
within thirty calendar days of the receipt of the Department Head's decision. The findings
of the OAH will be forwarded to the State Personnel Commission. The decision of the
State Personnel Commission shall be advisory only and the Department Head shall have
the final decision.

In conjunction with the County’s grievance policy as listed above, employees subject to the
State Human Resources Act which have complaints related to unlawful workplace
harassment must submit those complaints/allegations in writing to the Department Head
within 30 calendar days of the alleged harassing action, and the Department will be given 60
calendar days in which to take remedial action (by using the informal resolution process
listed above), unless otherwise waived pursuant to the Act. Employees subject to the Act
may elect to proceed through this Grievance policy, or to proceed directly to the State
Human Resources Commission (SHRC) for a hearing by the Office of Administrative
Hearings (OAH) on any grievance related to unlawful discrimination that does not involve
unlawful workplace harassment. A direct appeal to the SHRC must be filed within 30 calendar
days of receipt of notice of the alleged discriminatory act.

Department Heads. In the case of department heads or other employees where the
Appointing or Hiring Authority has been significantly involved in determining disciplinary
action, including dismissal, the Hiring Authority may wish to obtain a neutral outside party to
either:

a) provide mediation between the grieving department head and the Appointing
or Hiring Authority (see definition of mediation in informal resolution above); or

b) consider the appeal and make recommendations back to the Appointing or Hiring

Authority concerning the appeal. Such parties might consist of human resource
professionals, attorneys, mediators, or other parties appropriate to the situation.
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Department heads may also request the application of these special provisions.

The Appointing or Hiring Authority’s decision regarding the disposition of the grievance shall
be the final decision. The County Manager will notify the Board of Commissioners of any
impending legal action.

Section 5. Role of the Human Resources Director

Throughout the grievance procedure, the roles of the Human Resources Director shall
be as follows:

a) to advise parties (including employees, supervisors, and County Manager) of their
rights and responsibilities under this policy, including interpreting the grievance
and other policies for consistency of application;

b) to be a clearinghouse for information and decisions in the matter including
maintaining files of all grievance documents;

c) to give notices to parties concerning timetables of the process, etc.;

d) to facilitate the resolution of conflicts in the procedures or of the grievance at any
step in the process; and

e) to help locate mediation or other resources as needed.

The Human Resources Director shall also determine whether or not additional time shall
be allowed to either side in unusual circumstances if the parties cannot agree upon
extensions when

needed or indicated.

Section 6. Specific Grievance and Adverse Action Appeal Procedure for Discrimination
and/or Harassment

When an employee, former employee, or applicant believes that any employment action
discriminates illegally (i.e., is based on age, sex, race, color, national origin, religion, creed,
political affiliation, disability or any other class protected by applicable law), or otherwise
believes he or she is subject to unlawful workplace harassment, he or she has the right to
initiate a grievance pursuant to this Policy. In the event the supervisor or department
head is the subject of the employee’s complaint, the employee has the right to bypass
discussions with the alleged perpetrator and may appeal directly to the Human Resource
Director and the County Manager. An employee or applicant should appeal an alleged act of
discrimination within thirty calendar days of the alleged discriminatory action but may appeal
for up to six months following the action.
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ARTICLE XIV. PERSONNEL RECORDS AND REPORTS
Section 1. Public Information

In compliance with GS 153A-98, the following information with respect to each County
employee is a matter of public record: name; age; date of original employment or
appointment to the County service; the terms of any contract by which the employee is
employed whether written or oral, past and current, to the extent that the County has the
written contract or a record of the oral contract in its possession; current position; title;
current salary; date and amount of each increase or decrease in salary with the County;
date and type of each promotion, demotion, transfer, suspension, separation, or other
change in position classification with the County; date and general description of the
reasons for each promotion with the County; date and type of each dismissal, suspension, or
demotion for disciplinary reasons taken by the County. If the disciplinary action was a
dismissal, a copy of the written notice of the final decision of the County setting forth the
specific acts or omissions that are the basis of the dismissal; the office to which the
employee is currently assigned. For the purpose of this subsection, the term “salary”
includes pay, benefits, incentives, bonuses, and deferred and all other forms of
compensation paid by the County. Any person may have access to this information for the
purposes of inspection, examination, and copying, during regular business hours, subject
only to such rules and regulations for the safekeeping of public records as the County may
adopt.

Section 2. Access to Confidential Records

All information contained in a County employee's personnel file, other than the information
mentioned above is confidential and shall be open to inspection only in the following
instances:

1) The employee or his/her duly authorized agent may examine all portions of his/her
personnel file except letters of reference solicited prior to employment, and
information concerning a medical disability, mental or physical, that a prudent
physician would not divulge to the patient.

2) A licensed physician designated in writing by the employee may examine the
employee's medical record.

3) A County employee having supervisory authority over the employee may examine
allmaterial in the employee's personnel file.

4) By order of a court of competent jurisdiction, any person may examine all
material in the employee's personnel file.

5) An official of an agency of the State or Federal Government, or any political
subdivision of the State, may inspect any portion of a personnel file when such
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inspection is deemed by the County Manager to be necessary and essential to
the pursuit of a proper function of the inspecting agency, but no information
shall be divulged for the purpose of assisting in a criminal prosecution of the
employee, or for the purpose of assisting in an investigation of the employee's tax
liability.

However, the official having custody of the personnel records may release the
name, address, and telephone number from a personnel file for the purpose
of assisting in a criminal investigation.

6) An employee may sign a written release to be placed in his/her personnel file
that permits the record custodian to provide, either in person, by telephone,
or by mail, information specified in the release to prospective employers,
educational institutions, or other persons specified in the release.

7) The County Manager may inform any person of the employment, non-
employment, promotion, demotion, suspension or other disciplinary action,
reinstatement, transfer, or termination of a County employee, and the reasons
for that action. Before releasing that information, the County Manager shall
determine that the release is essential to maintaining the level and quality of
County services. The written determination shall be retained in the County
Manager's office, is a record for public inspection, and shall become a part of
the employee personnel file.

Section 3. Personnel Actions

The Human Resources Director, with the approval of the County Manager, will prescribe
necessary forms and reports for all personnel actions and will retain records
necessary for the proper administration of the personnel system. The official personnel
files are those which are maintained by the Human Resources Department. These files
shall contain documents such as employment applications and related materials, records
of personnel actions, documentation of employee warnings, disciplinary actions,
performance evaluations, retirement and insurance records, letters of recommendations,
and other personnel-related documents.

Section 4. Records of Former Employees

The provisions for access to records apply to former employees as they apply to present
employees.

Section 5. Remedies for Employees Objecting to Material in File

An employee who objects to material in his/her file may place a statement in the file relating
to the material considered to be inaccurate or misleading. The employee may seek
removal of such material in accordance with established grievance procedures.
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Section 6. Penalties for Permitting Access to Confidential Records

Section 153A-98 of the General Statues provides that any public official or employee who
knowingly and willfully permits any person to have access to any confidential information
contained in an employee personnel file, except as expressly authorized by the designated
custodian, is guilty of a misdemeanor and upon conviction shall be fined in an amount
consistent with the General Statutes.

Section 7. Examining and/or Copying Confidential Material without Authorization

Section 153A-98 of the General Statutes of North Carolina provides that any person, not
specifically authorized to have access to a personnel file designated as confidential, who
shall knowingly and willfully examine in its official filing place, remove or copy any portion of
a confidential personnel file shall be guilty of a misdemeanor and upon conviction shall be
fined consistent with the General Statutes.

Section 8. Destruction of Records Regulated

No public official may destroy, sell, loan, or otherwise dispose of any public record,
except in accordance with GS 121.5 (b), without the consent of the State Department of
Cultural Resources. Whoever unlawfully removes a public record from the office where it
is usually kept, or whoever alters, defaces, mutilates or destroys it will be guilty of a
misdemeanor and upon conviction will be fined in an amount provided in Chapter 132.3 of
the General Statutes.
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ARTICLE XII. IMPLEMENTATION OF POLICIES
Section 1. Conflicting Policies Repealed

All policies, ordinances, or resolutions that conflict with the provisions of these policies are
hereby repealed.

Section 2. Severability

If any provision of these policies or any rule, regulation, or order thereunder of the application
of such provision to any person or circumstances is held invalid, the remainder of these
policies and the application of such remaining provisions of these policies of such rules,
regulations, or orders to persons or circumstances other than those held invalid will not be
affected thereby.

Section 3. Effective Date

These policies shall become effective on a date as stated by the County Board of
Commissioners.

Section 4. Amendments
This Policy or sections hereof may be amended by action of the County Board of

Commissioners. Any amendments adopted in conformance with this procedure shall
become effective as of the date stated by the Board.
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