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ARTICLE I. ORGANIZATION OF PERSONNEL SYSTEM

Section 1. Purpgse
The purpose of this ordinance is to establish a personnel system which will recruit, select, devslop

and maintain an effective and responsible workforce, This ordinance is established under the
authority of Chapter 153A-Article 5 and Chapter 126 of the General Statutes of North Carolina.

. Section 2. Coverage

(a).

(b).

—
'&/../
>

All employess in the county's service shall be subjected to this ordinance, except as provided
in this section.

The following officials and employess are exempt:

(1) Elected Officials
(2} County Manager
(3) County Attorney
{4) Any other officials and employees that are exempt by law

The following employees shal be covered only by the specifically designated Articles and
Sectlions;

(1) Employees of the North Carolina Cooperative Extension Service shali be subject to all
Articles except Articles II, {Il, IV, and X,

(2) upervisor of Elections shall be subjected to all Articles except Articlas IV, VII, and

(3) Terfiporary employees, as designated by the Board of Commissioners, shall be subject
to all Articles except Articles Ill, Section 12, Articles VI and 1X.

Section 3. Definitions (Listed Alphabetically)

(a)

(b)

(c)

(d)

Adversa Action. A demotion, dismissal, reduction in pay, layoff or involuntary transfer or
suspension. .
Appointing Authority. Any board or position with legal or delegated authrity to make hiring

decisions.

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

Competitive Service Employee. An Employee of the Department of Social Services,
Department of Public Health, or Office of Emergency Management receiving federal grant-in
aid funds and is subject to the State Personnel Act.



{(e) Demotion. The reassignment of an employee to a posilion or classification having a lower
salary than the posilion from which the reassignment is made.

{f} Full-ime Employee.
(1) Regutar - An employee, appointed to a permanently established position, who is
regularly scheduled to work twenty (20) hours or more per work week and is designated
by the Board of Cemmissioners as regular full-time.

(2) Temporary - An employee, appointed to a temporarily established posilion, whois
reqularly scheduled to work twenty (20) hours or more per week and is designated by
the Board of Commissioners as temporary full-time.

{g) General County Employee. A Counly employee assigned to a department not subject to the
Stale Personnel Act. -

(h) Grievance. A claim or complaint based upon an event or condition which effects 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 faciliies, surroundings,
materials or equipment, unfair or discriminatory supervisory or disciplinary practices, unjust
freatment by feliow workers, unreasonable work guotas, or any other inequity relating to
condilions of employment.

() Hiring Rate. The salary paid an employee when hired into County Service

() Maximum Salary Rate. The maximum salary authorized for an employee within an assigned
salary grade (the last step within a grade.)

(k} Part-Time Employee.

(1)  Regular Part-ime Employee - An employee appointed to a permanently established
pasition, who is regularly scheduled less than the normal 37.5 hours per week (where
applicable}, and is designated by the Board of Commissioners as regular part-lime.

(2)  Temporary Part-time Employee - An employee appointed to a temporarily established
position, who is regularly scheduled less than the normal 37.5 hours per week (where
applicable), and is designated by the Board of Commissioners as temporary part-time.

) Pay Plan. A schedule of pay ranges systematized into sequential rates including minimum,
intermediate, and maximum steps for each class assigned fo any given salary range.

{m) Permanent Position. A position which has been approved by the Board of Commissioners,
and in which the duties and responsibilities are required to be attained on a conlinuous and
annually recurring basis, normally requiring full-time employment of an individual. Exceptions

to full-time employment are where the recurring duties and responsibilities of a permanent
position can be attended in less than a regqular workday andfor workweek.



(n)

(0)

Position. A group of current duties and responsibiiities, assigned by competent authority,
requiring the full or part-ime employes of one person, but the existence of a position or its
identity does nat depend upon its being occupied by an employee.

Position Classification Plan. An approved plan by the Board of Commissioners that assigns
classes (positions) to the appropriate pay grade.

Probationary Employee. A person appointed to a permanent position who has not completed
the probationary period. (See Article IV, Section 9).

Probationary Period.  The required period of time an employee serves before obtaining
regular status when entering County service.

Promotion. The reassignment of an employee to an existing position or classification in the
county service having a higher saiary range than the position or classification from which the
reassignment is made.

Range Revision. When one or more salary grades are assigned a different minimum and/or
maximum salary rangs; or when a classification(s) is assigned a new pay grade.

Reclassification. The reassignment of an existing position from one class to another based on
changes in job content such as duty, kind, difficulty, required skill, and responsibility of the work
performed. This could be at a higher, lower or same pay grade.

Regular Employee. An employee who has successfully completed the probationary period
and has been approved for permanent status by hisher Department Head and County
Manager.

Salary Grade. All positions which are sufficiently comparable to warrant one range of pay
rates. For the purpose of this definition, the words "grade”, *salary range”, “level”, and "range”
are used interchangeably,

Salary Plan Revision. The uniform raising and lowering of the salary ranges of every grade
within the salary plan.

Salary Range. The hiring, minimum and maximum salary for a given classification.

Salary Range Revision. The raising or lowering of the salary range for one or more specific
classes of positions within the classification plan.

Salary Schedule. A lising by grade and step of all the approved hiring, maximum,
intermediate and minimum salary ranges authorized by the Board of Commissioners for
various positions classifications of County government.

(aa) Temporary Employee. A person appointed to serve in a position for a definite duration, but

not to exceed one (1) year. (Employee not subject to participation in benefit programs).



(bb) Temporary Position. A position which the duties and responsibilities are required to be
attended for a specific short period of time, normally not to exceed twelve (12) months and may
or may not require altendance by a person for a full workday and/or workweek.,

(cc) Trainee. An employes designated as such, appointed to a position in any class for which the
County Manager or the Office of State Personnel has authorized *trainee’ appointment. An
individual may not be appointed as a trainee if he/she possesses the acceptable training and
experience for the regular class, and must be appainted to be regular class when he/she gains
the acceplable training and experience. A trainee must be paid at a rate below the minimum of
the requiar class.

{dd) Transfer. The reassignment of an employee from one position or department to another.

(ee) Work Against. When qualified applicants are unavaitable, and there is no trainee provision for
the classificalion of the vacancy, the appointment authority may appoint an employes below
the level of the regular classification in a work-against situation. A work-against appointment is
for the purpose of allowing the employee to gain the qualifications needed for the full class
through on-the-job experience. The appaintee must meet the minimum educaiion and
experience standard of the class lo which inilially appointed. A work-against appointment may
not be made when applicants are available who meet the education and experience
requirements for the full ¢lass, and for the position in question.

(ff) Workweek. Full-me employees eligible for overlime compensation will normally work no
more than five (5) eight (8} hour days per week, except that law enforcement personnel will
follow a weekly work schedule established by the sheriff. Exempt department heads will work
those hours necessary to assure the satisfactory performance of their departments. When the
activities of a particular department require some other schedule to meet work needs, the
County Manager may authorize a deviation from the normal schedule.

{gg) Work Period. The deputies of the Warren County Sherif’s Department shall operate on a
twenly-eight (28) day, one hundred and seventy-one hour (171) work period. This will consist
of a rotating work scheduls, utilizing up to twelve (12) hours per work shifts.

Section 4, Merit Principle

All appointments and promotions thereunder shall be mads solely on the basis of merit and fitness.
All positions requiring the performance of the same duties and fuffiliment of the same
responstbilities shall be assigned to the samne class and the same salary range. No applicant for
County employment or employes shall be deprived of employment opporiunities or otherwise
adversely affected as an employee because of such individual's race, color, religion, sex, national
origin, political affiiiation, handicap or age,

Section 5. Responsibility of Board of Commissioners

The Board of Commissioners shall establish personnel policies and rules, including the
classification and pay plan and shall make and confirm appointments when so specified by law.



September 22, 1999

AMENDMENT TO THE WARREN COUNTY PERSONNEL ORDINANCE

The purpose of this amendment is to change the wording in Article | -
Organization of Personnel System, Section 6, which reads:

The County Manager shall appoint, suspend and remove
all 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 153A-82 of
the General Statutes of the State of North Carolina and
Articles 1V, V, VII and VIll of the personnel ordinance,

Section 6, Article | should read:

The county manager shall appoint, with the approval of the
board of commissioners and suspend or remove all county
officers, employees, and agents except those who are elected

by the people or whose appointment is otherwise provided for

by law. The board may by resolution permit the manager to
appoint officers, employees, and agents without first securing
the board's approval. The manager shall make his appointments,
suspensions, and removals in accordance with any general
personnel rules, regulations, policies, or ordinances that the
board may adopt. '



Section 6. Responsibility of County Manager

The County Manager shall be responsibie to the Board of Commissioneror the administration of
the personnel program. The Counly Manager shall appoint, suspend, and remove all county
officers and employess, 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 accordarjce with 153A-82 of the General Stalutes of the State of North Carolina and Articles IV,
v, Vi, an'd @cj# this Personnel Ordinance.

Section 7. Responsibility of Personne! Qfficer

The County Manager may appoint a Personnel Officer who shall assist the preparation and
maintenance of the position classification plan and the pay plan, and perform such other duties in
cannection with a modern personne! program as the Manager shall require. If the County Manager
does not appoint a Personnel Officer all of the following duties and responsibiliies shall be
performed by the Counly Manager or such employee that is under hisher direct and close
supervision. The duties and responsibilities of the Personnel Officer are, but not limited to, the
following:

a.  Apply, interpret, and carry out this Ordinance and the policies adopted thereunder, as directed
by the County Manager;

b. Establish and maintain records of all persons in the County service, setting forth each officer
and employee, class tile of position, pay or status history and other relevant employment data;

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

d. Encourage and exercise leadership in the development of effective personnel administration
within the  various county departments, and to make available the facilities of the personnel
office to this end;

e. Investigate, from time to time, the operaticn and effect of this Ordinance and of the policies
made thereunder, and report his/her findings and recommendations to the Manager;

f. Make such recommendations to the Manager regarding the personnel functions, as well as
revisions to the personne! system, as he/she may consider appropriate;

g. lssue and publish any necessary administrative directives, supplements, interpretations, and
necessary prescribed forms and reports for any personnel matters for the proper functioning,
maintenance, and documentation of the procedures established by and in accordance with this
Ordinance.

All matters dealing with personnel shall be routed through such official, who shall maintain a
complets system of personnel filas and records.
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Article Il, Classification Plan

Section 1. Adoption

The posilion classification plan, as from time to time approved by the Board of County
Commissioners, is hereby adopt_ed as the position classification plan for Warren County.

Section 2. Allocation of Positions

The County Manager shall allocate each position covered by the classification plan to its
appropriate class in the plan.

Section 3. Adminisfration of the Position Classification Plan

The County Manager, or person(s) designated by the County Manager, shali be responsible for the
administration and maintenance of the position classification plan so that it will accurately reflact the
duties performed by employees in the classes to which thair positions are allocated. Department
Heads shall be responsible for bringing to the attention of the County Manager (1) the need for new
positions, and (2) material changes in the nature of duties, responsibilities, working conditions, or
other factors affecting the classifications of any existing positions.

New positions shall be established only with the approval of the Board of Commissioners after
which the County Manager shall either (1) allocate the new pasition to the appropriate class within
the existing classification plan, or (2) recommend that the Board of Commissioners amend the
position classification plan to establish a new class to which the new position may be allocated.

When the County Manager finds that a substantial changs has occurred in the nature or level of
duties and responsibilities of an existing position, the County Manager shall (1) direct that the
existing class specification be revised, (2) reallocate the position to the appropriate class within the
existing classification plan, or (3) recommend that the Board of Commissioners amend the position
classification plan to establish a new class to which the position may be allocated.

Section 4. Amendment of Position Classification Plan

Classes of positions shall be added to and from the position classification plén by the Board of
Commissioners based on the recommendation of the County Manager.
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ARTICLE lll. THE PAY PLAN

Section 1. Adgption

The Salary Schedule, reflecting both grade level and step, as approved by the Board of County
Commissioners, is hereby adopted as the pay plan for Warren County.

Section 2. Majntenance of the Pay Plan

The County Manager shall be responsible for the administration and maintenance of the plan. The
pay plan is intended to provide equitable compensation for all positions when considered in relation
to each other, to general rates of pay for similar employment in the private sector and in other
public jurisdictions in the area, to changes in the cost of living, to financial conditions of the County,
and other factors. To this end, the County Manager shall, from time to time, make comparative
studies of all factors affecting the level of salary ranges and shall recommend to the County
Commissioners such changes in salary ranges as appear to be warranted.

Section 3. Administration of the Pay Plan

The pay philosophy of Warren County shall be administered in a fair and systematic manner in
accordance with work performed, The pay structure shall be externally competitive, .maintain

* proper internal relationships among all positions, based on relative duties and responsibilities, and
shall recognize performance as the basis for pay increases within the sstablished pay range. The
classification plan shall meet the requirsments of the State Compelitive System for local
government employees while maintaining a County-wide plan. The performance evaluation system
designed fo facilitate fair and equitable merit pay decisions must meet the needs of both
management and employee.

The following provisions shall govern the hiring rate, as well as the granting of within-range pay
increments:

)( a. Hiring Rate/Starting Salary. All empioyees will be hired at the hiring rate of their assigned
salary grade. Appointments above the hiring rate may be made by the County Manager when
deemed necessary in the best interest of the County, and will be based on such factors as the
quaiifications of the applicant being higher than the desirable education and training for the
class, a shortage of qualified applicants available at the hiring rate, and the refusal of qualified
applicants to accept employment at the minimum step. Any appointment above 10% of the
hiring rate must be approved by the Board of Commissioners. Upon satisfactory completion of
the six month (8) probationary period as a regular employee, said employee will be elevated to
Step 1 of the salary schedule.

b. Progression in Job Rate. Upen completion of three (3} years of safisfactory service as a
regular employes, the employee will be elevated to Step 2 of the salary schedule. Thereafter,
upon satisfactory job performance employee will be elevated a step in salary grade every other
fiscal year.
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c. Failure to Perform Salisfactorily. An empioyee failing to perform satisfactorily, whether
during the probationary period or advancement through steps will be denied his/her scheduled
salary increase. Appropriats disciplinary action will be taken by the Depariment Head in
accordance with Articie VI of this Ordinance. Employees who have advanced o the Step 4
will be required to perform at a level no less than salisfactory or will be subject to disciplinary
action, _

An employee's absence from work, due to sick leave, leave without pay, Workers'
Compensation, or any other authorized leave, may be cause for the Department Head to
request an extension for the annual performance evaluation review so as o allow adequate
evaluation of performance.,

Section 4. Payment at a |.jsted Rate

All employees covered by the salary plan shall be paid at a listed rate within the salary ranges
estabiished for their respective job classes except for employees in a trainee status, or employees
whose present salaries are above the established maximum rate following transition to a new pay
plan.

When an employee attains the maximum rate of a salary range for histher present position, no
further salary increase will be received unless:

a.  the position is reclassified;
b.  the employes is promoted to another position with a higher salary rangs, or;

¢.  the salary for the present position is increased.

Section 5. Salary of Trainee

An applicant hired, or employee promoted to a position in a higher class who does not mest all the
established requirements of the position, shall be appointed with the approval of the County
Manager at a pay rate of one (1) step below the minimum salary. Employees subject to the State
Personnel Act will be designated *Trainees” in accordance with rules and regulations established
by the Office of State Persannel. All other county employees shall be designated "Trainees" based
upon recommendations of the Department Head with the approval of the County Manager. An
employee in a trainee stalus shall continus to receive a reduced salary until the appointing
Department Head and the County Manager shall determine that the traines is qualified to assume
the full responsibilities of the position.

Section 6. Pay Rates in Promotion, Demotion, Transfer. and Reclassification

When an employee is promoted, demoled, transferred or reclassified, the rate of pay for the new
position shall be established in accordance with the following rules:

a. When a promotion occurs, the employee’s salary shall be increased, if it is below the new

minimum, to at least the minimum rate of the salary range assigned io the class to which
hefshe is promoted. If an employee's current salary is already above the new minimum salary

11



rate, hisher salary may be adjusted one step upward or left unchanged at the discrelion of the
County Manager, provided that the adjustad salary does not exceed the maximum of the
assigned salary range.

b. When a demotion occurs, and the employee's current salary falls above the maximum of the
range for the lower class, the employee's salary may remain the same untl general schedule
adjustments or range revisions bring it back within the lower rangs; or the employes's salary
may be reduced to any step in the lower salary range, as long as the reduced salary doss not
fall below the minimum salary rate of that range. Action of the above shall be the responsibility
of the Department Head and the County Manager.

¢.  When a lransfer occurs from a position in one class to a position in another class, assigned to
the same pay rangs, the employee shall continue to receive the same salary.

d.  When a reclassification accurs, the employes whose position is reclassified to a class having a
" higher salary range shall be increased to the minimum step of the new pay range. If the
employee's current salary s already above the minimum salary rate, histher salary may be
adjusted one step upward or left unchanged at the discretion of the County Manager, provided

that the adjusted salary does not exceed the maximum of the assigned salary range.

Section 7. Pay Rates in Salary Range Revisions

When the Board of Commissioners approves a change in salary range for a class of positions, the
salaries of employees whose positions are allocated to that class shall be affected as foliows:

& When a class of positions is assigned to a higher pay range, employess in that class may
receive a one step pay increass or an increase to the minimum step of the new range,
whichever is higher.

b. When a class of positions is assigned to a lower pay range, the salaries of employees in that
class will remain unchanged. If this assignment to a lower pay range results in an employee
being paid at a rate above the maximum step established for the new class, the salary of the
employee shall be maintained at that level until such a time as the employee's pay range is
increased above the employee's current salary.

Section 8. Pay for Part-Time Work .

Compensation of any employee appointed for less than full time service shall bs computed on an
hourly basis. These employees will receive the same holidays as the regular employees provided
they work a full, regulariy scheduled workday before and after the holiday. Said employees will be
covered by Workers' Compensation and Social Security, but will recsive no addifional fringe
benefits unless other arrangements have been made through the County Manager.

Section 9. Qvertime

Itis the palicy of Warren County to abide by all applicable sections of the Fair Labar Standards Act,
along with the Fair Labor Standard Amendments of 1985. Under such implementation, Warren
County wili properly record all appiicable overtime accrued for sach covered employee.

12



This poiicy shall be applicable to ali employees of Warren Counly who are covered under the
provisions of the Fair Labor Standards Act. fts intention is to assure good faith compliance with
such Act fo the extent applicable to Warren County.

a. Employees are expected to work during all assigned periods exclusive of bona fide breaks,
mealtimes or unscheduled hours, etc, Employees are not to perform work during such non-
work breaks, mealtimes, or unscheduled hours unless they receive approval from their
immediate supervisor, except in cases of extrema emergency,

An extreme emergency exists when an employes is called upan to perform work for Warren
County that could result in damage to property or persons, or which requires immediate
attention of the employes which cannot possibly be postponed. Employees who work excess
hours due to an emergency shall properly advise their immediate supervisor of the overtime
worked as soon as practical for final approval or disapproval.

b. Htis the policy of Warren Counly, in agreement with ils employees, that employees may receive
compensation time off at a rate of not less than one and on-half hours for each hour of
employment for which overtime compensation is required under the Fair Labor Standards Act.

Covered employees who work in public safety activities, emergency response aclivities, ar
seasonal activilies, may accrue not more than 480 hours of compensatory ime for overtime
hours worked after April 1, 1988. Other covered employees may accrue not more than 240
hours of compensatory time for avertime hours worked after April 15, 1988,

Employees requesting lo use accrued compensatory time must make a specific request in
writing to their immediate supervisor. Use of such time will be allowed within a reasanable
period following the request as long as the use does not unduly disrupt the operations of
Warren County.

¢.  Under limited circumstances, employees of Warren County who work in the same capacity
may, at their option, substitute work hours as long as such substitute has prior approval by the
supervisor(s) of each employee involved. 1tis understood that overtime hours generated as a
result of such substitutions shall be excluded from the calculation of hours for overlime
purposes.

d. Deputies of the Warren County Sheriffs Department shall be paid overtime in the following
manner. When an employes shall be required to work mora than 171 hours within the normal
28 day work period, he shall be eligible for overtime pay. Such overtime pay shall be reflected
in the employees next regular paycheck at a rate of time and a half,

Section 10. Call Back Pay

Any employee eligible to receive overtime compensation under this policy will be guaranteed a
minimum payment of twa (2) hours wages for being called back to werk outside of normal working
hours,
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Section 11. Payroll Deductions

Federal and State income taxes, Social Security Tax, and retirement contributions shall be payroll
deducted as authorized by law and the County Commissioners.

Section 12. Payroll Procedure

All employees shall be paid on a semi-monthly basis, with the 15th and last calendar day of the
month as the designated payday. If payday falls on a Saturday, Sunday or a haliday, employses
will be paid an the last working day prior thereto, '

Section 13. Effective Date of Salary Adjustments

Salary adjustments shall become effecﬁve on the first of the month when the adjustment aceurs,
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ARTICLE IV:- RECRUITMENT AND EMPLOYMENT

Section 1. - Statement of Equal Employment Opportunity Policy
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Section 5. Applicatibn Tracking

Section 6. Qualified Standards
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ARTICLE IV. RECRUITMENT AND EMPLOYMENT

Section 1. Statement of Equal Emplo i ortuni

It is the policy of the County to maintain a systematic, consistent recruitment program, to promote
equal employment opportunity, and to identify and attract the most qualified applicants for all
present and future vacancies. This intent is achieved through consistency in announcing all
positions and evaluating all applicants on the same criteria. To avoid discrimination, equal
employment opportunities are allowed without regard to sex, race religion, calor, national origin,
age, or physical handicap or disability. )

Section 2. Regruitment - ongsibility o el Officer

Upon detsrmining the internal (employees within the department and then within the remaining
general county) recruitment has been exhausted, the Personnel Officer shall be responsible for an
active recruitment program to meet current and projected manpower needs, through procsdures
that will assure equal employment opportunities based on reasonable performance refated job
requirements. To accomplish this, the efforts of the Personnel Officer and all County Departments
must be coordinated in a imely manner.

All positions announcements shall be posted for a minimum of seven (7} working days at (1) The
County Courthouse, and (2) The Local Employment Security Commission, which have been
designated as the two established referral sources. Recruiting publicity shall also be carried out
through the media appropriate to the program.

Section 3. _Joh Advertisements

Recruiting announcements shail include information pertinent to the positionfwork involved,
including at minimum, the title, starting salary, key duties, knowledge and skill requirements,
minimum education and experience standard, contact person, special certification or licensing
requirements, and appiication closing date. In addition, assurance of Equal Employment
Opportunity Affirmative Action compliance's, as well as the County's commitment to comply with the
immigration Reform and Control Act of 1986, shall be contained therein.

Section 4. Application for Employment

The North Carolina State Appiication shall be the standard application accepted for any and all
position listings under the State Personnel Act. All non-competitive agencies can utilize the County
Application.

Section 5. _Application Tracking

The Counly Manager's Office, the Personnel Officer, or responsible Department shall be
responsible for maintenance of permanent records of all job announcements, including posting and
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closing dates, all optional referral sources utilized during the recruitment process, and the specifics
on the poo! of applicants considered for each vacancy.

The specifics shall include an alphabetized listing of ali applicants, social security numbers, and
test scores, when applicable, for each and every job vacancy. To the extent that it is practical,
reference o these records shall be made periodically in connection with the Counly's overall
selection procedures, to insure that equal consideralion is given to all qualified applicants,

Section 6. Qualified Standards

a. All applicants considered for employment or promation, shall meet the employment standards
established by the class specifications relating to the position to which the appointment is being
made.

b. All appointments shall be made on the basis of merit and without regard to politics, ags, race,
sex, color, handicap, religious affiliation, or national origin.

¢. Consideration may be given to "Trainee" appointments when there is an absance of qualified
applicants from which to make a selection. In this instance, the deficiencies may be eliminated
through orientation and en-the-job training, and the class is granted a trainee status by the
County Manager {County General Positions) and State Personnei (all positions subject to the
Slate Personnel Act.)

d.  Work-Against Appointment (Competitive Service Employees Only). When qualified applicants
are unavailable and there is no trainee provision for the vacant classification, an appointment
may be made below the level of the regular classification in a work-against situation, for the
purpase of allowing the employee opportunily to gain the qualifications needed for the full
class, through on-the-job experience. The appointee must meet the minimum education and
experience standard of the class to which initially appointed. A work-against appointment may
not be made when applicants are available who mest the education and experience
requiremments for the full class of the position in question.

Section 7. Selection

Department Heads shall develop, utilize and document, on a consistent, routine basis, a selection
process which best suits the needs in filling positions within each individual agency/department. All
selection methods developed and utilized by the department head shall be valid measures of job
performance.

Section B, Appointments

Prior to any job offers, the Department Head shall coordinate with the Personnel Officer and/or
County Manager regarding the appointment. The personnel action form, the original application for
employment, test score sheet, when applicable, and any additional supporting documents shall be
forwarded to the Personnel Officer and/or County Manager. The County Manager shall approve or
reject the appointment, and determine if the classification and starting salary is appropriate.
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a. If the duties of the position may involve operation of county ownedfinsured vehicles, the
department head will initiate a review, at the time of employment, of the driving record of the
person to be hired, which will become a part of the Personnel fils.

b. The Sheriff and Register of Deeds shall have autherity over the appaintment in their respective
departments, with the County Manager determining the class and salary of new empioyees.

c. By the authority of Chapter 153A-103 of the N.C. General Statues, the Board of
Commissioners must approve the appointment by the sheriff or Register of Deeds of a relative
by blood or marriage of nearer kinship than first cousin or of a person who has been convicted
of a crime involving moral turpitude,

d.  Appointment of compeiitive service employees shall be in accordance with Articl |, Personnei
Policies for Local Government Employment subject to the State Personnel Act,

Secfion 9. Probation eriod_of loymen

An employee appointed to a permanent position shall serve a probationary period of six (6) months
{law enforcement one (1) year). Any employee serving a probationary period following initial
appointment may be dismissed at any time during the probationary period if fotind to be performing
assigned dulies unsalisfactorily. A regular employee serving a probationary period following a
promation shall be demoted as provided in Section 11 of this Article if unable to perform assigned
duties of the new job satisfactorily.

No employee shall remain on probation for more than nine (9) months, excapt law enforcement
who shall not serve in a probationary status for more than one (1) year.

Employees completing the probationary period in a satisfactory manner will be considered regular
employees unless histher Department Head {except the Sheriff and Register of Deeds) indicates in
writing, for the County Manager's approval that the employee:

{a) Is not performing satisfactory work;
(b) Should have histher probationary period extended (not to exceed nine(8) months);

(c} Should not be retained in the present position or should be released, transferred or demoted;
or ,

(d) Has been advised of their progress (accomplishments, strengths, and weaknesses),

Section 10. Promotion

Candidates for promotion shall be chosen on the basis of their qualifications and their work records
without regard to age, sex, race, color, creed, religion, political affiliation, national origin, or physical
handicap. Performance appraisals and work records for all personnel mesting minimum
qualifications for the pasition shall be carefully examined when openings 7or positions in higher
classifications occur.
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Vacancies in positions shall be filed as far as practical by the pramotion of employees already in
service with the Counly unless such action would be detrimental to the goals of the Afirmative
Action Plan.

if a current county employee is chosen for promotion, the department head shall forward the
request to the County Manager with recommendations for classification and salary along with
reasons for selecting the employee over other applicants. After considering the Department Head's
recommendation, the County Manager shall make or reject the appaintment and, if appointed,
determine the classification and starting salary. :

Section 11. Dermotfion

Any employee whose work in his present position is unsatisfactory or whose personal conduct is
unsatisfactory may be demoted provided the employee shows promise of becoming a satisfactory
employee in another position, Such a demation shait be preceded by the warning procedures
outlined in Article VII. Representative cause for demotion becauss of failura in work performance
and failure in personal conduct are listed in Article VI, Sections 7 and 8. '

If the demation is for failure in performance of duties or failure in personal conduct, the employee
shall be provided with written nolice citing the recommended sffective date and reasons for
demolion and appeal rights available to the employee as stated in Article VIl of this Ordinance.

‘An employee who wishes fo accept a pasition with less complex duties and reduced responsibilities
may request a demotion for reasons other than unsatisfactory performance or failure in personal
conduct.

Section 12. Transfer

If a vacancy occurs and an employee eligible for transfer from another department wishes to be
considered for the appointment, a writen request and application must be forwarded to the County
Manager and/or Personnel Officer during the recruitment period for the position, The request for
ransfer shall be subject to approval of the County Manager. Any employee transferred without
histher having requested it, may appeal the action in accordance with the grievance procedure
outfined in Article VI ‘

Any employee who has successfully completed a probationary period may be transferred o the
same or similar class in a different department without serving another probationary pericd.
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ARTICLE V. CONDITIONS OF EMPLOYMENT

Section "1. ' Workweek

Section 2. Gifts and Favors
Section3.  Politicaf Activity Restricted
Section 4. Outside Employment

Section 5. Limitation of .Employment of Relatives
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ARTICLE V CONDITIONS OF EMPLOYMENT

Section 1. :'ﬂ‘ orkweek

The standard workweek for all employees of the various departments of the County, with the
exception of law enforcement, emergency medical service personnel, and communications, shall
be from 8:30 am. untit 5:00 p.m., Monday through Friday. Department Heads shall work those
hours necessary to ensure the satisfactory performances of their departments, but not less than
thirty-seven and one-half (37.5) hours per week. B

When the activities of a particular department require some other schedule to meet work needs, the
County Manager may authorize a deviation from the normal schedule.

Section 2. Gifts and Favors

(a) No official or employee of the County shall accept any gift, whether in the form of a
service, loan, thing, or promise from any person, firm or corporation, who in the
employee's knowledge, is interested directly or indireclly in any manner whatsoever in
business dealings with the County.

(b) No official or employee shall accept any gift, favor, or thing of value that may tend to
influence that employee in the discharge of duties.

(©) No official or employee shall grantin the discharge of duties any improper favor, service or
thing of value.

(d) Gratuities in the form of money shall be refused by all county employees,

Section 3. Political Activity Restricted (l/

Every employee of Warren County has a civic responsibility to support gmtvemment by every
available means and in every appropriate manner. Any employee may join or affiliate with civic
organizations of a partisan or political nature, may attend political meelings, 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 Carelina and by the Constitution and Laws of the United
States of America. However, while on duty, no employee of Warren County shall;

(a) Engage in any political or partisan activity;

(b) Use official authority or influence for the purpase of interfering with or affecting the resuit of
an election or a nomination for office;

(c) Be required as a duty of employment or as a condition of employment, promotion, or
tenure of office to contribute funds for political or partisan purposes;
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{d) Coerce or compel contributions for political or partisan purposes by another employes of
the Counly; or

(&) Use funds, supplies, or equipment of the County for political or partisan purposes.

Employees subject to the State Personnel Act and employees in certain federally-aided programs
are subject to the Hatch Act as amended in 1975. This federal act, in addition to prohibiting (b}, {c),
and (d) above, also prohibits candidacy for elective office In a partisan slection.

Any violation of this section shall subject such employee to dismissal or other disciplinary aclioh.

Section 4. Qutside Employment

The work of the County will take precedence over other occupational interests of employees. all
outside empioyment for salaries, wages, or commission and all self-employment must be reported
to the employee's Department Head, who in turn will report potentially conflicting empioyment to the
County Manager. Conflicting outside employment may be deemed improper conduct and shail
subject each employes to disciplinary action, up to, and including, dismissal.

Seclion 5. Limitation of ioyment of Relatives

The employment of close relatives within the service of the County, within the same department or
unit/section of a department, at the same time, is to be avoided.

(a) Two (2) members of an immediate family shall not be employed within the same
department or unit/section of a department if such employment will result in ona
supervising a member of hisher immediate family, or where one member occupies a
position which has influence over the other's employment, promotion, salary
administration, and other related management or personnel considerations.

(b) The term "immediate family" shall be understood to refer to that degree of closeness of
relationship which would suggest that problems might be created within the work unit, or
that the public's philosophy of fair play in providing equal opportunity for employment to ail
qualified individuals would be violated. For the purposs of this-section, "immediate family"
shall be defined as wife, husband, mother, father, guardian, son, daughter, brother, sister,
grandchildren, and grandparents, as well as the various combinations of half, step, in-law,
and adopted relationships that can be derived from those named herewith.

{c) The provisions of this section shall not be retroactive, and no action will be taken
concerning those members of the same family smployed in conflict with (a) abave, prior to
the adoption of this poiicy.

(d) The Board of Commissicners shall apprave the appointment by the Sheriff or the Register

of Deeds of a relative by blood or marriage of nearer kinship than first cousin as required
by Chapter 153A-103(1) of the Nerth Carolina General Statutes.
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ARTICLE VI. LEAVE OF ABSENCE

Section 1. Paid Holidays Observed

The following holidays, and such others as the Board of Commissioners may designate, shall be
observed by Counly Offices, and shall be counted as hours worked:

New Years' Day Labor Day

Martin Luther King's Birthday Veteran's Day

Good Friday ' Thanksgiving (2 days)

Memorial Day Christmas (2 or 3 days, dependent
Independence Day upon day of week Christmas falls)

In order to be eligible for holiday pay, a temporary or part-time (hourly) employee, must have
worked a full regularly scheduled workday before and after the holiday, unless excused by the
. County. ' '

Employees may wish to be away from work on certain days for religious observances. Department
Heads should attempt to arrange the work schedule so that an employee may be granted annual
leave when it is requested because the day is a miajor religious cbservance for that employee.
Annual leave should be denied only when it would create an emergency condition which cannot be
prevented in any other matlter, :

- Section 2. Effect of Work on Holidays and Other Types of Paid Leave

Regular hoiidays which occur during a vacation, sick or other paid leave period of any officer ar
- employee of the County shall not be charged as vacation, sick, or other paid leave, :

Section 3. Holidays - When Work Reauired

Employees required to perform work on regularfly scheduled holidays may be granted
compensalory dime off in addition to any holiday pay (one (1) days pay); or may be granted two (2)
.days compensatory time for each holiday worked. Compensatory ime shall be granted whenever -
feasible, and shall be taken within three {3) months from the time it is earned. An employee whose

regular day off falis on a holiday shall receive an additional day off,

Warren Couniy Central Communications employees will observe the holiday schedule as stated
above, however, pay andfor compensatory time off will be cafculated in the following manner:

a Those individuals working the actual holiday, i.e., Thanksgiving Day, Christmas Day, New
Year's Day, etc, will receive time off or pay at a ime and one half rate. For those
individuals not working the holiday and who have not completed the forty-hour work week.
Those persannel who have completed a forty-hour work week or who will complele same
during the standard pay week, will be given one additional eight-hour period off, or may
receive eight hours of pay at the regular pay rate. Option to be determined at Supervisor's
discretion.



b. Deputies of the Warren Counly Sheriffs Department shall adhere to the following:
Employees who shall be required to work on any Board approved haliday, or if holiday
falls on hister scheduled day off will be given at the discretion of the Sheriff a day off
which must be taken within the next 28 day work period. Overtime for holidays will be paid
only if time exceeds the 171 hours in a work period.

Section 4. Adverse Weather Conditions - Leave Policy

In situations involving inclement weather, heavy snow storms, or other unusual circumstances or
conditions affecting all or a majority of County depariments and/or their operations, it is incumbent
upon the Department Head to ensure that his/her department or office is open to the public at the
usual time, unless prior notification to the contrary has been received from the County Manager's
office.

County offices and departments shall remain open for the full scheduled workday unless
autharization for early closing or other deviation Is received from the County Manager's office. Al
departments and offices will be given sufficient advance notice of any authorized early closing.
Employees who, of their own will, leave work before a official early closing time, as well as those
employees who report for work late, or do not report for wark at all, will be required to use earned
vacation for days or hours taken.

Section 5. Annual Vacation Leave

For the purpose of eafning and accruing annual leave, the twelve (12) month period between
January1 and December 31 is established as the leave year commencing with hire date.

Section 6. Vacalion Leave - Initial Appointment Probationary Employees

Employees serving a probationary period following initial appointment shall not be p"emiitted to take
vacation leave during the probationary period without special permission. Any ‘vacation leave
granted during this pericd shall have approval of the Department Head and/for County Manager.
Section 7. Vacation Leave - Manner of Acc

Each regular salaried employee occupying a permanently established budgeted position, and -

working a 37.5 hour workweek, shall earn vacation leave on a monthly basis | accordance with the
fotlowing schedule of total service:

Yrs. of Aggregate ) Hrs. Granted Hrs. Granted Days Granted
Service Each Montl:'l Each Year Each Year
(a) Less than 2 yrs. 47 hrs. 25 mins. v 42" 89 11 dys. 6 1/2 hrs.
(b) 2 but less than 5 yrs. 8 Mrs=40-mins. 104 ‘ 13 dys. 6 1/2 hrs.
{c) 5 but less than 10 yrs. 10 hrs, 32 mins. 126.5 16 dys. 6 1/2 hrs.
{d} 10 butless than 15yrs. 12 hrs. 25 mins. 149 19 dys. 6 172 hrs.
(e) 15 butless than 20 yrs. 14 hrs. 17 mins. 1715 22 dys. 6 1/2 hrs.
(f) 20 or more years 16 hrs. 10 mins. 194 25 dys. 6 1/2 hrs.
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VACATION LEAVE- MANNER OF ACCUMULATION

YRS. OF AGGREGATE HRS GRANTED
SERVICE 37.5 HR WEEK EACH MONTH

J
[a] Less than 2 years

[b] 2 but less than 5 yrs.
[c] 5 but less than 10 yrs.

[d] 10 but less than 15 yrs,
[e] 15 but less than 20 yrs.

[f] 20 or more years

YRS. OF AGGREGATE HRS GRANTED
SERVICE 40 HR WEEK EACH MONTH

— l
v

[a] Less than 2 years

[b] 2 but less than 5 yrs.
[c] 5 but less than 10 yrs.

[d] 10 but less than 15 yrs.
[e] 15 but less than 20 yrs.

[f] 20 or more years
“TRMLLES MM VReC
S

TR
Sherrt

s

HRS GRANTED
EACH YEAR
7.42 89
8.67 104
10.53 126.5
12.42 149
14.28 17156
16.17 194
HRS GRANTED
EACH YEAR
7.83 94
9.17 110
1117 134
13.17 158
15.17 182
1717 206

DAYS GRANTED
EACH YEAR

11 dys. 6.5 hrs.
13 dys. 6.5 hrs.
16 dys. 6.5 hrs.
19 dys. 6.5 hrs.
22 dys. 6.5 hrs.
25 dys. 6.5 hrs.

DAYS GRANTED
EACH YEAR

11 3/4 DYS
13 3/4 DYS
16 3/4 DYS
19 3/4 DYS
22 3/4 DYS
25 3/4 DYS






Each regular salaried employee occupying a permanently eslablished budgeted paosition, and working a 40 hour
workweek, shall eam vacation leave on a monthly basis in accordance with the following schedule of total
service:

Yrs. of Aggregale Hrs. Granted Hrs. Granted Days Granted
Seryice Each Month Each Year Each Year

{a) Less than 2yrs. 7 brs. 50 mins. 94 ' 11 3/4 dys.

(b) 2 but less than Syrs. 9 hrs. 10 mins. 110 13 3/4 dys.

{c) 5 butless than 10yrs. 11 hrs. 10 mins. 134 16 3/4 dys.

(d) 10 but less than 15yrs, 13 hrs. 10 mins. 158 19 3/4 dys.

{e) 15 but less than 20yrs. 15 hrs. 10 mins. 182 22 3/4 dys.

(f} 20 or more years 17 hrs. 10 mins. 206 25 3/4 dys.

Vacalion leave credited to employees having a workweek with more than 40 hours or less than 37.5 hours shali
be determined in accordance with the following:

{1} The number of hours worked by such employees shall be divided by the number of hours in the basic
work week. ' :

(2) The proportion obtained in step (1) shall be multiplied by the number of hours of leave eamed annually
by employees working the basic work week.

{3) The number of hours obtained in step (2),.aiter rounding the nearest day shall be the amount of leave

earned annually by the employees concerned. '
Each regutar salaried emﬁfoyee occupying a permanently established budgeted posifion, and working more than
40 hours per workweek, shall eam vacation leave on a monthly basis in accordance with the following schedule
of total service: ' o '

Yrs of Aggregate - Hrs Granted Hrs Granted Days Granted

Service Each Month Each Year .Each Year
(a) Less than 2yrs ' © 11 hours 132 - 550days -
{b) 2 but not less than 5yrs 12 hrs. 50 min. 184 6.42 * .
{c} Sbutless than 10yrs - { 5hrs. 40 min. . 188 784 ™
(d) 10 but less than 15yrs’ " 18 hrs. 25 min. -2 821 *
{e) 15 but less than 20yrs 21 hrs. 15 min. 255 1063 *
(f) 20 or more years 24 hours _ . 288, 1200 *

As part of the Benefit Program for departments working over 40 hours per workweek, each employee will receive
paid time off for the purpose of rest and recreation or other personal interests. Vacation leave will be scheduled
with their supervisors to maintain efficiency and prevent additional costs to department. The vacation year will be
January 1 through December31. Each employee will accumulate vacation time as stated immediately above.

Section 8. Vacation Leave - Maximum Accumulation

Annual leave may be accumulated without any applicable maximum until anniversary date of each year.

Employees are cautioned not to retain excess accumulation of annual leave unlil late in the calendar year.

Howe?t.-iuw)yee separates from service, payment for accumulated leave shali not exceed thirty (30)
or 225 hour:

days, 2 On December 31, any employea with mgre than thi QIG ys or 225 hours of
accumula <ghall have the excess accumulation Eanoe so%ﬂa -on@pﬁ?ﬂy 5%” ays or 225 hours are
carried forward to January 1 of the next calendar year.
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Empioyees are cautioned not to retain excess accumulation of annual leave until late in the calendar; due to the
necessity to keep all counly functions in operation, targe numbers of employees cannot be granted annual leave
at any one ime. If an employee has excess leave accumulation during the latter part of the year and is unable tc
take such leave because of staffing demands, the employee shalt receive no special consideration either in
having annual leave scheduies or in receiving any exception to the maximum accumuiation.

Section 9. Vacalion f eave - roval/Manner of Taki ve

Vacation leave eamed by an employee shall be taken only upon prior approval of the Immediate Supervisor or
Department Head.

Section 10. Vacalion Leave - Previous [save Credit

Any employee who separates in good standing, and is reinstated within three (3} years may receive previous
credit time for the purpose of accruing vacation leave.

Section 11. Vacation Leave - Terminal Pay and Repayment of Vacaltion Leave

An employee who is separated shall be paid for vacation leave accumulated to the date of separation, not to
exceed a maximum of thirty (30) days or 225 hours. Any vacation leave owed the County shall be deducted from
the employee's final compensation.

- Section 12 Vacation | eave - Payment for Accumulated Vacation Leave Upohr Death

The estate of an employee who d-ie's while employed by the County- shall be entitled to payment for afl of the
“accurnulated vacation leave credited to the employee's account, not to exceed a maximum of thirty (30) days or
225 hours. _

Section 13. Sick L- pave

Sick leave with pay is not & ﬁght' which an efnployee may demand but a privilege granted by the Board of
Commissioners. An employee miay be granted sick leave if the absence is due to: ' ' '

{a) _ Sickness or bodily injury which may pre\/ent an employee from performing hisfher regular duties.
(b) Medical/Dental appointments. - o '

{© The actual period of temporary disability caused or contributed to by pregnancy, miscariage, childbirth,
and recovery therefrom. Since there is o certainty as to when disability actually begins and ends, a
doctor's certificate shall be required verifying the employee's period of temporary disability recognized as

sick leave.

{9) Quarantine due to a contagious disease in the employee's immediate family, or exposure to a
contagious disease when continuous work might jecpardize the heaith of others.

(e) Sickness or death in the employee’s immediate family, not to exceed five (5) days, for any one

occurrence,  Additional feave time, under exceplional circumstances, may be authorized by the
Department Head. Immediate family is defined as wife, husband, mother, father, brother, sister,
children, grandparents, grandchildren, plus the various combinations of half, step, inJaw, and adopted
relationships that can be derived from those named.

{f The funeral of a person other than an immediate family member may be granted by the department
head if an apparent degree of closeness of relationship exists between the employes and the
deceased, and if in the judgment of the department head, such a relationship normally warants the
employee's attendance at the funeral.
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Nolification of the desire to take sick leave should be submilted to the employee's Supervisor prior
to the leave, or not later than two (2) hours after the beginning of a scheduled workday.

Section 14, Sick Leave - Manner of Accumulation

Each regular salaried employee, occupying a permanently established budgeted pasition, shall
earn sick leave on a monihly basis at the rate of one (1) day per calendar month. An employee
may borrow up to three (3) days. —
—

At the time of separation, any sick leave owed the County shall be deducted from the employee's
final compensation. '

Section 15. Sick Leave - Maximum Accurnulation

Sick leave will be cumulative for an unlimited number of days.

Seclion 16. Sick Leave - Physician's Certificate

The employee's Depariment Head or County Manager may require a statement from the physician,
or other acceptable proof, that the employee was unable to report for work to the end that there will

" be no abuse of sick leave privileges. At the expiralion of an authorized sick Ie_év_e', the employee's

Department Head or County Manager may require a physical and/or mental examination at the
County's expense and by a physician of its choice, to determine if the employee is able to resume
“his/her normal duties. - : ' '

Sedction 17. Sick Leave - Refirement Credit for Accymulated Sick Leave

Sick leave earned monthly is allowed as creditable service at fime of retirement to employees.who
are members of the N.C. Local Government Employee’s Retirement System. One manth of credit
is aflowed for each twenty (20) days of unused sick leave when you retire, and an additionai day for
any part of twenty (20} left over. .

Section 18. Sick Leave - Transfer From Other Agencies/Enfities

Unused sick leave earned from another North Carolina Gavernmental Agency andfor entity, will be
accepted and transferred to Warren County according to the following provisions:

(a) Unlimited number of days added or accepted provided verification is received in hours and
to be calculated and accepted in days reverting to the nearest whole.

{b) The lotal number of days accepted as transferred will be added to the record after
completion of the six (6) month probatianary period.

(c) Verification of said accumulated sick leave must be received in writing from the previous
jurisdiction. '
{d) The transfer must be completed within three (3) years from the employee's last workday

with the previous agency/entity
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Section 19, Sick Leave - Separated Emplovees

Employees who retire or resign and are not reinstated with Warren County within a three (3) year
period, shall lose all sick leave credits. No employee shall be paid for any accrued sick leave at
termination.

Section 20. Leave Without Pa -Polic

Leave without pay is an administrative decision and may be granted for up to but not to exceed six
(6) months, by the County Manager, upon recommendation of the Department Head.

(a) Leave without pay may be granted during the time before and after childbirth or adoption
when no actual disability is present. When an actual disability caused by or contributed to
pregnancy, miscarriage, childbirth, and recovery exists, employees will be allowed lo use
accumulated sick leave. (See Article VI: Section 13-C}.

(b) Upon returning to duty after being on leave without pay, the employee shall not be
guaranteed a position of the same classification, seniority, and pay.

(c) Failure to-report for duty at the expiration of a leave of absence, unless an extensnon has
: bee requested and granted, shaII be consideration a resignation.

Section 21. Leave Without Pay - ReLention and Continuation of Benefits

An employee shall have the option lo retain all unused vacation and sick leave while on leave
without pay status. This applies only to leave of five days or less per month. Vacation and sick -
leave ¢redits will not be accrued during leave without pay. Individual hospitalization and dental
insurance provided for the employee, by the employer during regular pay status, will not be
provided as employer expense benefits-during leave without pay, unless the employee is on the
payroll a minimum of half the working days-during the caléendar month. The employee, howsver,
may continue to be eligible for any benefit(s) under the County's group plans, subject to regulations
adopted by the Board of Commissioners and the respective group carriers.

Section 22. Worker's Compensation Leave

Any employee absent from duty because of sickness or disability covered by the N.C. Workers'
Compensation Law, shall be required lo take leave and be compensated as follows: :

(a) The disabled employee will be required to utilize sick leave credited to the employee until
such ime as the employee's Workers' Compensation claim has been processed and
weekly benefits commence. As provided by the Workers' Compensation Act, during total
disability, the disabled employee is entitled to receive compensation from the insurance
company in an amount equal to 2/3 of employee’s average weekly earnings to be paid on
aweekly basis. The employes is entitled to no compensation from the insurance company
for the first seven days of disability unless the disability continues for more than twenty-
one days. After disability has continued more than twenty-one (21) days, the employee is
entitled 1o receive compensation for the first seven days.
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{b) If the disabled employee does net have accrued sick time to utlize during the time
required to process employee's Workars' Compensation claim, the County will continue
the employee's regular compensation until such time as benefits commence, with the
understanding that the compensation checks paid by the insurance company for said time
period will be endorsed by the employes to be deposited to the County's account. Since
the compensation check paid by the insurance company represents 2/3 of the employee's
average weekly earnings, the disabled employee's sick leave record will be debited the
amount of time equal to the remaining 1/3 regular compensalion paid to employee during
the waiting period. -

(c) Once the disabled employee's Workers' Compensation Claim has been processed and
bensfits commence, the employee will be required to go on leave without pay status and
draw the check paid by the insurance carrier. No regular compensation checks from the
County will be received by the disabled employee until hefshe is released by the physician
and authorized to return fo the regular work schedule. -

{d) Should the disabled emnployee be released by the physician for light and/for part-time wark
before reaching a point of maximum improvement (if such light andfor part-time work is
available or feasible in employee's department), he/she will be required to complste a
county-approved time sheet indicaling the actual umber of hours worked for approval by -

. the employee's supervisor, The County will compensate employee at the regular hourly
- rate.for hisfher posilion for actual time worked, with the difference to be paid by the
insurance company i the amount equal to 2/3 of the wage loss to the maximum benefits
allowed by law. . : : ' '

{e) Should an employee become permanently and totally disabled as.a result of an
occupational injury or disease within the meaning of the Workers' Compensation Act,
he/she will be entiled to all bensfits provided under the North Carolina Workers'

- Compensation A¢t (Chapter 97, General Statutes of North Carolina and -alt amendments
. therelo).

Section 23. Maternity Leave - Employee Responsibility o

An employee desiring to take a leave of absance from work for reasons caused by, or contributed
to by pregnancy, miscarriage childbirth, or recovery thersfrom, ‘shall apply in- writing to her
supervisor and/or Department Head stating the nature of her condition. the anlicipated dales,
duration, and types of leave time requested. Said request shall be subject to approval by the
County Manager andfor department head where applicable. She is obligated to return to duty by
the end of the time determined appropriate. If she finds she will not be able lo return to work, she
shail notify her Department Head immediateily. Failure to repert at the expiration of an authorized
leave of absence, unless an extension has been requested and approved, shall be considered a
resignation.

Section 24. Military Leave

Each regular salaried employes, occupying an officially budgeted position, who is a member of the
National Guard or Armed Forces Reserve, will be allowed ten {10) workdays of military training
leave annually, with full compensalion.
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If such military duly is required beyond this ten {10) workday period, the employes shall be eligible
to take accumulated vacation leave or be placed on leave without pay status.

Members of the National Guard shall receive leave with pay for periods not to exceed thirty (30)
consecutive calendar days each year for required active State duty (such as domestic
disturbances, disasters, search and rescue, elc.).

While taking military leave with or without pay, the employee's leave credits and other benefits shall
continue to accrue as if the employee physically remained with the County during this period,
Employees who are guardsmen and reservists have all job rights specified in the Veterans
Readjustment Assistance Act.

Section 25. Civil Leave

A County employee cafled for jury duty or as court withess for the federal or state government, or a
subdivision thereof, is entitlied to leave with pay for the period of absence required. Hefshe is
entitled to regular compensaticn, plus fees received for jury duly.

Section 26. Edugation Leave With Pay -

- A leave of abserice at full or partial pay for a period not to exceed sixty (60) working days may be
“granted upon the recommendation of the Department Head and with the approval of the County
Manager, to take courses of study which will better equip the employee to perform his/her duties for
Warren County. A leave of absence at full or partial pay for a period not to exceed one (1) year
may be granted upon the recommendation of the Department Head and the County Manager with
the approval of the Board of County Commissioners. Employees granted educational leave and
pay shall agree to return to the services of Warren County upon completion of their training and
remain in the employ of the County for a period equal to twice the educational leave or reimburse
Warren County for all compensation received while on educational leave. An example of this
training program would be for spot training such as a tlerk-typist taking a course in shorthand or -
typing or an accounting clerk taking a course in programming for the computer, etc. This type of
fraining is not intended to be ariented toward a-degree from an accredited institution such as an
Associale or Bachelor Degree. When a County employee enters into a job-related training program
with prior approval of hisher Department Head and the County Manager, hefshe may be
reimbursed for expenses such as tuition and books, upon successful completion of the course.

An employee on educational leave with full 'pay shall continue to earn leave credits and any other
benefits to which county employees are entitled. An employee on educational feave with partial pay
shall earn proportional leave credits,

Section 27. Leave Records

It shall be the responsibility of each department head or his/her designee to maintain and report on
a monthly basis, records of annual leave earned and taken for each employee in the following
manner:

Vacation Hrs. Sick Lezave Hrs.
Earned - Taken - Balance Earned - Taken - Balance
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ARTICLE VII. SEPARATION, DISCIPLINARY ACTION,
AND REINSTATEMENT

Section 1. Types of Separation

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

Section 2. Resignalion

A minimum of two (2) week's notice is expected of all resigning personnel except Department
Heads who shall give a notice of thirty (30) days. Such notice should be given to the Department
Head (or in the case of Department Heads, to the County Manager, and the appropriate governing
body if applicable).

Section 3. Reduction in Force

In the event that a reduction in force becomes necessary, consideration shail be given to the quality
of each employee's past performance, organizational needs, and seniority in determining those
employees o be retained. Employees who are laid off because of reduction in force shall be given
at least two (2) weeks' notice of anficipated'lay-off. No regular employee shali be separated while
there are temporary employees serving in the same class in the department, unless the regular
employes is not willing to transfer to the position held by the temporary employee.

Section 4. Disability

An employee may be separated for disability when the employee cannot perform the required
duties because of a physical or. mental impairment. Action or disability separation may be initiated
by the employee or the County, but in all cases consideration for disability separation shall be
supported by medical evidence as certified by a competent physician, The County may require a
physical and/or mental examination at its expense and by a physician of its choice. Before an
- employee is separated for disability, a reasonable effort shall be made to accommodate the
employee in his/her current position or locate alternative positions within the County's service for
‘which the employee may be suited. ' '

Section 5. Death

All compensation due in accordance with Article VI, Section 11 of this palicy will be paid to the
estate of a deceased employee. The date of death shall be recorded as the separation date for
computing compensation due,

Section 6. Disciplinary Action

A employee may be suspended or demoled by the Department Head because of failure in
performance of duties or failure in personal conduct. The Department Head shall provide the
employee with a written notice including the recommended effective date, reasons for the action,
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and appeal rights available to the employee. The Department Head will provide the County
Manager with a written notice of action taken.

Section 7. Failure in Performance of Duties

An employee whose work is unsatisfactory over a pericd of ime shall be notified by the Depariment
Head in what way the employee's work is deficient, and what must be dons if the work is to be
satisfactory.

An employee who is suspended, demoted or dismissed for unsatisfactory performance of duties,
shall receive at least three warnings before disciplinary action is taken. .First, one or more oral
warnings must be issued by the employes's Supervisor; second, a written warning issued by the
Supervisor, to the employee, which sats forth the points of the performancs deficiencies and giving
specifics for the warning; third, a final written warning must be issued by the Department Head
serving notice upon the employee that corrective action must be taken immediately in order to avoid
disciplinary actions. The supervisor and the Department Head must record the dales of their
discussions with the employee, the performance deficiencies discussed, and the corrective actions
recommended, and must file the information i the employee's personnel file and notify the County
Manager of actions taken. :

The employee must be allowed at least ten (10) workday,s‘ to respond to the charges before any
" determination is made by the Department Head concerning a suspension or a demotion or a
~ determination is made by the appeinling authority concerning dismissal:

(a) Inefficiency, negligence or incompetence in the performance of duties;

(b) Careless, negligegt'or improper use of County prop"erty. or eduipment;

() Ph)isical or mental incapacity to perform duties;

(d) Discourteous treatment of the public or other employees;

(e) Absence without approved leave;

(f) Habitual improper use of leave privileges;— . ,

| (@) Habitual pattern of failure to report for duty at the assigned time and place; and

{(f) Insubordination.

Section 8. Failure in Personal Conduct

An employee may be suspended, demoted or dismissed for cause relaling to personal conduct
detrimental to County service (1) in order to avoid undue distuption of work, (2} to protect the safety
of persons ar properly, or (3) for other serious reasons.

The following causes relating to failure in personal conduct ars representative of those considered
to be adequate grounds for suspension, demotion or dismissa:



{(a} Fraud in securing appointment;
(b) Conduct or behavior unbecoming a public officer or employes;

(c) Conviction of a felony or of a misdemaanor which would adversely affect performance of
duties, or entering a plea of "no contest” to either;

(d) Misappropriation of County funds or property;
(e) Falsification of County records for personal profit or fo grant special privileges;

{) Reporting to work under the influence of alcchol or narcotic drugs or partaking of such things
while on duty on public property where prohibited, except that prescribed medication may be
taken wilhin the limits set by a physician so long as medically necessary, and which are not
disruptive to the employee's regular duties and/or job performance.

(9) Willfut damage or destruction of property;

(h)  Wiliful acts that would endanger the lives and property of others;
(i)~ Acceptance on giﬂs-in exchahge for_.':favﬁrs' or 'inﬂuen&e';

) Incompatible employment or conﬂici of interest; and

‘(k) Violation of political activity“ restrictions.

Any employee demoted or dismissed for causes relating to personal conduct shall be given.a -
statement of the charges, be allowed to respond in writing, and be given a prompt written statement .
of the decision of the Department Head or the appointing autherity, These steps shall be taken
before the disciplinary action except in cases of suspensions where a written statement will be sent
to be sent to the employee by certified mail.

Section 9. Disciplinary Suspension

’

An erriployee who is suspended for disci;ilinary reasons shall be relieved temporarily of all duties
and responsibilities and shall receive no compensation for the period of suspension, which will be
no less than one (1) full working day and nio more than three (3) working days.

Section 10. Immediate Disciplinary Suspension

An employee may be suspended without notice by the Department Head for causes related to
personal conduct in order to avoid undue disruption of work, to protect the safety of persons or
property, or for other serious reasons, When a Department Head suspends an employee, he shall
tell the employee to leave the County workplace at once and remain away until further notice. The
Department Head shall notify the County Manager immediately.

36



A written summary giving the circumstances and facts leading to the suspension shall be prepared;
one copy shall be deiivered to the employee by certified mail, one copy shall be filed in the official
employee file, and one copy shall be filed with the County Manager.

Section 11.1‘ Non-Disciplinary/Investigatory Suspension (County General Employees)

During the investigation , hearing o trial of a County General Employee on any criminal charge, or
during the course of civil action involving an employee, the Department Head may suspend the
employee without pay for the duration of thr proceeding as a non-disciplinary action. However, the
invesligation, hearing, trial, or civil action must involve matters that may form the basis for
disciplinary suspension, demotion or dismissal in order for the non-disciplinary suspension to be
allowed,

Full recovery of pay and benefits for the period of non-disciplinary suspension will be authorized, if
the suspension is terminated with full reinstatement of the employes.

Section 11.2 Non-Disciplinary/investigatory Suspension {(Competitive Service Employees)

Investigatory suspension without pay may be used to provide time lo investigate, establish facts,
. and reach a decision:concerning an employee's status in those cases where it. is determined the
_employee should not centinue to work pending a decision. |nvestigatory suspension without pay
‘may be approprialely used to provide lime to schedule and hold a pre-dismissal conference. Also,

management may elect lo use investigatory suspension in order to avoid undue disruption of work
or to protect the safety of persons or property. An investigatary suspension without pay shall not
exceed forty-five (45) calendar days. However, an agency may in the exercise of its discretion,

extend the period of investigatory suspension without pay beyond the'forty-five (45) day limit. The
employee must be informed in writing of the extension, the fength of the exténsion, the spacific
reasons for the extension and his/her right of appeal. For compelitive service employees, a copy: of
the above communication shall be sent to the State Personnel Director and the Department’ of

‘Human Resources Regional Personnel Direclor. If no action has been taken by management by

the end of forty-five (45) calendar days and no extension has been made, one of the following must
oceur: reinstatement of the employee with full back pay; appropriate discipiinary action based on

the results of the investigation; reinstatement of the employse with up to three (3) days pay
deducted from the back pay.

Investigatory suspension of an employee shall not be used for the purpose of delaying an
administrative decision on an employee's work status pending the resolution of a civil or criminal
gourt malter involving the employes. . ' '

An employee who has been suspended for investigatory reasons may be reinstated with up to
three (3) days pay deducted from his/her salary. Such determination is to be based upon
managemenl's determination of the degree to which the employee was responsible for or
.centributed to the reasans for suspension. This period constitutes a disciplinary suspension without
pay and must be effected in accordance wilh Section 9 of this Article.
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Section 12.1 Dismissal (County General Employees)

All dismissals of County General Employees shall be preceded by an automatic three (3) day
suspension without pay, pending completion of an investigation by the appointing authority or
County Manager,

If the appointing or County Manager determines that a dismissal action is appropriate, such
dismissal shall be effective at the end of the three (3) day suspension. If a dismissal is made at the
end of this period, 2 written summary giving the circumstances and facts leading to the dismissal
shall be prepared. A copy of the summary shall be delivered to the employes by certified mail and
one copy shall be filed i the official employes file.

Section 12.2 Dismissal (Competitive Service Employees

All dismissals of Competitive Service Employees shall be in accordance with Article | and Article Il,
Personnel Policies for Local Government Employment Subject to the State Personnel Act, The
County Manager and Personnel Director shall be provided with copies of all documents pertaining
to dismissal action.

Section 13. Employee Appeal

A regular County Genéral Employee wishing o appeal a demotion, suspension or dismissal may -
present the matter in accordance with the provision of the grievance procedure in Article Villof this
- Ordinance. Compeliive Service Employees wishing to appeal the actions indicated above, may do
.80 in accordance with established policies. - : :

Saction 14. Reinstatemént

An employee who resigns while in good standing or who is separated because of reduction in force -
may be reinstated within three (3) years of the date of separation, with the. approval of the
Department Head, the County Manager, and in the case of Competitive Service Employees, the
Personnel Policies for Local Government Employment Employees Subject to the State Personnel
Act. - , : . . ' :

An employee who enters extended active duty with the Armed Forces of the United States, the .

Public Health Service or with a Reserve component of the Armed Forces will be granted
reinstatement rights commensurate with Chapter 43 of Public Law 93-508. An employee who is
reinstated shall be credited with previous service time and previously accrued sick leave.
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ARTICLE VIIl. GRIEVANCE PROCEDURES

Section 1. Purpose

The grievance procedures outlined herewith, established policies and procsdures in employment
and personnel management, providing for an adequate and fair hearing of grievances for each
individual, without regard to racs, calor, age, national origin, handicap, sex, or religion, whers the
grievance is based upon denial of equal employment opportunity or discrimination. These
pracedures also relate to all other phases of empioyment for ail employess of Warren County.

Section 2. Applicability/Coverage

These grievance procedures apply to all departments and all employees employed by Warren
County.

Section 3. Palicy

Every employee shall have the right to present hisier problem or grievance in accordance with
these procedures, with or without a representative of their own choosing, free from interference,
coercion, restraint, discrimination, penalty, or reprisal. This includes any cause for dissatisfaction
outside the employee's control or anything connected with hisher job that he/she thinks or feels is
wrong. Every employee will be allowed such time off from hisier regular duties as may be
[ecessary and reasonable as determined by the Department Head and/or County Manager, for the
processing of a grievance under these procedures without loss of pay, vacation, or of other iime
credits. :

Section 4. Objectives

The objectives of these procedures include the following:

(@) To assure empioyees of a means to get their complaints considered rapidly, fairly, and
without fear of reprisal.

()} To encourage employees to express themsalves about how their conditions of work affect
them as employees,

{c) To. provide belter understanding of policies, practices, and procedures which affect
employees, .

(d) To provide Department Heads with greater opportunity, both to exercise proper
respansibility in dealing with employees, and to improve their effectiveness in carrying out
established policies.

(e) To improve employee opportunities in performing duties with effectiveness and
salisfaction.
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Section 5. _Administration

The Counly Manager has assigned Department Heads the duties of coordinating all activities
relating to grievance procedures for their respective departments. The Department Head shall;

(2) Coordinate a system for (1) counseiing an aggrieved empioyes who believes he/she has
been discriminated against, and (2) attempting to resolve informally any matter raised by
the aggrieved employee.

(b) Arrange for the receipt and investigation of individual complaints of discriminalion, or any
other matter raised by the aggrieved employee. '

{c) Arrange for the receipt and invesligation of general allegations by organizations or other
third parties of discrimination which are necessary on individual complaints, including any
disciplinary action that is warranted when an employee has been found to have engaged
in a discriminatory practice.

()] Review the file on any individual complaint, before a decision is made under the complaint
procedure and make any recommendation fo thr Counly Manager that he considers
desirable including any disciplinary action that is warranted by the circumstances.

Section 6. Protection_of Cornplaints, Employees, Witnesses, and Representatives from
Interference, Harassment, Intimidation, and Reprisal

Alf employees shall be free from any or all restraint, interference, coercion, or reprisal on the part of
their associates or Department Heads in making any complaint or appeal, in serving as
representative of an appellant, in appearing as witnesses, or in seeking information in accordance
with these procedures. The above principles apply with equal force after a complaint has been
resolved. Should these principles be violated, the facts shall be brought to the attention of the
County Manager by lhe appellant, his representative or the person affected so that the appropriate
remedial action may be taken.

Section 7. Precedure for Informail Resolution of Complaints

The County Manager is desigﬁaled to act in an effect to mediate or conciliate informal comptaints.
However, initially, employees should attempt to resolve informal complaints at the lowest possible
supervisory level. Informal complaints may be filed by anyone eligible to file a formal complaint.

If the grievance is not resolved at the lowest level, the grievance may proceed to the next
supervisory level and this procedure may be repeated until the complaint reaches the County
Manager. An informal complaint not resolved to the employee's satisfaction by the County
Manager must thereafter be handled through the formal complaint procedures.

When an informal complaint has been received by an immediate supervisor, a memorandum shall
be prepared by the supervisor to the Department Head. The memorandum should advise him of
the complaint, oulline the circumstances of the comptaint, discuss attempls to resolve the
complaint, cite the recommendation of the supervisor, and stale the conclusien or recommendation
for further action.
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All informal complaints will be heard by the immediate supervisor as rapidly as possible and in no
more than thirty (30) calendar days after receiving the complaint. If no satisfactory solution ¢can be
found for the complainant by the supervisor, the complainant may proceed to the naxt higher
supervisory level,

In any case where the complainant feels that he/she cannot present the complaint, or would not
receive proper consideration for the complaint at the immediate supervisor level, he/she may,
without prejudice, move up the supervisory channel to any higher level or may take the complaint
directly to the County Manager.

All complaints should be settled at the lowast possible supervisory level and complaints submitted
to the County Manager should be fully justifiable. The County Manager will have the right to refer
complaints to a lower lavel of management when he or she feels it would be in the best interest of
the complainant and/or the County.

Section 8. Formal Complaint Procedure

The procedure for processing of formal complaints of employment discrimination or any other
matter by employees of Warren County is as follows axcept that Competitive Service Empioyees
may file discrimination complaints directly to the State Personnel Commission:

_Ifthe informal procedures do not attain a result satisfactory to the complainant, or if the complainant
has suitable reason not to follow the informal procedure, he/she may file a formal compiaint to be
submitted in writing and signed. The formal complaint should state concisely the basis for the
complaint and, if based on alleged discrimination, indicate whether the alleged discrimination was
based on race, color, handicap, national origin, sex, age or religion. A statement from the
complainant describing the conduct or condition complained of with greater particularity may be
required as the investigation proceeds.

(3) Who May File. A complaint may be filed by any employee of Warren County who
believes that an adverse employment condition exists and/or that discrimination in
employment has been practiced against himfher andfor that an employment practice in
Warren County has resulted or will result in discrimination in employment practices may
also be filed by an employee, provided, however, that upon request of the County
Manager, the complainant shall furnish names of individuals whe are adversely affected
by lhose practices,

{b) Rights of Representation. A complainant may designate in writing an individual or an
organization lo represent himher in the processing of the compiaint and is entitled to the
advice of counsel at hisher cost at all stages in the proceeding. If the representative
designated by the compfainant is an employee of Warren County, such employes, as well
as an employee-complainant, shall have a reasonable amount of official time with pay, if
he/she is in a pay status, for the purpose of appearing at any hearing on the complaint,
The rights and privileges set forth in this paragraph shall also be available to any person
whose alleged conduct is the cause of the complaint. '
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{c)

W

Where Filed. All employees who wish for their complaint to be handled under the Formal
Grievance Procedure of Warren Counly should file their complaint in writing with the
County Manager. The County Manager will invesligate the complaint and will act on the
case as rapidly as possible and advise the complainant of his decision within thirty (30)
calendar days after receiving the complaint,” If, upon the County Manager's decision, the
complainant is dissatisfied, he/she may file with the Counly Personnel Advisory Committee
arequest for a hearing.

Upan receiving the request for a hearing, the Advisory Committee Chairman shall instruct
the County Manager to convene a haaring as set forth in Section 9().

When Filed. A complaint shall be submitted within fiteen (15) calendar days of the
conduct giving rise to the complaint. The County Manager may extend the time limit for
good cause. Competitive Service Employees must file appeals of demotion, suspension,
and dismissals within fifteen {15) calendar days of his/her receipt of wrilten notice of
action. A direct appeal to the State Personnel Cormmission alleging discrimination must be
filed with the Commission within thirty (30) days of the alleged discriminalory act.

Hearing. A complainant filing a formal complaint, or the County Manager, may request a
hearing which shall be transcribed or recorded, The hearing shall be conducted within
sixty (60) calendar days from the date the hearing is requested, during regular working
hours of the County. The Personnel Advisory Comrnittee, the complainant, and any
person whose alleged conduct is the cause of the complaint shall have the right to call and
cross-examine witnesses and offer other evidence, The hearing shall be insliuted and
conducted by the Chairman of the committee. Altendance at the hearing shall be at the
invitation of the Chairman of the Committee, in consultalion with the complainant. The
Personnel Advisory Committes shall submit to the County Manager a proposed decision
within thirty (30) calendar days of the hearing.

Personnel Advisory Committee. The hearing will be before the Personnel Advisory
Committee. The County Commissioners shafl appoint a Personnel Advisory Committee
consisting of five (5) employees of Warren County and one (1} alternate. One of the
primary members of the committee hearing the complaint shall be of a similar salary grade
and classificalion (if possible) as the employee filing the complaint, The Counly Manager
shall appoint clerical staff to support the committee. A member of the Advisory Committee
shall disqualify himselffherself when he/she has a conflicling interest in the situation
leading to the complaint, or if the complainant is from the same department as the member
of the Advisory Committee. The Advisory Commiltee shall elect one member as
Chairman. The position of said committee shall be as follows:

(1)  Todetermine if there exists sufficient justification for the complaint to proceed to a
formal haaring.

(2)  Todelermine if there exists, at any time during the hearing, sufficient justification
to praceed through to cornplelion of the hearing. '

(3)  Tomake adecision in the matter of the complaint with respect to a recommended
solution, dispasition, or action.
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In order to help insure that County time is not expanded needlessly on insubstantial or
insupportable contentions, the Advisory Committee must establish that "probable cause"
exists o believe impermissible discrimination or other employment practice occurred:
established a "prima facie” case of that occurrence, which is grounded in proven fact; and
find that the balance of evidence concerning the occurrence remains convincing even
when refutation is offered. After the conclusion of the hearing, the Advisory Commiittee will
prepare a report which will be submitted to the County Manager.

{q) Action by the County Manager. Upon receiving the report of the Advisory Committee,
the County Manager will inform the complainant and Department Head, in writing, of the
decision of the Advisory Committee. If either the complainant or the County Manager
disagrees with the decision of the Advisory Committee, he/she may appeal as set forth in
Section 9 of this Article for County General Employees.

In the case of Competitive Service Employess, the Advisory Committee’s findings will be in
the form of a recommendation.

Section 9. Appeaf Procedure

Within thirty (30) calendar days of nofification of the decision of the Advisory Committee, either the
cemplainant or the County Manager may request a review by the County Commissioners. In
addition, within thirty (30) calendar days of any refusal of the County Manager to accept a complaint
or to act upon a complaint in accordance with these procedures, the complainant may request a
review by the Counly Commissioners. Any request for review shall be in writing to any County
Commissioner. The County Manager, upon the filing of a request for review with the County
Commissioner, shall furnish to the Commissioners, the complets file, including the transcript of any
hearing, together with whatever other information the Commissioners request. The Commissioners
shall review tha file on the record to determine if thers is substantial evidence on Said record as a
whole to support the decision of the Advisory Committee. The decision of the Commissioners shall
be in writing and shall be sént to the County Manager for appropriate action within sixty (60)
calendar days of receipt of the request for review. A copy of the Commissioners decision shall also
be furnished to the complainant. Employees subject to the jurisdiction of the North Carolina State
Personnel Commission shall hiave the right to appeal to the State Personnel Commission not later
than thirty (30) days after receipt of notice of the Department Head's decision, provided the
employee has obtained permanent status in accordance with the rules and regulations of the State
Personne! Commission, and the complaint does not involve discrimination, but does involve
demotion, suspension, dismissal, or reduction in force. The decisien of the State Personnel

Commission shall be binding in appeals of local employees subject to the State Personnel Act if the

Commission finds that the employee has been subjected to discrimination or any case where a
binding dacision is required by applicable Federal Standards. However, in all other local smployee
appeals, the decision of the State Personnel Commission shali be advisory to the local appointing
authority. :

Section 10. Maintenance of Records

All documentation, records, and reports will be retained for a minimum of two (2) years and shall be
held by the Personnel Officer. These records will be subject lo review by the grievant, the
employee's Department Head, the County Manager and the Commissioners.
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Section 11. Procedure for Recording Receipt and Disposition of All Complaints

The County Manager will keep a record of all informal complaints filed with him. If a complaint is
withdrawn, the record shall include any statement from the complainant indicating the reason for
withdrawal.

Sectlion 12. Alternative Remedies

The existence of these grievance procedures does not preciude any individual from pursing other
remedies available under {aw. .
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ARTICLE X, EMPLOYEE BENEFITS

Section 1. Insurance Benefits

The County may provide both individual hospitalization and dental insurance fo all employees
occupying budgsted positions established at feast half-time, Employees shall be enrolled in the
programs in accordance with the provisions of the insurance contracts.

Deductions shall be allowable, at the opticn of the employee, to provide hospitalization and dental
coverage for dependents in accordance with the provisions of the insurance coniracts,

Section 2. Unemployment Insurance

In accordance with the Public Law 94-566 and Chapter 1124 of the session Laws of 1977 of the
North Carolina General Assembly, local governments are covered by employment insurance.
Warren County employees who are laid off or leased from the County service may apply for
unemployment compensation through the local office of the Employment Security Commission.
Efigibility for unemployment insurance will be determined by the Employment Security Commission.

Section 3. Qld Age and Survivor's Insurance (Social Security)

The County, to the extent of its lawful authority and power, shall extend social security benefits for
its eligible employses in accordance with the provisions of the Social Security Act. The Federal
Sacial Security program provides monthly bensfits upon relirement, with full benefits available at
age 65, and reduced benefits available as early as age 62,

Section 4. Retirement Benefits

Each employee in a budgeted position, working a minimum of 1000 hours per year, as a condition
of employment, must join the Local Government Employee's Retirement system. Employees must
contribute, through payroll deduction, six percent (6%) of the gross salary each month to the
system. The County (employer) contributes an actuarial determined percentage of the grass
payroll each monih to the system.

Section 5. Death Benefit

If you die before age 70, while still in active service, after one year as a contributing member of the
Retirement System, your beneficiary will receive a single lump sum payment. This payment will
equal the highest twelve (12) months' salary in a row during the 24 months before you die, but no
more than $20,000. This benefit is also paid if you die within 180 days after the last day of which
you are paid a salary. This benefit is an addition to any other benefils to which you may be enlitled
through the Relirement System.

Section 6. Law Enforcement Officers Separation Allowance

The County shall provide a special separation allowance to qualified officers who retire early or who
leave service early, and who meet all of the following qualifications:

-
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(a) The officer must have completed 30 years or more of creditable service, or have attained 55
years of age and completed five or more years of creditable servics;

(b) The officer must not yet be age 62; and

(c) The officer must have completed at least five years of continuous service as a law
enforcement officer immediately prior to service refirement.

The separation allowance ceases when the officer reaches age 62 or when the officer dies or is re-
employed in any capacity by a city, town, county or the state.

Section 7.
All law enforcement officers automatically become a member of the Supplemental Retirement

Income Plan, on the date of hire, provided the officer has the full power of arrest with the primary
duty of enforcing criminal laws.

Section 8. Benefits/Other - Fixed
Warren county, as the employer, provides the following additional benefits to its employees:

(a} Workers' Compensation - Provides coverags to all full and part-time employees to caver
medical expenses and loss time from work dus to work related injuries.

Section 9._Benefits/Other - Flexible

Additional deductions/benefits may be allowed, at the option of the smplayee, under the provision
of the insurance contracts, and may be payroll deducted:

(a) Miscellaneous Insurance - Cancer, Accident, Sickness and Dreaded Disease
(b) U.S. Savings Bonds

{c) Local Government Credit Union/State

v (d) NACo Deferred Compensation Plan

(e) 401K (Law Enforcement Officers)

43



ARTICLE X. PERSONNEL RECORDS AND REPORTS

Section 1. -‘ Personnel Records Maintenance

Section 2. Access to Personnel Records

Section 3. Confidential Information

Section 4. Records of Former Employees

Section 5. Remedies of Employees Objecting to Material in File

Section 6. Penalty for Permitting Access to Confidential File by
Unauthorized Person

Section 7. Penaity for Examining and/or Copying Confidential
Material Without Authorization

Section 8. Destruction of Records Regulated
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ARTICLE X. PERSONNEL RECORDS AND REPORTS

Section 1. Personnel Records Maintenapce

Such personnel records as are necsssary for the proper administration of the personnel system will
be maintained by the Personnel Officer. The County shall maintain in personnel records only
information that is relevant to accomplishing personne! administration purposes.

The following information on each County employese shall be maintained:
(a) name;

(b) age;

(c) date of original employment ar appointment to Counly services;

{d) current position title;

(e) current salary;

() date and amount of most recent‘change in salary;

(g} date of most recent promotion, demotion, transfer, suspension, separation, or other change in
position classification; and

(h) office to which the employes is currently assigned.
Section 2. Access to Personne! Records

As required by G. S. 153A-98, any person may have access to the information listed in Section 1 of
this article for purpose of inspection, examination, and copying, during the regular business hours,
subject only to such rules and regulations for the safekesping of public records as the Board of
Commissioners may adopt. Access to such information shall be governed by the following
provisions:

() Al disclosures of records shall be accounted for by keeping a written record (except for
authorized persons processing personnel actions) of the following information: Name of
employee; information disclosed: date information was requested; name and address of the
persan to whom the disclosure is made; purpose for which information is requested. This
information must be retained for a period of two years.

(b) Upon requests, records of disclosure shall be made available to the employee fo whom it
pertains.

(¢} An individual examining a personnel record may copy the information; any available
photocapying facilities may be provided and the cost may be assessed fo the individual.
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(d) Any person denied access to any record shall have the right to compel compliance with thesa
provisions by application to a court for writ of mandamus or other appropriate relief.

Section 3. Confidentjai Information

All informatin contained in a County employee's personnel file, other than the information listed in
Section 1 oi this article will be maintained as confidential in accordance with the requirements of
G.S. 153A-98 and shall be open to pubiic inspection only in the following instances:

(8) The employee or his duty authorized agent may examine all portions of this personnel file,
except (1) letters of reference solicited prior to employment, and (2) information concerning a
medical disability, mental or physical, that a prudent physician would not divulge fo his patient,

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

{c) A Counly employee having supervis;ory authority over the employee may examine all material
in the employee's personnel file.

(d) By order of a court of competent jurisdiction, any person may examine all material in the
amployee's personnel file,

() Anofficial of any agency of the State or Federal government, or any political subdivision of the

' State, may inspect any portion of a personnel file when such information is deemed by the
County Manager to be necessary and essential to the pursuance 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 the purpose of assisting in an investigation of the
employee's tax liability.

()  Each individual requesting access to confidential information will be required to submit
satisfactory proof of identity.

(@ A record shail be made of each disclosure and placed in the employee's file (except of
disclosures to the employee and the supervisor).

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 of Employees Objection to_Material in File

An employee who objects to material in his file may place in hisher file a sta{ement relating to the
material he considers to be inaccurate or misleading. The employee may seek the removal of such
material in accordance with established grievance procedures. (See Article Vil
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Section 6, alty for Permitti cce fidential Fi thori rson

G. S. 153A-98 provides that any public official or employee who knowingly and willfully permits any
person to have access to any confidential information contained in an empioyee personnel file,
except as expressly authorized by the designated custadian, is guilty of a misdemeanor and upon
conviction shall be fined in a amount not to exceed five hundred dollars.

Section 7. Penpa

G. 8. 153A-98 provides that any person, not specifically authorized to have access to a personnel
file designated as confidential, who shall knowingly and willingly examine in its official flling place,
femove ar copy any portion of a confidential personnel file shall be guilty of a misdemeanor and
upon conviction shall be fined in the discretion of the court, but not in excess of five hundred dollars.

Section 8. Destruction of Records Requlated

No public official may destroy, sall, loan, or otherwise dispose of any public record, except in
accordance with G. 8. 121-5, withaut 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 not less than ten dollars nor more than five hundred dollars as provided in G, S. 132-3.
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ARTICLE XI. IMPLEMENTATION OF ORDINANCE

Section 1.° Conflicting Policies Repealed
Section 2. Separability

Section 3. Violations of Policy Provision
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ARTICLE XI. IMPLEMENTATION OF ORDINANCE
Section 1. Conflicting Ordinances Repealed

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

Section 2. Separability

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

Section 3. Violations of Ordinance Provision

An employee violating any of the provisions of this Ordinance shall be subject to suspension and/or
dismissal, in addition to any civil or criminal penalty, which may be imposed for the violation of the
same,

This Ordinance passed and adopted by the Board of County Commissioners, Warren Counly, State
of North Carolina this the day of January 1993

/s/ Lucious Hawkins

Chairman
Warren County Board of Commissioners

[s/ Linda T. Jones
Linda T. Jones
Clerk to the Board

(Seal)
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