WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

WARREN COUNTY
PERSONNEL MANUAL

August 2016



WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

Commission Members

Warren County Commissioners from left to right:

Victor Hunt
Jennifer Jordan Pierce, Vice Chairman
Bertadean Baker
Tare Davis
Barry Richardson, Chairman

Mission Statement

The mission of the Warren County Board of
Commissioners is to provide leadership and support for an effective county government that seeks to
enhance the quality of life
for the people of Warren County.

We believe the employees of Warren County play an integral role in the realization of our mission.
Therefore, it is vital that we establish and maintain a culture that promotes teamwork, diversity, and
consistency. We intend to facilitate workforce success through professional delivery of information and

service that is centered around effective employee recruitment, comprehensive staff development, and
ultimately, a high level of staff retention.

Warren County Board of Commissioners
August, 2016



WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

Table of Contents

PAGE
ARTICLE]. GENERAL PURPOSE.AND SCOPE. oo minmisismemsnss s s s sis s 1
Section 1-1. POEPOSE s vmmumovass s ausm SR A N S N 0 TR RS 1
Section 1-2. LAMIEAIIONS . 1. ettt ittt et et e et e e ae s 1
Section 1-3. L 2
Section 1-4. Changes in POLICY....ocoiiiiii i, 2
Section 1-5. DefiNItiONS. . v et 2
Section 1-6. Merit Principles.......ooiriiiiiiii e, 7
Section 1-7. Responsibilities of the Board of Commissioners.............c.ccoevvvennnns d
Section 1-8. Responsibilities of the County Manager..............cocoevviiiiiiiniinn., 7
Section 1-9. Responsibility of Human Resources Manager. ..o svrsvivvvssvanvaves 8
Section 1-10.  Enforcement and Administration..............coovuiiriiiniiiiiiiniiinnnn. 8
ARTICLE L. BEMPLOYEE RESPONSIBILITIES: i s s s e i sissiaimsmtnss 9
Section 2-1. Cudes of Behavior/Personal Conauet e i o sevins i 5 i oihsmsisns 9
Section 2-1.1.  EXPECtations.......couiuieiiiit ittt e 9
e o e N o 1)) 5 T T ——— 9
Section 2-1.3.  Failure in Performance of Duties.............cocooiiiiiiiiiiiiiiiiiin, 10
Section 2-2. Work Behedules,.vuvevemmmmms s e m s e S T 11
Section 2-2.1.  Standard Work Schedule...............oooiiiiiiii 11
Section.2-2.2, ‘Moedified Work Sehedules: v v sssmmnosasssravssssie s 11
Section 2-3. BreaKS . ot 11
Seeten. 258,  Lunchibinmer Brealks s sunams nmsnmomomem smmpsmpss samse 11
Section 2-3.2.  Personal Breaks. ..ot 12
Section 2-3.3.  Smoking Breaks & Tobacco Use........c.ovviiiiiiiiiiiiiiiiiiiieeiean, 12
Section 2-4. HOMES NWOLKEH 4 s 5500 vnnasasomsamsmssmon s samans saame st s s wsmsss 12
Section 2-5. L0l 11 1 L= 13
Section 2-6. Attendance & Punetualitys .. oo covssrissmt sassnsasassmensssnssmennanspsssmns 13
Section 2-7. TIMEShEEIS. ..ttt e 13
Section 2-8. Sefety 8 Healthi coommmmrnsorans orameis srmsn s s i s i 13
Section 2-9. Reporting of Workplace Injuries...........ocovvvviiviiiiiiiiiiiniiiennnn, 13
Section 2-10. Offthe-Job Tuies e e oms mmmis S0 w5 600 e s 14
Section 2-11.  Performance Evaluation..............coooiiiiiiiiiiiiiiiiiiiieen, 14



Section 2-12,
Section 2-13.
Section 2-14.
Section 2-15.
Section 2-16.
Section 2-17.
Section 2-18.
Section 2-19.
Section 2-20.
Section 2-21.
Section 2-22.
Section 2-23.
Section 2-24,
Section 2-25.
Section 2-26.
Section 2-27.
Section 2-28.

Section 3-1.
Section 3-2.
Section 3-3.
Section 3-4.

Section 3-4.1.
Section 3-4.2.
Section 3-4.3.
Section 3-4.4.
Section 3-4.5.
Section 3-4.6.
Section 3-4.7.
Section 3-4.8.
Section 3-4.9.

Section 3-5.
Section 3-6.
Section 3-7.
Section 3-8.
Section 3-9.

Section 3-10.
Section 3-11.

Probationary Period..........coiviiiiiiie e 15
Regnlar St s consms s mvans coum ienns s e s s 16
Expectation of Ethical Conduct.............cooeeiiiiiiiiiiii 16
L . R — 16
Financial & Personal Disclosure.............cooviiiiiiviiiiiiiininiiin 17
Diselosure of Confidential Informiation .o sssesiaismspes 17
Political Activity Restricted...........oooiiiiiiiiiiiiiiiiiieaeas 17
Blews Mol e vommmem srm s e s s 0 S s s 18
Use of County Time, Equipment & Supplies........c.ocveiiiiiiiinanin 18
Use of Connty Vehicles/Fleel Poliey s sovivamssiamssmasims s 18
Grooming, Dress & Personal Appearance............cocoeveviviiiiiiiininn. 21
COytside or Secondary Employmentewsw saasmsmraas irsasata i 23
Limitation of Employment of Relatives.................ocooiviiiiiiinn, 24
Drug Free Workplace & Drug & Alcohol Testing............cccvvvvennnnnn. 24
Notification of Criminal Charges............ocovviieviiiiiiiiiiiiiieee 25
Unlawful Workplace Harassment. .. .. owsesssamsismsessssissomsssesasis 25
Workplace VIOIENCe. ......ocviiiiiiiiiii e 26
ARTICLE III. MISCELLANEOUS POLICIES & PROCEDURES.........cccooviviiiiieneiin, 32
TIAVE] POIT o o s a0 05 0 Stib s mn s b S A S e A 32
Bloodborne Pathogens..........o.ccooviiiiiiiiii 34
Ay Wt e POl e son i i i b bbb S SR AR 35
Information Technology Use........ccoiviiiiiiiiiiiiiiiiiiiiiea, 36
Information Access & OWNEISHID. ciw cvsmmmss coniss svn vnvmmunisve ssmsvss sass 37
Personal Use.. ..o 37
e 1, —— 37
APPropriate Use. .. ..ottt e e 38
11| —— 38
IEEINEE ACCESS. . ittt ettt e 39
Soeial Mexdin Use . mcuns wsmom e imssmmen s s oo s sy mm o ais i 39
Cellular PhONeS. .....ovviiiiiin e 46
Maintaining Securityin v mvsmemismmrmmsn s s e 46
S 46
Emplayee Tdentification Badges. v anmmssumsmeravisesssassas 46
Surrender of Property........ooouiiiiiiiiiiiii e e 47
Imifipration Jam Bequitememls:. . oumomsvvpvvessasrenmmoom cumms sz 47
Failure to Obtain or Maintain Required Licenses, Registrations
and/or Certifications. ......o.vvvviii e 47
Driver's Licerise Requirement & Driving Becott, co.ieem i iovsmssnsinsins 47
Employees Observing Other Holidays.............cccovvviiiiiiiiiniiinnnnnn. 47

WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

i



WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

Section 3-12.  Fraud Policy........covviiiiiii e, 48
Section 3-12.1. Scopeof Policy s srovmne oo s maisy ioims s 960 i b aiisssmarasnens 48
Section 3-12.2. POl .. .ieieiiii e 48
Section 3-12.3. Actions Constituting Fraud. e uuvwssmses s sm s o aon i soss s 48
ARTICLE 1N . THE CLASSIETCATION PLADN i tiwvmsmn. varmsmsn o s S0 b i s s e is s 49
Section 4-1. PO O s sams s, v T i L A R 3 B S S R b 49
Section 4-2. Maintenance of the Classification Plan.................cooooiiiiiiinn 49
Section 4-3. Class Specifications & Classification of New Positions...................... 49
Section 4-4. Allocation of POSItIONS. .......o.oiiiiiiiiiiiiiiiiiee e 49
ARTICLE V. THE PAY PLAN. ..ottt ettt r e 50
Section 5-1. AOPHION. ..t 50
Section 5-2. Maintenanceof the Pay Plan.. womreem anus sesmmsmsmustins e 50
Section 5-3. Starting Salaries........vuveeeie e 50
Section 5-4. Balany ol Tralnee: v suanmes e 6oy o S o o SR e 50
Section 5-5. Salary of Employee in Work-Against Status..............ccocvviviiinininnnn. 51
Section 5-6. Anmual Pay Rate Adjustments..ceesamsmvss s svsisssis s s e 51
Section 5-7. Pay Rate upon Licensure and/or Certification Advancement................ 3l
Section 5-8. Pay Rates for Promotions, Demotions, Reclassifications, Voluntary
Reassignments & Interim Appointments...............ccoevviviriinininnnannn, al
Section 5-8.1.  PrOMOtION. ..\ uvuieiees et 5l
Beclion 3-8.2y  DemotiON s wesmss chiiiais iisaiatsssrasnmnsmnmmn s nssn sommn i ss s, 52
Section 5-8.3.  Reclassification..........cvuviiriiiiiicii e 52
Seclion 5-84. ReassIONIENT oo svrmses e ems i i bin s wsnsvs s Sonmsnss s sss s 52
Section 5-8.5  Interim Appointments............vvuiueinereireiiieiii et 53
Section 5-9. VIR Pave s os e oo 5o oo 5 G 6 53
Section 5-10.  On-Call.......ooiiii 55
Section 5411, Pay Petiods. .oy anssesi T R AR AR TR 8 55
Section 5-12.  Effective Date of Salary Changes...............ccocoviiiiiiiiiiiiiiiiienns 55
Section 5:13.  Longewily Poyi s s wumssmseswanms s s s ks i 56
Section 5-14.  Salary Progression Pay.........cooovviiiiiiiii i 56
ARTICLE VI. TIME AWAY FROM WORK ......oiiiiiiiiiiie e, 58
Section 6-1. Paid Holidays Observed...........coooiiiiiiiiiiiiiie e 58
Seciion B-l.l. (Bilthday Retogiilion comwsmes v sivemees s emn s R 59
Section 6-2. WABEEION, LIBEYVE 50 40 00i0.1 000 6t s ot em st AR 8 A AN 59
Section 6-3. Maximum Accumulation of Vacation Leave...................coooiinnnn, 60

iii



Section 6-4.
Section 6-4.1.
Section 6-4.2.
Section 6-5.
Section 6-6.
Section 6-6.1.
Section 6-6.2.
Section 6-6.3.
Section 6-6.4.
Section 6-6.5.
Section 6-6-6.
Section 6-7.
Section 6-8.
Section 6-8.1.
Section 6-8.2.
Section 6-9.
Section 6-10.
Section 6-10.1
Section 6-10.2.

Section 6-10-3.

Section 6-10.4.
Section 6-10.5.
Section 6-10.6.
Section 6-10.7.
Section 6-10.8.
Section 6-10.9.

Section 6-10.10.
Section 6-10.11.
Section 6-10.12.
Section 6-10.13.
Section 6-10.14.
Section 6-10.15.

Section 6-11.
Section 6-12.
Section 6-13.
Section 6-14.
Section 6-15.
Section 6-16.
Section 6-17.
Section 6-18.
Section 6-19.

Payout of Vacation Leave..........c.oooiiiiiiiiiiiiiiii i 61
L DIEITL BB TR O s i i 0 S e st s A S A SR 61
Upon Death. .. ..o e 61
Accumulation of Vacation Leave-Re-employment........................... 61
SICK LeaVE. ..ttt 61
Sielk Lo O ST it 60 s mmm im0 R A A 62
Retirement Credit........oooeiiiiiii e 62
Siok Leave Veritieabiom v sumims o oo b O Gl 0 Co s o ms a0 62
Abuse of Sick Leave......oooviiiiii i 62
Reinstatement of Siek Leaveupon Re-emploviment. . ... v s s i 63
Transfer of Sick Leave.......ooooiiiiii e 63
Bereavement Leave v e s s s s 46 ikl s 63
Compensatory Time (Non-Exempt Employees).........cccovviiiiiniininns 63
Ehgibihity for Compensatory TImMe, somes i s it i s s 64
Use of Compensatory Time.........oviiiiiriiiiiaieicne e veeeeenenen 64
Veluntary Shaved LBave, «ew s ssvmemsman oo s a5 o0 i s 65
Family & Medical Leave.........oooviiiiiiiiiiiiiiicici i 67
Eligible Employees.: . seravmems s oo sovierimmes (5 o iamnin 67
Leave Requests/EXtensions. .. ...o.vveiiiiiiii i e 68
gL | —, 68
Periodic Status Report......o.vvvuiiriiiiiiiiiieie e 68
Intermifient or Reducel Leave . am s v o omm sms s smaas s 69
Newborn, Adoption & Foster Care..........ovvviiiiiiiiiiiiiceinnenns 69
Bpouses Combined-Leave oo svaammeramessy oo spemsigpes 69
FMLA Calculation Method..........oooiiiiiiiiiiiiiii e 69
Substitution of Paid Leave.........coooiiiiiiiiiiiii e 70
Benefits Continuation. .. .....ovieeiiiiiiitiiai e 70
ReINStAtEMENT. ..ttt e e 70
Additional Intormationy s s smmeiaais e s aea S T 70
Problem Resolution.........ccooviiiiiii e 70
Military BXI0EN0T i svunmimmmes sonmmssnmie s i o s v e 50 S5 £vh i 71
Military Caregiver Leave.........ooivriiiiiiiiiiiie e 71
Leave Entitlemient & Options. s sonsmenvmes o0 sirirerss s isems s 71
Intermittent or Reduced Work Schedule Leave............ccoovvvviininienenn. 72
Employee ResponsIbilimg: cvemm: wommesesme s gns s £oms sy somisdmn 72
County Responsibility......c.vvueiiiiiiiii i e 73
Reguired Medical Cetlificalion....sesswmsmsmsmavmmmessursssmemmns 74
Abuse Of FMLA Leave......ovvuiiiiiiiiiie e 75
Externsionof Leaye ey smmmensuss ssossemne st visi s sy 8 s s s o 75
Failure to Return or Resignation Following Family & Medical Leave.... 76
Status of Benelils Whiloon FML & Leawe.. suamms wmsver sevseorives 76

WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

iv



Section 6-20.
Section 6-21.

Section 6-22.
Section 6-23.

Section 6-23.1.

Section 6-24.
Section 6-25.
Section 6-26.

Section 6-26.1.
Section 6-26.2.
Section 6-26.3.
Section 6-26.4.
Section 6-26.5.

Section 6-27.

Section 6-27.1.
Section 6-27.2.

Section 6-28.
Section 6-29.
Section 6-30.
Section 6-31.
Section 6-32.
Section 6-33.

ARTICLE VII.

Section 7-1.
Section 7-2.
Section 7-3.
Section 7-4.
Section 7-5.
Section 7-6.
Section 7-7.
Section 7-8.
Section 7-9.

ARTICLE VIIIL.

Section 8-1.
Section 8-2.
Section 8-3.

WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

JOD Protection.....cooviiriiii e 76
Use of Available Compensatory Leave, Vacation Leave, Sick Leave &
Leave Without Pay..........oooiiiiiiiii e 77
Record Keeping: e ssusivs s s m ama a6 s s e,
Leave Without Pay Policy.........ccocoviviiiiiiiiiiiiicieieee LF
Eflcet an Benelils ismmmm svammm sv o s s sasis s i sbhiiaiaatossas 78
MilItary Leave......oviuiieiiie et 78
Civil Leave (Jury DULY). sivuis s seussnesens saves imhmses oo 5 0 s coniens 78
Workers™ Compensation Leave..........coveveriiiiiiiiieiiaeiaiiiinnnn ;.
O I OISR IO s i 0 0 B 6 R S B 80
DefINItIONS. « .ottt 80
Smallpox Policy BequitermentS s e s s o i 83
Effect on Benefits.......ovviiiiiiiiiiiii e, 83
Procedures for Reporting Mishaps/Incidents/Injury.............cccccuevenen.. 84
Warren County Return-to-Work Policy........coooovviiiiiiiiiiiiiiiinnn 84
Return to Work Basic Procedure — In Case of On-the-Job Injury......... 86
Prompt Reporting Is Essential...........coooiiiiiiiiiiiiii 87
L 87
Educational Involvement Leave.............ocooviiiiiiiiiiiiiiiie 87
Educational Lieame. e imsmsesinmsamennvsussonsusssnsy sommessimissms 87
In-Service Training........cocovivviiviiiii e 88
Conforence: Aendamees. o oy susmsssvavummssssasy wmss s se v 88
Unauthorized Leave..........cooviiiiiiiiiiiiii e 88
EMPLOYEE BENEEITS iiiciisinsssismsmmenmensummsmsesnmnssmnansamamssmmomsmms 90
e et P ITE RTh e oo 0080 S S A B b s sty 90
Retirement Benefits.........coovvviivniiiiiii e, 90
Supplemental Retitement INCOME G coiusss smss ciiminmssn sibsvsnssisasms i 91
Law Enforcement Officers’ Special Separation Allowance................ 91
Pre-b5 Retires Health Insuratice Beneftts . i o snamamsivm s 91
Death Benefit.. ... 92
e I T L)
DITECt DEPOSIt. .ttt 92
el =i B T — 92
RECRUITMENT . & SELECTION. o wvusaemnumnsvasmmsenmmpmenuszses L5
Statement of Equal Employment Opportunity.......cccviviisisivmisssinsn 93
Americans with Disabilities Act & Genetic Information Act.............. 93

Age Discrimination in Employment............coooooiiiiiiiiiiiiin, 93



Section 8-4. Bona Fide Occupational Qualifications.............cc.ocoiiiiiiiiiiiinininnnn, 94
Section 8-5. Vagant Posttions . o senss o s s s e oo s s s S miam 94
Section 8-6. Applications for Employment...............cooviiiiiiiiiiiiiiiiiee e 94
Section 8-7. Qualification SEndards. o svmemmmm s i /G S0 94
Section 8-8. Process & Selection.......coovviiiiiiiiiiiiiii 95
Section 8-9. Applicant Drug & Alcohol Testiti@, .ouswvsmsin e wwnssmnsin s sassanavsns. 95
Section 8-10. Probationary Period of Employment................cooiiiiiiiiiiiiiniien, 95
Section 8-11. New Personnel Orientation. .. esmsssess vsims sosssmmmsss soussaman s 96
Section 8-12. PrOmOtION. . .ouiiiiii e 96
Section 8-13. Transdor comsa isemmenmm e coumos o s an T S e S 96
ARTICLE IX. SEPARATION, DISCIPLINARY ACTION & REINSTATEMENT................... g7
Section 9-1. o= e g i 4L ————— 97
Section 9-2. RESTZNAtION. Lttt e e e e 97
Section 9-3. T L e £ T — 97
Section 9-4. DASADILILY ..c.vivevirteriiiertse ettt ettt b e eaeae s 98
Section 9-5. Job Abandonment . cvummurromssss e s SR SR 98
Section 9-6. REUIEMENT. ..ttt 98
Section 9-7. Death. v avssmpmvimvrmmemsme s e e sy e R R S 98
Section 9-8. D L L R T PSSP 98
Section 9-9. Cause for Disciplinary ACtion: . vuswsmssns srvnevmemriss susspmrsmmamiss 99
Section 9-10. Unsatisfactory Performance of Job Duties............ooovvivviiiiiiiniinininn, 99
Section 9-11. Grossly Inefficient Job Performance............ccoooviiiiiiiiiiiiiiiin. 100
Section 9-12. Linpceeptable Petsomal UoiRlust oo s i i iimmi o s dissssivssinis 101
Section 9-13. Written Warning......oovueneveiiiiie i e e e 102
Section 9-14. et G atOTy S S EIOTIRT O wossiessnsnssss oremsmnss s o5 N GR a3 GRS Wi 102
Section 9-15. Disciplinary Suspension Without Pay.........ccocoeeceeriiiininerineissieinens 103
Section 9-16. DD OB O e mionsvn s ons bl s s S A TR P S A S 103
Section 9-17. DISIMISSAL ..ot 103
Section 9-18. Disciplinary Action toward Temporary Employees & Probationary
EmpPlOoyees. ..ottt 103
Section 9-19. Emplayee Appoalaseuonammmmmmrms s o o s o S 103
Section 9-20. Unemployment InSUrance. .........oooevevviieiiiiiiiiiiiieiieeeaeen 104
ARTICLE X. GRIEVANCES & APPEALS. ..ot 105
Section 10-1. PRI i st s bt bsmsesbamm o ot B o A AR SR A A SESBAEA AEASERABOE 105
Section 10-2. Retaliatory Employment Discrimination Act (REDA)............c..ocev... 105
Section 10-3. What May Not Be Grieved........ccoovvviiiiiiiiiiieiieecc e 105
Section 10-4, Grievance Procedure — General County Employees......................... 106

WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

vi



Section 11-9.

Section 12-1

Section 12-2.
Section 12-3.

Section 10-5. Grievance Procedure — Competitive Service Employees.................. 107
Section 10-6. Grievance Progedurs —Department Heads. .. .o covaasanans s 108
Section 10-7. 12 05 B e U S PO 108
Section 10-8. Bk PO cnvsmn v oo 5m s a 0o a0 Senn i e S s e 108
Section 10-9. INO CONFIICES. . vt e 108
ARTICLE XI. PERSONNEL RECORDS. ..ot e e 109
Section 11-1. Personnel Records Maintenance..........c..oooeviieiiiiieaniiennineenannennn. 109
Section 11-2. Information Open 1o the Publity. s son e i svsstii s s v sous 109
Section 11-3. Access to Personnel Records..........oooviiiiiiiiiiiiiiiciie, 109
Section 11-4. Confidential Infortation .. smse ssmvasasmssn o s 110
Section 11-5. Records of Former Employees............ccooiiiiiiiiiiiiiiiiiiiiiee 110
Section 11-6. Remedies of Employees Objecting to Material in File.................... 110
Section 11-7. Applicant Records.........ooviiiiiiiiiii 110
Section 11-8. L (51 T T 110

Destruction of Records Regulated................cccooiiiiiiiiiiiinnnnn 110

ARTICLE XII. IMPLEMENTATION OF POLICIES......c.oiiiiiiiiiiciiee e 111
Conflicting Policies Repealed.............ocoiiiiiiiiiiiiiee, 11
Severadbil iy e eraumeercomsum s s e R S 111
Adoption by Resolution & Effective Date............cocovvvivirinnnnnnnn. LY
Niolatienef Pelicy Proaisleons . .osoamvmimmmspeermoamamamars 111

Section 12-4.

APPENDIX

WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

vii



WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

ARTICLE I - GENERAL PURPOSE & SCOPE

Section 1-1. Purpose

The purpose of this personnel manual is to establish a personnel system that promotes a fair and effective means of
employee recruitment, selection, development and retention, resulting in an effective and responsible workforce
that is highly responsive to the needs of Warren County’s citizens. This manual is established by Warren County
under the authority granted in North Carolina General Statutes § 153A and § 126.

Section 1-2. Limitations

This manual does not create, in any way, a contract of employment with any employee. Nothing in this manual
may be relied upon by any prospective or current employee to grant any property rights in his/her employment.
Thus, with few exceptions, Warren County is an at-will employer. As such, the County reserves the right to
terminate any employee at any time for any reason, and any employee may voluntarily leave the County’s
employment upon proper notice. Please refer to Section 9-2 Resignation.

Section 1-3. Coverage

A. All rules and regulations in this manual shall be binding on all County departments and the employees
thereof except as specifically exempted herein.

B. The following departments and offices are exempted from and excluded from any policy in this manual that
has been preempted by state or federal law which specifically governs the department or office:

Elected Officials;

County Manager;

Sheriff;

Local Health Department;

Register of Deeds;

Department of Social Services;

Tax Administrator;

Board of Elections;

. Cooperative Extension;

10. Members of advisory boards and commissions, special boards, task forces, committees; and
11. Any other officials and/or employees who are exempt by law.

VO N YR LN~
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Section 1-4. Changes in Policy

This manual supersedes all previous employee manuals, memos, policies and ordinances formerly adopted by the
County that refer to personnel administration. However, regarding departments whose Director is statutorily
exempt (i.e. the Sheriff’s Office, the Health Department, Department of Social Services and Register of Deeds),
employees of these departments must consult with their Department Head to obtain the statutorily required policies

and procedures adopted by their department—some of which may supersede one or more policies within this
manual.

While every effort is made to keep the contents of this document current, the County reserves the right to modity,
suspend, or terminate any of the policies, procedures, and/or benefits described in the manual with or without prior
notice to employees. Personnel manual amendments will always govern and supersede any prior version.

Section 1-5. Definitions

Administrative Time Off - Time given to an employee to cover the time not at work due to an authorized County
closing.

Adverse Action - An involuntary demotion, reduction in pay, transfer, suspension without pay, layoff, or
dismissal.

Anniversary Date - The employee's original date of employment in a given position. For purposes of eligibility
for and calculation of standard benefits, the anniversary date is calculated from the employee's first day of
employment as a probationary Full-Time employee in any regular permanent position.

Appointing Authority - Any County board or official with the legal or delegated authority to make hiring
decisions. Appointing authorities include the Warren County Board of County Commissioners, Warren County
Health Board, Warren County Social Services Board, State Board of Elections, and Warren County Board of
Elections. Additionally, the following individuals are endowed with appointing authority: County Manager,
Sheriff, Register of Deeds, Health Director and Social Services Director.

Career Status Employee - A State employee or an employee of a local entity who is covered by N.C.G.S. § 126-
5(a)(2) who: 1) Is in a permanent position, and; 2) Has been continuously employed by the State of North Carolina
or a local entity as provided in N.C.G.S. § 126-5(a)(2) in a position subject to the North Carolina Human Resources
Act for the immediate 12 preceding months.

Class - A position or group of positions having similar duties and responsibilities requiring similar qualifications,
which can be properly designated by one title indicative of the nature of the work performed, and which carry the
same pay range.

Competitive Service Employee - An employee of the Department of Social Services and the Health Department
whose position is funded, at least in part, with federal grant-in-aid funds and is subject to the State Human
Resources Act.

Cost of Living Increase - A percentile adjustment which, if approved by the Board of Commissioners, is applied to
all salaries and/or pay ranges in the County.
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Demotion - The reassignment of an employee from one job class to another where the pay grade and/or pay rate for
the new position is lower than that of the former position. Generally, a demotion is a result of disciplinary action
due to unacceptable personal conduct, unacceptable job performance, or grossly inefficient job performance;
however, in some instances, a demotion may be voluntary.

Employee Classifications & Allocation of Positions:

Full-Time Employee - An employee, either regular or temporary, who is regularly scheduled to work thirty (30)
hours or more per week.

Part-Time Employee - An employee, either regular or temporary, who is regularly scheduled to work less than
thirty (30) hours per week.

Probationary Employee - A person appointed to a budgeted position who has not yet completed the probationary
period.

Regular Employee - An employee who has successfully completed the prescribed probationary period, is paid on
an hourly or salary basis, and is eligible for all standard benefits which accompany the regular position in which the
employee is employed. With few exceptions, all County employee positions are subject to budget review and
approval annually by the County and all employees” work and conduct must meet standards of performance and
behavior. Therefore, reference to “regular” employees is not to be construed as a contract or right to perpetual
funding or employment, and does not affect the “at-will” status of the employment relationship.

Seasonal Employee - A temporary, hourly employee who works in a position that is seasonal in nature and
typically does not exceed a ten (10) month period of continuous employment in any calendar year nor exceed 999
hours. A seasonal employee is not eligible for County benefits.

Temporary Employee - An employee appointed to serve in a position for a definite period not to exceed 365
calendar days from the employee’s hire date nor exceed 999 hours. A temporary employee is not eligible for
County benefits and will be paid on an hourly basis.

Trainee - An employee, appointed to a regular position, designated by the Board of Commissioners as a Full-Time
trainee. A person in this class does not meet the requirements for a specific position, but meets the minimum
requirements for employment with the County. A Trainee may be hired at a pay rate lower than the approved rate in
the pay plan. Upon successful completion of the probationary period, the trainee shall be considered a regular
employee of the County and will receive a pay increase to the minimum pay rate for that position. Trainees are
paid on an hourly or salary basis and are eligible for all standard benefits. Trainees serve as probationary
employees for the duration of their training period.

Exempt Employee - An employee who is not entitled to minimum wage and/or overtime compensation under the
Fair Labor Standards Act.

Fair Labor Standards Act (FLSA) - The Fair Labor Standards Act (FLSA) is a federal law, sometimes referred to
as the “Wage and Hour Bill”, which was enacted by Congress in 1938. The law regulates minimum wage and
overtime compensation, as well as other wage and labor related issues, and is strictly adhered to by the County.

Fiscal Year - Warren County’s fiscal year runs from July 1 through June 30.
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General County Employee - An employee in County service who is not subject to the State Human Resources
Act.

Grant-Funded Positions — Positions which are supported wholly or in part by financial grants or other non-
County monies. Individuals occupying these positions are appointed for a specific period of time to perform
particular services on behalf of the County. Employees occupying these positions may or may not be entitled to
County benefits, depending on the provisions and/or regulations of the funding grant.

Grievance - A written claim or complaint based upon an event or condition which affects the circumstances under
which an employee works, allegedly caused by misinterpretation, unfair application, or lack of established policy
pertaining to employment conditions. A grievance may involve alleged safety or health hazards; unsatisfactory
physical facilities, surroundings, materials or equipment; unfair or discriminatory supervisory or disciplinary
practices, or misapplication of work rules.

Hiring Rate - The pay rate of a position when initially hired into County service as established under the County’s
Pay Plan. Normally, this is the minimum of the pay range.

Immediate Family - This term includes spouse, mother, father, legal guardian, son, daughter, brother, sister,
grandparents, grandchildren, as well as the various combinations of half, step, in-law, and (legally) adopted
relationships that can be derived from those named above.

Independent Contractor - An individual who enters into a contract with the County to perform an agreed-upon
function or service for the County that, based upon Internal Revenue Service guidance, has the status of
independent contractor and not employee. Independent contractors are retained in accordance with negotiated
terms of the contract; therefore, are not eligible for any benefits or compensation other than that which is specified
in the contract, agreement, or Memorandum of Understanding, or otherwise required by federal or state laws and
regulations. Additionally, this worker is solely liable for any and all employment-related taxes resulting from the
contract with Warren County.

Job Classification Schedule - A listing of pay ranges arranged by sequential rates including minimum, mid-point,
and maximum rates for each class assigned to a range. For the purposes of this definition, the terms “Pay Plan,”
“Salary Plan,” and “Salary Schedule” may be used herein interchangeably.

Longevity Pay - Annual lump sum compensation intended to reward employees for service with the County. Such
pay is not guaranteed each fiscal year but may be allotted at the discretion of the Board of Commissioners based on
the County’s fiscal obligations.

Maximum Salary Rate - The maximum salary authorized for an employee within an assigned pay grade.

Minimum Salary - The salary in Warren County’s pay table that is associated with the lowest rate within a
particular salary grade.

Non-Exempt Employee - An employee who is entitled to minimum wage and overtime compensation pursuant to

the FLSA. (Overtime pay and/or compensatory time off is given to non-exempt employees for hours worked in
excess of the standard work hours/periods established by the County for the specific position.)
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Overtime - Work performed with the express authorization of the Supervisor in excess of 40 hours per week, as
defined by the FLSA for the County’s departments on a non-standard work week, and in excess of 37.5 hours per
week for the County’s departments that work a standard work week.

Part-time Employee - An employee who is regularly scheduled to work less than 30 hours per week. Part-time
employees are paid on an hourly basis.

Regular Part-time Employee - An employee appointed to a permanently established position who is regularly
scheduled to work less than 30 hours per week.

Temporary Part-time Employee - An employee appointed to a temporarily established position who is regularly
scheduled to work less than 30 hours per week. The employee’s length of employment is dependent upon
performance of required job duties and responsibilities, but not to exceed 999 hours in 365 consecutive calendar
days.

Pay Grade - A level within a pay and classification table into which job classes with similar characteristics based
on a review of job factors are placed for compensation purposes. Pay grades have a minimum rate, a midpoint rate,
and a maximum rate and define what an employer is willing to pay for a particular job. For the purposes of this
definition, “Pay Grade” may be used interchangeably with the term “Salary Grade.”

Pay Plan - A listing of pay ranges arranged by sequential rates including minimum, mid-point, and maximum rates
for each class assigned to a range. For the purposes of this definition, “Pay Plan” may be used interchangeably with
the terms “Salary Plan,” and “Salary Schedule.”

Pay Range - The hiring, minimum, mid-point and maximum pay rates for a given classification.

Pay Range Revision - The uniform raising or lowering of the salary ranges of every grade within the salary/pay
plan.

Performance Evaluation - A periodic review of an employee’s performance designed to recognize and reward
quality work performance and to identify work deficiencies.

Position — A group of current duties and responsibilities assigned by competent authority requiring the full or part-
time employment of one person. The existence of a position or its identity does not depend upon its being
occupied by an employee.

Full-time Position — A position that has been approved by the Board of County Commissioners, the duties and
responsibilities of which are required to be performed on a continuous basis, normally requiring full-time
employment of at least thirty (30) hours per week.

Part-time Position — A position that has been approved by the Board of County Commissioners, the duties and
responsibilities of which can be performed in less than thirty (30) hours per week.

Position Classification Plan - A plan approved by the Board of County Commissioners that assigns classes of
positions to the appropriate pay grade.

Probationary Period — The required period of time an employee must serve before obtaining regular status when
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entering County service or when changing positions after hire where an additional period of probation is required.

Promotion - The reassignment of an employee to a position or classification having a higher pay range than the
former position or classification.

Reclassification - The reassignment of a single position or a group of positions to a higher or lower pay grade.

Salary Progression - A salary increase that is based upon service and is intended to move employees throughout
their respective salary grades.

Serious Health Condition — The Family and Medical Leave Act defines the term “serious health condition” to
mean an illness, injury, impairment, or physical or mental condition that requires an absence from work, school, or
other regular activities for more than three (3) calendar days due to: a) inpatient care in a hospital, hospice, or
residential medical care facility; or b) continuing treatment by a health care provider.

Standard Benefits - Standard benefits available to all regular full-time employees and probationary full-time
employees, include: health insurance, dental insurance, life insurance, accidental death and dismemberment
insurance, retirement benefits, credit union membership, deferred compensation plans, paid holidays, vacation
leave, sick leave, other forms of paid leave and direct deposit. Other compensation related benefits are reserved
for regular full-time employees only. Certain special allowances for part time employees and temporary
employees are indicated in the relevant sections of this personnel policy.

Standard Work Hours — Standard work hours are the core business hours when County offices are open to the
public. Designated work hours are Monday — Friday, 8:30 a.m. — 5:00 p.m. Certain offices operate under extended
work hours and vary by department.

Standard Work Periods — Standard work periods for Warren County employees are as follows. The work period
begins on Monday and continues through Sunday:

Category Work Period Standard Work Hours
Deputy Sheriff/Jailers 28 days 171 hours
Emergency Services 10 days 80 hours

Exempt Emplovees 7 davs 37.5 hours

All Others 7 days 37.5 hours*

*It is noted that although the County’s standard work week for most employees is 37.5 hours, overtime pay is not
triggered for non-exempt employees until the employee has worked past the 40/hour per week requirement outlined
in FLSA.

Temporary Position - A position for which the duties and responsibilities are required to be performed for a
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designated period of time not to exceed 365 consecutive calendar days from employee’s date of hire. Employees in
temporary positions are not eligible for standard benefits.

Trainee — An employee appointed to a position in any class for which Office of State Human Resources personnel
has established that the person does not have all of the experience required for a position.

Transfer — The reassignment of an employee from one position or department to another.

Work-Against Appointment - In departments whose employees are subject to the State Human Resources Act, the
appointing authority may appoint an employee in a work-against situation, when qualified applicants are
unavailable and there is no trainee provision for the class vacancy. In such cases, an employee lacking all the
necessary qualifications is appointed to the position with the intent that the employee will gain the qualifications
needed to meet the class requirements through on-the-job experience. Nevertheless, the employee must meet the
minimum training and experience standard of the class to which initially appointed. A work-against appointment
may not be made when applicants deemed suitable for the position are available who meet the education and
experience requirements for the full class for the position in question.

For example, an applicant meeting the education and experience requirements for a Social Worker 1
classification may be hired in work-against status to fill a vacancy for a Social Worker II position for which the
County has been unable to recruit a suitable applicant possessing the education and experience requirements of
a Social Worker LI position. An employee thus hired would be classified and paid as a Social Worker I until
such time as the minimum education and experience requirements are met.

Section 1-6. Merit Principles

All appointments and promotions shall be made solely 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
the same pay range. No applicant for County employment shall be deprived of employment opportunities or
otherwise adversely affected because of such individual's race, color, religion, gender, national origin, political
affiliation, non-disqualifying disability, or age.

Section 1-7. Responsibilities of the Board of County Commissioners

The Board of County Commissioners shall establish personnel policies, including the position classification and
pay plan, and shall make and confirm appointments when required by law.

Section 1-8. Responsibilities of the County Manager

N.C.G.S. § 153A-81 authorizes the Board of Commissioners, among other things, to appoint a County Manager to
oversee the County’s day-to-day administration. As the chief administrator of County government, and pursuant to
N.C.G.S. § 153A-82, the County Manager is responsible to the Board of County Commissioners for the
administration and technical direction of all departments of County government under the Board’s general control,
including that of the personnel program. Thus, in overseeing the County’s workforce, the County Manager (or
his/her designee) shall perform all duties necessary to provide for the administration and maintenance of a fair and
equitable human resources system.
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Section 1-9. Responsibility of the Human Resources Manager

The Human Resources Manager, in accordance with the provisions of the North Carolina General Statutes 153A,
Article 5, and, as employed and directed by the County Manager, is authorized to undertake all actions necessary to
establish, implement, maintain, and when necessary, revise all elements of a fair and equitable human resources
system in order to assure the hiring and retention of capable, diligent and honest County employees.

Section 1-10. Enforcement and Administration

The County Manager has the final authority and responsibility to enforce the rules and regulations set forth herein.

Because of particular personnel requirements of various departments of the County, each department is authorized
to establish supplemental Standard Operating Procedures. All Standard Operating Procedures shall be subject to the
approval of the County Manager, and shall not in any way conflict with the provisions of this manual, but shall be
considered as a supplement to this manual.
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ARTICLE IT1 - EMPLOYEE RESPONSIBILITIES

Section 2-1. Codes of Behavior/Personal Conduct

It is the responsibility of every employee to conduct himself/herself in a manner that contributes to a workplace
environment which advances the mission and goals of Warren County and fosters a harmonious working
environment that encourages all employees to perform at their best. The County recognizes that unprofessional and
unacceptable personal conduct affecting the workplace contributes to low employee morale, absenteeism, turnover,
and loss of productivity. It also erodes the public's trust and the County's credibility within the community.

Section 2-1.1. Expectations

Every employee is expected to conduct himself/herself in a professional manner in the workplace. Any employee
who continually: a) causes disruption in the workplace; b) causes degeneration in the general morale and
atmosphere; c) generates and/or perpetuates gossip, or; d) exhibits and/or encourages others to exhibit to a
disgruntled attitude, may be disciplined. Whenever there is a failure to abide by acceptable personal conduct
standards, County management may take action, including disciplinary action, even if the conduct at issue does not
rise to the level of illegal discrimination or harassment under state or federal law.
To that end, County employees are expected, in pertinent part, to:

e Know and observe all established County policies and procedures;

e Perform the job assigned as instructed by the Supervisor;

e Be prompt and consistent in reporting to work and devote full attention to work while on duty;

e Be truthful and honest in all their dealings while working with or on behalf of County employees, agents,
vendors, clients, customers, consumers, and officers;

e Know and abide by the published safety rules of the County for one’s own protection and that of fellow
employees and the public;

e Be fair, courteous, and cooperative in dealing with the public and with fellow employees; and,
e Dress in a neat and professional manner.

Section 2-1.2. Prohibitions

Although not an exhaustive list, the following actions are strictly prohibited. Any employee discovered committing
any of the following offenses while on duty is subject to discipline up to, and including, termination:

¢ Disrespecting or refusing to carry out the lawful instructions of a Supervisor or other authorized person;

o Theft or misuse of County property or services (e.g., mailing personal items, personal use of County car,
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ete. )
Intentionally falsifying County records;

Bringing illegal drugs onto County property or being under the influence of alcohol or drugs while on duty;

Fighting or provoking a fight on County property;

Using abusive, obscene, profane or threatening language or engaging in immoral conduct while on duty
and/or on County property;

Possessing or carrying any weapon as described in N.C.G.S. 14-269 or N.C.G.S.
14-415.10 whether open or concealed, in any County building or on its appurtenant premises, in County

motor vehicles, or on any County property. Exception: This does not apply to those individuals exempted
under N.C.G.S. 14- 269(b);

Operating a County vehicle without a valid driver’s license;

Failing to notify the County of any of the following events: a) the employee’s being arrested and/or charged
with a crime; b) the employee’s loss of driving privileges (if driving is part of the employee’s job with the
County); ¢) the employee’s loss of certification and/or licensing (if the certificate or license is required for
employee’s job or if said certificate or license was considered as part of employee’s qualification/s for job;
d) the employee’s involvement in any workplace accident including, but not limited to, vehicular crashes
and workplace injuries; or,

Willful violation of safety rules and procedures.

Section 2-1.3. Failure in Performance of Duties

The following causes relating to failure in the performance of duties are representative of, but not limited to, those
considered to be adequate grounds for disciplinary action up to and including dismissal:

20 =1 Oy P e 19 I =
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inefficiency, negligence or incompetence in the performance of duties;

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

discourteous treatment of the public or other employees;

absence without approved leave;

improper use of leave privileges;

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

guilty of conduct unbecoming to a public officer or employee;

participation in any action that would in any way seriously disrupt or disturb the normal operation of the
agency, institution, department or any segment of local government;

trespassing on the property of any public official or employee for the purpose of improper or willful damage
or destruction of property;

10. willful acts that would endanger the lives and property of others;
11. brutality while on the job;

12. acceptance of significant gifts in exchange for favors or influence;
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13. betrayal of confidential information to unauthorized persons;
14. engaging in compatible employment or serving a conflicting interest; and
15. Taking part in a political activity that is restricted by Section 2-19.

In the event an employee is either charged with a criminal offense or becomes part of a criminal investigation
which may lead to criminal charges against the employee, the employee is under an affirmative obligation to report
such charges to the employee’s Department Head within 24 hours, who then must report such to the County
Manager. All traffic violations which may affect an employee’s ability to perform the functions of his/her job must
be reported within 24 hours of the employee’s having received the citation. Failure to report is grounds for
immediate discipline up to and including termination.

Section 2-2. Work Schedules

2-2.1. Standard Work Schedule

Full-time employees, with the exception of certain employees of the Warren County Sheriff’s Office, Soil and
Water Conservation, and Emergency Medical Services, normally work five 7%-hour days per work week. All non-
exempt employees are subject to the overtime provisions of the Fair Labor Standards Act. Department Heads and
other exempt employees shall work those hours necessary to insure the satisfactory performance of their duties and
responsibilities. Schedules of part-time employees shall be determined by the Department Head. County
departments shall be adequately staffed to serve the public between the hours of 8:30 a.m. and 5:00 p.m., with the
exception of County departments with extended hours of operation in order to meet the needs of the public. When
the activities of a particular department require a schedule other than the standard work week in order to meet
work needs, the County Manager may authorize a deviation from the normal schedule,

2-2.2. Modified Work Schedules

Authorization of either a flex-schedule and/or of a temporary modified work schedule is at the discretion of the
Department Head with approval of the County Manager. The schedule modification: 1) must not interrupt
departmental function or the County’s ability to provide efficient customer care, and; 2) may not generate extensive
compensatory time or overtime. If approved, it is the Department Head’s responsibility to report the new work
schedule in writing to both Finance and Human Resources. Full-time employees working a monthly flex-schedule
must maintain the standard 75 hours over each two-week period. Full-time employees working a daily flex-
schedule must maintain 37.5 hours work in each week. As it pertains to employees subject to a 40 hour work week,
full-time employees working a monthly flex schedule must maintain the standard 80 hours over each two-week
period, and full-time employees working a daily flex-schedule must maintain 40 hours in each week.

Section 2-3. Breaks

Section 2-3.1. Lunch/Dinner Breaks

All Full-Time employees, with the exception of certain employees of the Warren County Sheriff’s Office and
Emergency Medical Services Division, are required to take a minimum 30 minute lunch/dinner break when
working a minimum of 5.5 hours within a given day during the work week. This break is to be taken at a time
approved by the Department Head. Deviations in duration of a lunch/dinner break shall require Department Head
approval. Lunch/dinner breaks may not be missed to gain a shorter workday without Department Head approval.
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Lunch/dinner breaks are not considered as hours worked. Approval of lunch/dinner break schedules must ensure
the adequate staffing of all County offices during the normal lunch hours. Certain situations may require an
employee to work through their lunch/dinner break. Part time employees shall receive lunch/dinner breaks as
appropriate.

Section 2-3.2. Personal Breaks

All Full-Time employees are entitled to two (2) 15 minute personal breaks per day. Personal breaks are considered
time worked. These breaks will be taken mid-morning and mid-afternoon but must be coordinated so that they do
not interfere with County business or the continuous service to the public. Breaks are not intended to shorten the
employees work day, and; break time may not be banked to be taken at another more convenient time.

Section 2-3.3. Smoking Breaks and Tobacco Use

Exercising the authority granted in NCGS § 130A-498,which allows local governments and authorities to restrict
smoking in public places, Warren County, a public authority, has enacted a no smoking or tobacco use (including
the prohibition of electronic cigarettes) policy inside all Warren County facilities. This includes a prohibition of all
tobacco use in Warren County vehicles. Smoking and tobacco products may be used outside Warren County
facilities but only in designated smoking areas.

All smoke breaks shall be considered personal breaks and must be taken in the same manner as detailed in Section
2-3.2 above.

Section 2-4. Hours Worked

Ordinary home-to-work travel will not be considered hours worked. Work related travel that occurs during an
employee's workday shall be included as hours worked. If an employee has an out-of-town 1-day assignment, all
time spent traveling between cities is counted as hours worked. If an employee has an out-of-town overnight
assignment, all time spent traveling between cities is counted as hours worked only to the extent that travel occurs
during hours of the day that the employee normally works.

Time spent at a work-related lecture, training session, certification program, or special meeting during the normal
work schedule which is required by the Department Head or considered a regular part of the job shall be counted as
hours worked. Also, an employee who attends a lecture, training session, certification program, or special meeting
which takes place at a time other than during the normal work schedule is considered to be working. Special
meetings include the required attendance at Board of County Commissioners' meetings and various advisory board
meetings. Employees shall be compensated for required attendance of such meetings in accordance with the
County's overtime/compensatory time policy.

With the exception of certain employees of the Warren County Sheriff’s Office and Emergency Medical Services
division, time spent for meals shall not be considered as hours worked.
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Section 2-5. Overtime

An employee must receive prior authorization from their immediate Supervisor prior to working any overtime.
Overtime is compensated in accordance with the FLSA.

Section 2-6. Attendance and Punctuality

Regular attendance is essential to departmental operations. Employees are expected to report to work no later than
their scheduled start time, to work all scheduled hours, and to work any required overtime. Excessive tardiness and
poor attendance will not be tolerated due to the fact that both disrupt work flow, create an undue burden on co-
workers, and interfere with the County’s ability to serve its customers. Thus, excessive tardiness and/or poor
attendance may result in disciplinary action up to, and including, dismissal.

Employees must contact their immediate Supervisor, by voice contact, no later than 30 minutes prior their
scheduled start time when they are unable to report to work due to illness and as soon as practicable when they
expect to be late for work due to unusual and unavoidable circumstances. Voicemail, email, and text messages are
not appropriate forms of notification unless the employee has made every reasonable effort to speak directly to the
Supervisor, and the Supervisor or Department Head has authorized the use of voicemail, text messaging,
and/or emailing as an appropriate means of notification. Notification by another employee, friend, or relative is

not acceptable except in an emergency situation where the employee is physically unable to make the notification
himself/herself.

Section 2-7. Timesheets

All Warren County employees are required to complete timesheets. With the exception of certain employees of the
Warren County Sheriff’s Office, Emergency Medical Services Division, and part time employees, timesheets are
completed and processed on a monthly basis. Timesheets must be signed by the employee’s Supervisor or
Department Head prior to submittal to payroll. Deadlines for timesheet submittal have been set in order for payroll
to be processed in a timely manner. Failure to submit a timesheet by an employee to payroll by the deadline may
result in the employee’s paycheck being delayed or not processed.

Section 2-8. Safetv and Health

The protection of employees and the public on County property is a shared responsibility of every County
employee. Each employee is responsible for following good, safe work habits and compliance with health and
safety regulations. Health and safety are to be placed first in importance in the performance of work duties.
Failure to follow required procedures, directives, policies, rules, supervisory orders or safe work habits will result
in disciplinary action up to and including dismissal.

Section 2-9. Reporting of Workplace Injuries

Employees are required to immediately report to their Supervisor any work-related accident or injury, or any work-
related illness that occurs while on the job. If the employee requires medical attention as a result of the work-
related accident, injury, or illness, the employee and Supervisor are required to follow the procedures set forth in
the County’s Workers’ Compensation Policy.

Page 13| 111



WARREN COUNTY PERSONNEL MANUAL REVISED AUGUST 2016

The County’s Worker’s Compensation Administrator, Safety Officer, and the employee's Department Head shall
also be notified of every injury or mishap regardless of the scope or severity of such injury or mishap. The
employee's Department Head or his/her designee shall be responsible for completing all required forms
documenting the injury or mishap. The incident must be reported to the County Manager’s Office within 24 hours.
Failure to make proper notice may lead to termination of employment.

Employees are also responsible for notifying their immediate Supervisor of any violation or deficiency in safe and
healthy working conditions. Additionally, any known violation of the Occupational Safety and Health Act of North
Carolina (OSHA) must be immediately reported to the Department Head who will then report such to the County

Manager. Failure to report injury and/or violations shall subject an employee to discipline up to and including
termination.

Section 2-10. Off-the-Job Injuries

An employee who sustains an injury or illness in connection with outside employment who is also receiving
workers' compensation from that secondary employer shall not be entitled to receive Warren County workers’
compensation benefits or accrue Warren County sick or vacation leave.

In cases where an injury off the job while working for a secondary employer results in temporary disability, an
employee may:

e requesta leave of absence without pay;
e request to use accrued sick or vacation leave; or

e be subject to termination by Warren County due to lack of availability for work, following a 3 month
absence.

Section 2-11. Performance Evaluation

Each permanent full-time and permanent part time employee shall be subject to a mid-year and an annual
performance evaluation. Temporary employees may also be subject to performance evaluations, at the discretion of
their Department Head and/or the County Manager. Performance evaluations are utilized for purposes of
recognizing and rewarding quality work performance, identifying deficiencies in work and ideas for improvement,
fostering goal setting, open communication, promoting career development, maximizing individual employee
potential, and ensuring the efficient and effective functioning of County government operations. Performance
evaluations shall also serve as the basis for the award of salary progression and merit increases.

The County Manager shall establish rules and procedures governing performance evaluations. The Board of
Commissioners shall establish rules and procedures regulating the award of salary progression, longevity pay, and
merit increases. The evaluation document that departments use identifies the criteria for standards of work for all
employees.

Written performance evaluations will be conducted for probationary employees after three and six months of
employment. Probationary employees receiving a favorable performance evaluation with a rating of at least
standard after six months shall become regular employees of the County. Those not being found satisfactory may
have their probationary period extended or their employment terminated. Regular employees shall receive a
performance evaluation semi-annually thereafter.
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The Department Head or immediate Supervisor shall personally review each employee's performance evaluation
with the employee. This meeting will serve to explain the basis for the rating given, identify strengths and/or
weaknesses in the employee's work, and to give the employee an opportunity to respond to the rating given and
make additional comments. Any employee who is dissatisfied with the rating given may submit a written rebuttal
of his/her performance evaluation to his/her Supervisor’s Supervisor for inclusion in his/her personnel file.

Additional performance evaluations may be scheduled as necessary by the immediate Supervisor or Department
Head to address significant deficiencies in an employee's work. Results of performance evaluations shall be filed
in the employee's personnel file. Performance evaluations may be used in determination of individuals selected for
layoff or reduction in force efforts, as well as for the basis of awarding salary progression and merit increases.

A probationary or regular employee’s absence from work due to sick leave, leave without pay, workers’
compensation, or any other authorized leave, is cause to postpone the semi-annual performance review so as to
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