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INTRODUCTION

The purposeof thesepolicies and procedures is to provide eleded officials, management,
and employees of Cherokee County(herenafter referral to as fiThe Countyo) with aconcise
document, which contains all of the policies and procedures goveming county personrel.

The personrel policies and procedures are presented in two forms: this handbookwhich
is presented to all employees upon hanglan electronic copy which is located the
County websitauinder Departments > Human Resources > Employee Informagorce
changes can be made to policies, the County website versiormrepresents thefiofficial 0
personrel policies and shouldbeused to condict employee orientation and resolvedisputed
matters.

Although thepolicies and procedures contained in this handbookand on the County website
are the dficial personrel policies of the county, there may beother policies and procedures
that are applicable to individual departmentsthat suppkement these polcies. Supplemental
policies, which have been approved by the County Commissiorrs, have the same force
and validity as if they were incorporated herewith.

Since this handbookwill not be reprinted with every change in policy, employees should
consultthe County website versi@n impatant matters.

S

fihe 0 The use of these words is not intended to imply gender and consequently such
referance means both nale and female.



CHAPTER 1. ORGANIZATION OF THE PERSONNEL SYSTEM

Section 1. Purpose

The purposeof these policies and procedures is to establish a personrel system, which will
recuit, seled, develop and maintain an effedive and responsible wdk force for the County.
These policies are established under the autharity of Chapter 153A, Article 5 and Chapter
126 ofthe North Carolina Generd Statutes.

Section 2. Policy of At Will Employment

Cherokee County does not offer tenured or guaranteed employment. Either the County orthe
employee can teminate the employment relationship at any time, with or without cause, with
or without notice This at will employment relationship exists regardless of any other written
statementsor policies contained in this policy or any verbal statement to thecontrary. No entity
except the Board of Commissiorrs can enter into any kind of employment relationshipor
agreament that is contrary to the previous statement. To be enforcedle, the arrangement
refleding such relationship oragreement must bein writing; having been first lawfully adopted
by theBoard, and is Bwfully exeauted bythe County

Section 3. Coverage

This policy manual shell apply toall permanent, temparary, part-time, trainee and probationary
employees and voluntees of the County except as spedficdly exempted. The County
Attorney, eleded officias (including temparary appointrrentsto such position$, any task force,
advisay board, courcil, committeg or commissionare exempted from these policies unkss
spedficdly stated.

Only thelisted articles and ®dionscover thefollowing employees:

1. Emploees govemed by the State Personrel Act shall be subpad to all Chapters
except Chapter 2 and Chapter 8, Sedions 1and 2 and Chapter 9.

2. Employees of the Board of Electioskall besubgd to all Chapters except Chapters
4,8and 9.

3. Emplgees of the County Sherif § Department and the Register of Deeds stall
besubped to al Chapters except Chapters 8 and 9

4. Tempaary employess, shall be subpea to all Chapters except Chapters 10and 11.

Section 4. Definitions (listed alphabeticdly)

Adverse Action An involuntary demotion, involuntary reduction in pay, involuntary trander,
susgnsionwithout pay, layoff, or dismissl. (Note: in agencies coveral by theState Personrel
Act, involuntary trander is notan adverseadion if it is alaterd trander.)




Anniversary Date The employe e 6rigina date of employment with the county sewvice in a
pemanent position.

Appointing Authority Any county board or officia with the legal autharity to make hring
deasions.

Class A position orgroup ofpositions laving similar duties and responsibilites requiring similar
qualifications, which can be properly designated by onetitle indicative of the reture of work
performed, and which carty the same salary range.

Classficaion and Pay Plan  An approved plan by theBoard of Commissiorrs that assigns
classes (positions)to theappropriate pay grade.

Competitive Service Employees  An employee of the Department of Socia Services; the
Department of Public Hedth; or Office of Emergency Management recaving federd grant-in-
aids fundsand subgd to theState Personrel Act.

Costof-Living Incresse An annual adjustment that may be made by Board of County
Commissiorrs toall pay ranges effedive July 1 of ead year.

Demotion The reassgnment of an employee to a position or classficaion having a lower
salary range than thepositionfrom which theresssgnment is mede.

Full-time Employee An employee appoinked to a permmanently established position, who is
regulary scheduled to work forty (40) hous or more per work week, and is designated as full
time.

Generd CountyEmployee A countyemployee not subgd to theState Personrel Act.

Grievance Any matter of concem or dissatisfaction arising from the working conditionsof an
employeg subgd to thecontrol of the county.

Hiring Rate The sdary paid an employee when hired into county service, normally the
minimum ofthe salary range.

Hostile Work Environment An environment which a reasoreble person would find hostile
or abusiveand that the particular personwho is the obgd of the harassnent perceves to be
hostileor abusive. Hostile work environment is determined by lookingat severd circumsances
including the frequency of the all egedly harassingcondLct, its severity, whether it is physicdly
threaening or humiliating, and how it interferes with an employe & dvak performance or
working conditions

Immediate Family An employe e @vife, huskand, motter, father, guardian, son, dughter,
brother, sister, grandchild, and grandparent, aswell asthe variouscombirationsof half, sep, in-
law, and adopted relationshipsthat can be derived from thosefamily members ramed heren.




Maximum Salary Rate The maximum salary autharized by the pay plan for an employee within
an assgned slary grade.

Merit Increase An increaein salary abovethe standard job rate based on service that exceals
the standard and/orexpeded performance of theassigned position.

Part-time Employee An employee appoinied to an established position, the duties of which
are regulany scheduled lessthan forty (40) hous per week, who is paid on an houly basisand
is designated bythe Board of Commissiomrs as apart-time employee

Part-time PRN Employee An employee hired to work as needed to fill in for full-time or part-
time employees who may beabsent or on leave, or to perform work that cannotbe sheduled in
advance.

Pay Plan A schedule of pay ranges arranged by sequentia rates including minimum and
maximum ranges for ead classassigned to asalary range.

Performance Evaluation System A petiodic review of an employe e j@erformance, designed to
fadlit ate yea and equitable merit pay dedsions, recognizing performance as thebasis for pay
increases within theestablished pay range.

Pemanent Employee An employee who has completed nine (9) monthsof satisfactory county
sewvice, or twelve (12) monthsfor law enforcement and emergency medicd personrel, and has
been approved for pemanent statusby hisdepartment head(with theapproval, where applicable,
of the CountyManager).

Pemanent Full-Time Position A position that has been approved by the Board of County
Commissiorrs, the duties and responsibilites of which are required to beperformed on a
continuous bsis, namally requiring full-time employment of an individual.

Pemanent Part-Time Position A position that has been approved by the Board of County
Commissiorrs, the dutes and responsibilities of which are required to be performed in less than
aregular work day and/orwork week.

Position A group of current duties and responsibilites requiring the full- or part-time
employment of oneperson.

Probationary Employee An individual appointd to apemanent position who bs ®rved less
than nine (9) monthgn the positionpr twelve (12) monthdor law enforcement and emergency
medica personrel.

Promotion The reassgnment of an employee to an existing position or classficaion in the
county sewvice having a higher salary range than the position or classficaion from which the
ressgnment is made.



Quid Pro QuoHarassnent Consistsof unwelcomesexual advances, requestsfor sexua favors,

or other verbal or physicd condwt when: (a) Submissionto such condwct is made ether

explicitly or implicitly as atemm or condition of an individual & employment; or (b) submission
to or rgedion of such conduwct by an individual is used as the basis for employment dedsions
affeding said individual

Redassficaion The reasssgnment of an existing position from one class to another based
on changes in jobcontent.

Salary Grade All positionsthat are suficiently comparable to warrant onerange of pay rates.

Salary Plan A listing by grade of al the approved maximum and minimum salary ranges
autharized by theBoard of County Commissiorrs for various positionclassficaions of county
govemment for hiring purposes and u®d in detemining salary increases.

Salary Plan Revision Theuniform raising or lowering of the salary ranges of every grade within
thesaary plan.

Salary Range The minimum and maximum salary levels for a given classficaion for hiring
purposes and ued in detemmining salary increases.

Salary Range Revision The raising or lowering of the salary range for oneor more sgafic
classes of positions within theslassfication plan.

Tempaary Employee An individua appoinied to serve in a temparary position as defined
below. Positionscoveral by the State Personrel Act can be classfied as temparary for no
longer than oneyear.

Temparary Position A positionfor which the duties and responsibilities are required to bemet
for a spedfic shat period of time, and which may or may not require attendance bya person
for afull work day and/orwork week.

Trander Thereassgnment of an employee from oneposition ordepartment to another.

Work Against An employee who does not med the minimum requirements for theposition
and there are lower levels in the series of that classfication, the employee may beassigned to
theleve of the series for which he/sheis qualified and may fiwork agai n s t eéxperterfteeand
educational requirements of the higher level position in the series. Thisappointrent is for
the purposeof alowing theemployee to gain the qualificaions reeded for thefull classthrough
onthe-job experience A work against appointrent may not be made when applicants are
avail able who med thetraining and experience requirements for the full classand the position
being recuited. Work againstemployees frve the sameprobationary period as otler employees.
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Section 5. Meiit Principle

All  appointments and promotions shell be made sokly on the basis of ment. All
positions requiring the performance of the sme dutes and fulfilment of the sme
responsibilites shall beassgned to the same class and thesame salary range. No applicant
for countyemployment or employee shell bedeprived of employment oppatunities or othemwise
adversely affeded as an employee becaiseof such individual & race color, religion, sex, nationa
origin, politicd affili ation, veteran omilitary status hon-disqualifying disability, or age.

Section 6. Responsibilityof the Board of CountyCommissiomers

The Board of County Commissiomrs shall establish personrel policies, procedures and rules,
including the classficaion and pay plan, and shall make and confirm appointnents when
required bylaw.

The following appointrents are required by law to be made by the County
Commissiorrs:

CountyManager G.S. 153A81
Clerk to theBoad G.S 153A111
CountyAttorney G.S 153A114
Tax Assessor G.S 105294
Tax Collecor G.S. 105349

Due to the nature of county govemment, the Board of County Commissiormrs does not have
appointingautharity over cettain positionsor employeesin cettain departments. Thoseositions
and depatmentsare as follows:

Sheriff and Register of Deads

Pursuant to G. S. 153A-103, and subpea to the right of the county to limit the number of
employees in the department, the Sheriff and Register of Dealshave theright to hire, discharge
and supervise the employees in their respedive dfices, based on the numier of funded and
approved positions. However, for theSheriff and Register of Deeds,the CountyCommissiorrs
mustapprove the hiring of relatives of neare kinship than first cousin orof a person who las
been convicted of acrime involving moral turpitude.

The Sheriff or Register of Deedswill prepare an employment statement verfying that arecords
chedk has been completed on prospedive employees and cettify that the personis notof closer
than 1% cousinrelationshipand has not been convicted of a crime involving maal turpitude.
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CountyHedth Diredor

The CountyHedth Diredor is appoinied by theCherokee CountyBoard of Hedth (G. S. 130A-
40). The Hedth Diredor has the autharity to appoint, discipline, supervise and dismissal
employees ofthehedth department.

CountySocial Serwices Diredor

The County Socia Services Diredor is appointed by the Cherokee County Board of Social
Sewices (G. S. 108A-12). TheSocia Services Diredor has the autharity to appoint,discipline,
supeivise, and dismissall employees of the Socia Services Department.

CountyEledions Supervisor

The County Eledions Supervisor is appoinied by the Cherokee County Board of Eledions.
(G. S. 16335) The eledions board is empowered to appoint and remove a sugisor of
eledionsand all registrars, judges, assisants,and other officers ofeledions.(G. S. 16335)

Section 7. Responsibilityof the CountyM anager

The County Manager shall appoint, susgend, or removeall county DepartmentHeadsexcept
thosewho are eleded by the people or whoseappointrrent is otherwise ovided for by law. The
County Manager shall make appointients,dismissls, and suspnsions inacordance with G. S.
153A-82.

Section 8. Responsibility of Department Heads

Department Heads shall appoint, suspend, or remove all county officers, employees, and agents
within their respective departmenigth the exception of the Director of Elections whose
authority to appoint, suspend, or remove employees is subject to Bo&lectibns approval

(G.S. 16335).

Section 9. Responsibilityof the Human Resouces Diredor

The Human Resouces Diredor shall be responsiblefor maintaining personrel files onadive
and inadive employees, maintaining job descriptions, posting on positions, creding and
maintaining formsfor usein personrel administration, establishingand maintaining a listing of
approved positionswithin the County at the beginning of ead budyet year, recommending
changesin personrel grades based on studies of similar positionsandany other dutiesas dreded
by the CountyManager.
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CHAPTER 2. CLASSFICATION AND PAY PLAN

Section 1. Policy Statement

Eadh permanent and trainee position with the county slall be classfied into a standard class
within the countyGs Classficaion and Pay Plan. Positionswill begrouped into classes in such
a way that the positions included in ead class are suficiently similar in duties and
responsibilites to warrant similar treament in personrel and pay administation.

Section 2. Adoption ofClassficaion and Pay Plan

The Classfiicaion and Pay Plan is adopted by the Board of CountyCommissiorrs. The Board
of County Commissiorrs has authaity to approve classficaion of al clases except
competitive serwvice clases which are subgpd to state classficaions. Responsibilites for
detemining classficaion in thosedepartmentsrest with the State of Nath Carolina.

Section 3. Allo caion of Classs toSalary Grades

The County Manager shall beresponsiblegfor making recommendationsto the Board of County
Commissiorers regarding allocation of positionsto the appropriate classes on the pbn.

Section 4. Useof Class Titles

Official classtitles are tobe u®d in all personrel, payroll, acounting, budget, appropriation,
and financial records and transadions. Working or organizational titles may be used in all
matters other than thoseinvolving official records as long as they do not inerfere with class
titles.

Section 5. Administration of the Classficaion and Pay Plan

The County Manager shall be responsiblefor the administation of the Classficaion and Pay
Plan sothat it will acarately refled the duties performed by employees in the classes to which
their positionsare alocaed. New positionsshall be established only with theapproval of the
Board of County Commissiomrs after which the County Manager shall either (1) alocae the
new positionto the appropriate class within the existing Classficaion And Pay Plan, or (2)
recommend that the Board of County Commissiomrs amend the Classficaion and Pay Plan to
establish a new classto which the new position nay beallocated.

Department heals shell be responsiblefor bringing to the attention of the County Manager
(1) the need for new positions;and (2) material changes in the reture of dutes, responsibilities,
working conditions, or other factors affeding the classficaion of any existing positions.
Department headsshell present to the County Manager written justificaion for why there should
beachangein thepositionclassficaion. Inthecaseof a new position or gacant positionwhere
duties have changed or will change the justficaion should include the proposd changes in
duties and responsibilites. In thecaseof an occupied position,therequest shall reflea changes
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in assgned duties and responsibilites. The department heads written justificaion shouldbe
detail ed and sgedfic enough for the CountyManager to make a detemrmination regarding further

study.

If the County Manager findsthat a subséntial change occurred in the nature or level of duties
and responsibilities of an existing position,the County Manager shell recommend totheBoard
of County Commissiomrs: (1) thatthe existingclassspecificationbe revised; (2) redlocae
the positionto the appropriate class within the existing Classficaion Plan; (3) amend the
Classficaion and Pay Plan to establish anew classto which the positionmay bealocaed. The
County Manager shall beresponsiblefor detemrmining the grade level to which al new classes
are assgned, before approval by theBoard of CountyCommissiorers.

Exception The County Manager will not recommend changes in classfication for competitive
service positionsin the Hedth and Social Services and Emergency Management departments.
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CHAPTER 3. THE SALARY PLAN
Section 1. Adoption

Thesaary plan, as approved bytheBoard of Commissiorrs, isadopted effedive July 1steat
yea for Cherokee County. (See Salary Plan, Appendix A)

Section 2. Policy

The pay of county employees shall be adminisered in a fair and systematic manner in
acordance with work performed. The county shall have a pay structure that is extemally
competitiv e, that maintains proper intemal relationshipsamongall positionsbased on therelative
level of duties and responsibilify, and that recognizes performance levels as the lesis for pay
increases within theestablished pay ranges.

The schedule of salary ranges and classtitl es assgned to salary ranges has been approved bythe
Board of Commissiorrs.

Section 3. M aintenance of the Salary Plan

The County Manager shell beresponsiblefor the administation and maintenance of the Salary
Plan. Thesalary plan is intended to provide equitable compensation for al positions,refleding
differences in duties and responsibilities, the comparéble rates of pay for positionsin other locd
govemments inWestem North Carolina, changes in thecost of living, the financial conditions
of the county, and other factors. The County Manager shell, from time to time, make
compardive studes of all factors affeding the level of salary ranges and shall recommend to
the Board of County Commissiomrs such changes in slary ranges as appea to bewarranted.

Section 4. Administration ofthe Salary Plan

The saary plan shall be administered in a fair and systematic manner in acordance with work
performed. The pay structure shall be competitive, shall maintain proper intemal relationships
among al positions based on reative duties and responsibilites, and stal recognize
performance as the basis for pay increases within the established pay range. The Salary Plan
shell med the requirements of the State Competitive System for locd govemment employees,
while maintaining a county-wide plan.

Section 5. Hiring Rate/Starting Salary

Employees will generdly be hired at the Minimum Rate of their assgned salary grade.
Appointments above the Minimum Rate may be recommended by the County Manager when
deaned necessary to the best interests of the county, based on such factors as sugrior
gualifications of the applicant, a shatage of qualified applicantsavail able at the minimum rate,
or the refusal of qualified applicants to accet employment at the minimum rate.
Employees who are hired in part-time cdl-in positionsor temparary positionswill begin at
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no less than 10% below the minimum rate, but when placel in a budjeted part-time or full-
time position will bemowved to theminimumrate.

Section 6. Payment at alListed Rate

1. Employees coverad by the salary plan shall be paid within the salary ranges
established for their respedive job classes except for employees in a rainee sttus or
employees whose present salaries are above the establis&dchum rate following
transition to anew salary plan.

2. When an employee attains the maximum rate of a salary range for his or her present
position, no further salary increase will be recaved unless (1) the positionis
redassfied, (2) the employee is promoted to another positionwith a higher salary
range, or (3) the saary for the present position is icreased.

Section 7. Trainee Salaries

An applicant hired, or employee promoted to a positionin a higher class,who das not ned all
the established requirements of the positionshall be appointed with theapproval of the County
Manager at the minimum rate of the grade that is immediately one grade kelow the grade
established for that position. Employees subged to the State Personrel Act will be designated
fitrainees @ acwrdance with rules and regulations established by theOffice of State Personrel.
All other countyemployees shall be designated fitrainees 0aseth uponrecommendations of the
department head with the approval of the County Manager. An employee in a trainee status
shall continueto receave areduced salary until the appointingdepartment head and the County
Manager determinethat thetraineeis qualified toassumehefull responsibilites oftheposition.

Section 8. Pay Rates for Promotion, Demotion, Trander, and Redassficaion

When an employee is promoted, demoted, tranderred, or redassfied, the rate of pay for the
new position shll be established as follows:

1. When a promotion occurs, the employe e édary shall be increased, if it is below
the new minimum, to the minimum rate of the salary range assigned to the class to
which he is promotd. If budgetary constaints alow, the ircreasegiven will be
equivaent to a percentage amount equal to the percentage difference between the
range from which heis movingand therange to which he is being promoted. If
an employe e 6urrent salary is arealy above the new minimum salary rate, his
salary may be adjusted upward or left unchanged upon recommendation of the
County Manager, provided that the adjusted salary does not exceal the maximum
of theassgned slary range.

2. If an employee is demoted as aresult of aredassficdion, and theemploye e durrent
salary falls above the maximum of the range for the lower class, the employe & 6
salary will remain the same until generd schedule adjustiments or range revisions
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bring it backwithin the lower range. If an employee is demoted as a result of a
voluntary request or for cause, the employe e dalary will be reduced to thelower
salary range.

3. When a trander occurs from a positionin one classto a positionin another class,
assgned to the same pay range, the employee shall continueto receve the sme
salary. When an employee requests a permanent trangfer to another position not
previously reld, and the change is not a promotionor demotion, theemployee shall
normally recave the minimum rate in the pay range established for that position
unlesspreviousexperience warrantsa higher starting rate.

4. When a redassficaion occurs and an employe e positionis redassfied to aclass
having a higher salary range, the employe & &alary shell be increaed to the
minimum step of the new salary range. If the employe e €urrent salary is already
abovetheminimumsalary rate, his salary may beadjusted upward or left unchanged
a the discretion of the County Manager, provided that the adjusted salary does not
exceal themaximum ofthe assigned salary range.

Section 9. Pay Rates in Salary Range Revisions

If the Board of Commissiomrs approves a change in salary range for a class of positions, the
salaries of employees whose positionare alocated to the classshall be affeded as follows:

1. When a class of positionsis assigned to a higher pay range, employees in that class may
receve an increaseto theminimumrange of thenew grade.

2. When a classof positionsis assigned to alower pay range, the salaries of employees inthat
classwill remain unchanged. If this assgnment to alower pay range resultsin an employee
being paid at a rate abovethe maximum for the new class,the salary of theemployee shall
bemaintained at that level until such time astheemploye es@ay rangeis increaed abovethe
employe e durrent slary.

Section 10. Costof-Living Increases

Cost of living increaes will be recommended by the County Manager and approved by the
Board of Commissiorrs. Cost of living increaes will apply to al ranges of the Saary
Plan and will never apply to seled individuals, salary ranges, or classficaions. If a regular
employe e &dary is below the minimum for his position after the cost of living increase
bemmes effedive, his saary will be increased to the new minimum effedive with thepay
period immediately following the cost ofliving increase.
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Section 11. Pay For Part-time Work

The Sdlary Plan established bythe County Manager and approved by the Board of
Commissiorrs is intended to be for full-time service An employee appointed for lessthan
full-time service will be paid a pro-rated amountdetermined by conwverting the established salary
for the positionto an houly rate. See Chapter 3, Sedion 2 for part- time cadl-in employees.

All employees who work less than forty (40) hous aweek will be covered by Workmenés
Compensation and Socia Seaurity. Other benefits are avail able as provided in Chapter 11.

Section 12. Prepardion of Payroll

All payrolls shell be prepared in the Finance Department from time cards signed by the
employees and approved by the appropriate department heads. Dired deposit notices stall
bedistributed every two (2) weeks. Dred deposit nottes shall be distributed bythe department
heads or other appropriate administative personrel approved by the County Manager.  All
payroll payments shall be in the form of dired deposit effedive March 2006.

Section 13. Payroll Deductions

The county Finance Directar is autharized to make established deductions from an employe e 6
gross pay to cover federd and state income taxes, contributions for retirement systems, and
employee group insurance premiums. With the autharization of the employee the Finance
Director may also make payroll deductions for optioral benefits, credit union and other
miscdl aneous deductions as deemed appropriate by the Human Resouces department.

Section 14. Temination Pay

Upontemination of employment, an employee is entitled to payment for unugd annual leave
up to amaximum of 240 hous (252for EMSand 911 elecommuncéors), lessany deductions
for debtsoutsandingwith the County. However, if an employee leaves work without providing
a two-week notice he will forfeit his right to receved payment for accuued annual leave. No
sick leave slall be @id upontemination of employment. The Finance Directar shall deduct
from the fina paychedk any amount owed the County for group insurance gemiums or
approved advance leave. Thefina payment for unused vacaion leave will be combined with
thefina payched. Vacaion Lease will be mid in full upontemination. Each department will
turn in termination notices within 2 waking days.

No sverance pay will be allowed.
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CHAPTER 4 RECRUITMENT AND SELECTION

Section 1. Equal Employment Oppatunity and Americans With Disability Statement

It is the policy of the county tofoster, maintain, and promoteequal employment oppatunity.
The countydoes not discriminate on the basis of race color, national origin, religion, age, sex,
genetic information, disability or politicd affili ation in employment or theprovision ofservices.

Appointing autharities, and other personrel responsiblefor recruitment and employment, stall
continueto regularly review the implementation of this policy and relevant pradices toassue
that equal employment oppatunity based on reasoreble performance-related job requirementsis
beingactively observed. Notices with regardto equalemploymenimatters stall be posed in
consptuous paces where notices are custonarily posed.

Section 2. Priority to Current Employees, Emplgees Separged Becaiseof
Reduction in Force, and Veteransfor Filling Vacant Positions

It is the countyGs policy to crede caree oppatunities for its employees wherever possibleand
when it is in the bestinterest of the county. Therefre, present countyemployees will be given

priority consiceraion in filling a vacancy, provided they would appea to be the hkest qualified

for the positionif it were advertised to the generd public. Appointment of a current county
employee to a vacant positionmay bedonewithout officialy advertising thevacancy outsideof

county govemment if the procedures for recuitment in Sedion 3 are followed. However, if

other applicants pos®ss comparéable qualificaions and, if theautometic promotionor trander

of a current employee would continueany histaicd discriminatory employment pradices, the
countymustconsicer other applicants.

Veterans of the amed services and employees separaed becaise ofreduction in force policies
shell also begiven priority consiceraion provided they are qualified for the position.

Section 3. Recmuitment

Recwuitment for vacat positionsshall be condwcted in a fair and equitable manner. Current
employees are given priority consiceraion for vacat positions;however, good nmanagement
pradices dictate obtaining the best possiblepool of applicants. The County Hunan Resouces
Department will keep afile of current applicaions.

When job vacancies occur, the hiring authaity may seled candidates from any of the
caegories listed below:

Current employees
Employees sparaed becaiseof reduction in wak force
Outsideapplicants
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1. Current employees may be seleded from the department where the vacancy exists. Notice
of the vacaicy shall be posed in consptuous places or employees notified so trat all
employees in the department will have an equal oppatunity to apply for the vacancy.

2. If the hiring autharity determines no applicantsin the above category are qualified, or it is
desirable to expand the scope of recitment, then current employees may be ®leded from
any department in county govemment. Notice of the vacaicy shall be adequately posed
and distributed sothat all employees in county govemment shall have an equal oppatunity
to apply for thevacancy.

3. If the hiring authaity does not find satisfactory candidates in the above two
caegories, or if it is desirable to expand the scope of recmuitment, he may recwuit from the
generd public. If the vacancy is advertised to the generd public, the Human Resouces
Director shall be responsiblefor adequately publicizing such vacancy and listing the
vacancy with the North Carolina Employment Seaurity Commission. Notie of the
vacancy shell also be prominently posed in area where notices are custoraiily postd in
order to notify current employees ofthevacancy.

Job advertisements shall contain assuance of equal employment oppatunity and provide kasic
information about the position being advertised. The irformation shall include slary range,
employment qualificalions,and a brief description of the duties of the position. All Countyjob
vacancies shall be filed with the North Carolina Employment Seaurity Commission(ESC) for
a period of not less than seven (7) working days. The ESC may also sreen applicants if
desired bythe hiring autharity. All recruitment souces shall be advised of the countyés equal
employment oppatunity policy. Recuitment shall be from a geographic area as wide as is
necessly to insure that well qualified applicantsare obtained.

The hiring autharity may recuuit for thevacancy at any of thethree (3) levels, which will insure
thebest qualified applicant(s).

If an opening ccaurs in a positionthat has been advertised in thelast six monthsand there isa
ned to fill the positionrapidly, applicaions may be pulled from the applicant pool from the
prior advertisement withoutcompleting the aboverecuitment procedure.

Section 4. Applicaion for Employment

All personsapplying for employment with the county, including current employees shell be
required to complete an employment application. The N@drolina State Applicaion (PD
107)shall bethe standard applicaion acceted for any and al position listirgs.

All information provided on the applicaion must be true and corred. Providing false
information may be groundsfor elimination from consicerdion for a vacant position and/or
dismissl from county employment. Additional punishnent may be recaved as provided in
GS. 143(GS. 14122.1)
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Section 5. Testing

Applicants for cettain positionsmay be required to take varnous tests, which measure ability,
aptitudeor skill. All testsgiven to applicants shall be adminisiered and evaluated by qualified
individuals. All testsadministered will conform to al applicable legal regulations.

Section 6. Appointment

It is the policy of the county toemploy acording to merit and suitability for the position. The
county stall useall avail able meansto attrad qualified candidates for employment (see Sedion

3), and make such investigations and examinations as are deamed appropriate to asess
fairly the aptitude, educaion and experience, knowledge and skills, charader, physicd fitness
and other qualiti es required for positionsn the wice of thecounty.

Section 7. Identification

Thosepersonsapplying for positionswhich operae a motor ehicle mustpresent a valid North
Carolina dive slitcenseat the time ofemployment. The Hunan Resouces Department will,
prior to employment, condict a review of the driving record of the personto be hired and have
acriminal reaord chedk performed, which record will become gpart of theemploye e personrel
file.

Section 8. Residency Requirement

Cherokee County gives preferace to Cherokee County residents. However, if prospedive
employees live outside of Cherokee County, and their place of residence would not be
detrimental to the performance of duty, they will be consicered on their merit. Residence
within thecountywill not berequired, but is peferral.

Section 9. Pog-Offer/Pre-Employment Drug Testingand Badkground Chedk

See Appendix B, Sedion VI, Item A. All applicantsbeing dffered conditioral employment must
undergo a pre-employment badkground chedk that is based on job necessity and which may
include a criminal badkgroundchedk, cradit chedk, driving histay chedk, sex offender registry
seart and/or other applicable seardes spedfic to the jobbeing offered. A successul drug test
mustalso be completed before extending afina offer of employment.

Section 10.  Appointments, Sheriff and Register of Deals

The Sheriff and Register of Deals shell have autharity over appointments in their respedive
departments, with the CountyManager and Human Resources Directadaremining the class
and salary of new employees.
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CHAPTER 5. EMPLOYMENT STANDARDS

Section 1. Probationary Period of Employment

An employee appoinked to a pemanent position shall serve a probationary penod of nine (9)
monthsiwelve (12) monthsfor law enforcement officers and emergency management personrel,
unless otterwise stipulated byapproved departmental policies.

An employee serving a probationary period may be dismis®d at any time it is determined the
employee is not satisfactorily performing the assgned duties and performance is not likely to
improvewithoutfollowing the steps outlired in Chapter 9 of this policy.

An employee serving a probationary period shall recave al benefits provided in acordance

with these policies, except employees sewving a probationary period following initial

appointnent shall not be pemitted to take vacdion leave during the first three months of
probationary period.

Employees sewving a probationary period following initial appointrrent will not beallowed
to take military leave. Such required learze must be taken without pay. (See Chapter 10)

Section 2. Demotion

1. An employee whosework is unsatisfactory may be demoted provided the employee
showspromise of beaoming a satisfactory employee in another position Such a
demotion shall be made in acordance with the procedures in Chapter 8. The
employee shall be provided with written notice citing the recommended effedive
date of the demotion, ressonsfor the demotion, and apped rights available to
the employee as stated in Chapter 8 of this adinance

2. An employee who wishes to accept a positionwith lesscomplex duties andreduced
responsibilites may request a voluntary demotion. A voluntary demotionis nota
disciplinary adion and is made without using theprocedures in Chapter 8 of this
ordinance

Section 3. Trander

If a vacacy occurs and an employee €ligible for trander from another department
wishes to be consiceral for the appointirent, a written request and application must
be forwarded to the proper autharity during the reciuitment period for the position.
Therequestfor trander shall be subgd to approval of theaffected Department Head
Any employee tranderred without his or her having requested it may apped the
adion in acmrdance with the grievance procedure in Chapter 9.
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CHAPTER 6. CONDITIONS OF EMPLOYMENT
Section 1. Work Week

The standard work week for all employees of the various departments of the county skl be
forty (40) hous per week. The normal daily work schedule is eight (8) hous plus a lurch
period, with the exception of thosedepartments who are ona flexible wark-week schedule.
Thosedepartments work four ten-hour days per week with a fi [ex dayo off. When theadiviti es
of a particular department require another schedule, Department Diredors may authaize a
deviation from the normal schedule. Becaiseof the nature of various county adiviti es, some
positions require a work week of more than five (5) days swch as law enforcement and
emergency medicd sewvice personrel. Department heads shall work thosehous necessary to
ensue the satisfactory performance of their departments, but notdss than forty (40) hous per
week.

Offices are to remain open during lunch hous unless pemissionis obtained from the County
Manager. Departments should gganize staff acordingly.

Section 2. Conflict of Interest/Gifts and Favors

In acwordance with Board policy and related legislation, no employeg officer, agent, immediate
family member, or Board member of Cherokee County slall patticipate in the €ledion, award
or administration of a contrad suppated by Federd and/or State fundsif a conflict of interest,
red or apparent, would be involved. Such a conflict would arise when any of the following
has a financia or other interest in the firm seleded for award: 1) the employeg officer, agent,
or Board member; 2) any member of his/her immediate family; 3) his or her partner; or 4) an
organization that employs, or is aboutto employ, any of thoselisted. The Countyés officers,
employees, agents, or Board members will neither solicit nor accept gifts, gratuities, favors, or
anything of monretary value from contradors, potential contradors, or parties to subagreements
These limitationsare not inended to prohibit the accgptance of articles of nominal value which
are distibuted generdly, or to prohibit employees from obtaining persorel loans from regular
lending institutions.

Violation of this policy may result in digiplinary adion up toand including dismissl.

Section 3. Persorel TelephoneCalls

Countyphores, including cdl phores, are to beused for countybusiressand may be used for
persoral busiress on a vety limited basis. Telephonecdls recaved during busiress hous
must be held to both a minimum number and time limit and must not interfere with the
employe e @work. County provided cdl phores shouldonly beused for County busiessd

absolutly no persorael busiress. Ead employee should maintain a persord cdl phonefor
persoral use. Under no circumstnces are employees adlowed to condwt any busiress
pertaining to other employment on County phores. Persordal long distance cdls shouldnever
be made without Department Head approval unlessthey are charged to your home phoneor a
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cdling cad. It is the employe e fesponsibilityto ensue that no cost to the County results
from persord telephonecdls. Violation of this policy will result in reimbursement to the
Countyand possibldisciplinary adion.

Section 4. Useof CountyProperty

Use of property owned or leased by the county isintended for officia county busiess ony.
Property including supplies, tools, materias, and equipment are not for persore use and
shouldnot be remowved from county premises except in the condict of officia countybusiress.

Section 5. Limitation on Emplgment of Relatives

1. No two members of an immediate family shell be employed within the same
department without approval of the County Manager. Under no circumsances will
an employee be supevised by one of their immediate family members or work on
the same crew with an immediate family member.

2. Thetem fimmediate familyd ems an employe e @ife, huskand, mother, father,
guardian, son,daughter, brother, siser, grandchild, and grandparent, as well as the
varous combiretions of haf, sep, inlaw, and adopted relationships tlat can
bederved from thosdamily members ramed heran.

3. The provisionsof this sedion shell not be retroadive, and no adion will be &ken
conceming thosemembers of the same family employed in conflict with sedion 2,
abowe, prior to theadoption ofthis policy.

Section 6. Politi cd Activity Restricted

1. Every employee of Cherokee County has a civic responsibilityto suppet good
govemment by every available means and in every appropriate manner. Any
employee may join or affiliate with civic organizations of a partisan or politicad
nature, may attend politicd medings, and may advocae and suppat the principles
and policies of civic or politicd organizations in acmrdance with the constitution
and laws of the United States of America However, while on duty with the
County wrether during busiresshours or not, noemployee of Cherokee Countyshell:

a. Engagein any politicd or partisan adivity;

b. Use officia authaity or influence for the purpose of interfeing with or
affecting theresult ofan eledion oranomiretion for office

c. Be required as a duty of employment or as a condition of employment,
promotion, or tenure of dfice to contribute funds for politicd or partisan
pUrposEs,
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d. Coerce or compel contributions for politicd or partisan purposes by another
employee of the county; or

e. Use funds, supplies, or equipment of the county for politicd or partisan
purpoes.

2. Emplgees subged to the Hatch Act may not be candidates for eleded office in a
partisan eledion.

3. Any violation of this sedion may subpd the employee to dismissl or other
disciplinary adion.

Section 7. OutsideEmployment

Thework of the county tkes priority over other employment interestsof employees. All outside
employment for salanes, wages, or commissionand all self-employment must beeported to the
employe e department head before sich work is to begin and daumentation placead in the
employe & personrel file. The dgpartment head and the County Manager will detemine
whether the outsidework would crede a corflict of interest or otherwise be incompetible with
county service  The assumptionof outsideemployment without prior approval by the county
may be deemed improper condwt and subgd the employee to disiplinary adion, up toand
including dismissl.

Section 8. DressCodeand GroomingCode

Theimage of the countyis diredly related to the employees of the countyand the way in which
they conduct and present themselves.

All employees are expeded to dessat al times inan accetable and professioral manner, which
is consisent with good busiress pradice and weaher conditions. The department heal is
responsibleor determining what is acceptable attire for the department.

Section 9. Employee Ethics

County employees are expeded to discharge their duties congientiously and to conduct
themsalves in a manner, on and off the job, which will reflea favorably uponthe county.
Additionaly:

1. Employees shall refran from any useof their position, which is mativated by the desire
for private gain for themselves or other persons. They must conductthemseves
in suich amanner that there is no suggestion of the extrading of private advantage from their
employment with thecounty.

2. Employees shell exerdse discretion in their care of persord financia adiviti es to avoid
any legal li abiliti es thet wouldrefled unfavorably upon thecounty.
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3. Employees shall not usetheir positions,in any way, to coerce or give the appearance of
coerdang, another person to provide any financial benefit to the employee or to other
persons.

4. An employee shall avoid any adion, which might result in giving preferentia
treament to any organization or person;losing his independence or impatrtiality of adion;
or affeding adversely the confidence of the public in the integrity of thecounty.

5. An employee who witnesses another employee engaging in an unlawful ad onthejob shall
report that employee to theCountyManager.

Employees incettain departments may be subpd to additional employee ethics.
Section 10. Bre&ks

Bre&ks are notrequired by law and consequently shouldbe consicered as aprivil ege and limited
to thetime indicaed by the department head. Bre&ks should not irdrfere with theemploye e 0
work and shouldnot be taken unless wak circumsences warrant. Office personrel and other
employees responsiblefor answering thetelephoneand serving walk- in visitors shall arrange
to have their duties handled by another employee while they are on e&k.

Bredks shall be confined to countyproperty unlessotherwise allowed by theDepatment Head.
Under no circumsences may bre& time be cariied over into another time period, saved for
another day, combired with other types of leave oradded together to make one longbredk.
Brek time will not exceel fifteen (15) minutes ead for the morning and aftemoon.

Section 11. Harassnent/Sexual Harsssnent

Harassnent is defined as any physicd or verbal condict demonstating hostility toward a person
becaiseof his or her age, sex, race color, religion, national origin, disability, veteran or military
statusor other flegally proteded stat u thabhas the purposeor effed of creading an intimidating,
hostile, or dfensive wak environment or interferes with an individual & work performance or
othewise adversely affeds an individua& employment oppatunities. Harassing condict
includes, butis notlimited to: epithets, slurs, negative stereotyping or threaening, intimidating
or hostile ads that relate to age, =X, race color, religion, naetional origin, age, disability,
or politicd affiliation. Written or graphic materia that denigrates or indicates hostility or
aversiontoward an individual or groupis prohibited from disply on theemploye 5 Femises,
or circulation in theworkplace

Harassment does not include the condwct or adions of supervisors intended to provide
employee discipline, suwch as deficiency notices, performance evaluations, ora wamings,
reprimands orother supervisory adions inended to promotepositiveperformance

It is the policy of the County that harassnent will not be toleraed. All employees are
prohibited from engaging in the harassnent of any other employee or other personin thecourse
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of or intheconnedion with employment. The desired standard of employee behavior is oneof
cooperdion and resped for ead otrer, despiteany differences.

Sexual harassmnent includes unwelcome sexual advances, requestsfor sxual favors and other
verbal or physicd advances of a sexual nature. It is County polcy to fully suppat enforcement
of State and Federd anti-discrimination laws which provide that sexual harassnent is prohibited
where (1) Submissionto such condict is made either explicitly or implicitly a term or condition
of employment; (2) Submissionto or rejedion of such condwct by an individual is used as the
basis for employment dedsions affeding such individuals (quid pro quo); or (3) Such conduct
has the purposeor effed of interfeiing with an individual&G work performance or creding an
intimidating, hostile, or offensive waking environment. It is theright of all employeesto seek,
a any time, redress by the State Human Rights Commission, the Equal Employment
Oppatunity Commission, or through a court of law; however, employees are encouraged to
exhaustthe Countyés Administative remedies hefore consultingoutsideagencies.

Procedures in caseof report of harassrent: (1) In any casein which the sugervisor is witness
to or confronted with a situation of harassnent, the sugervisor shall immediately document and
notify the offending party that harassment is not appropriate and will not betoleraed. Ultimate
disciplinary adion will await completion of the procedure. (2) An employee subgeded to any
form of harassment shouldreport such adivity in writing to his/rer norrinvolved supenvisor,
department head, or diredly to the Human Resouces Ofice  (3) A supervisor is required to
report harassrent cases in writing to his/her department head, who in turn, is required to report
thematter in writing totheHuman Resouces Office. Such reportsto superiorsandto the Hunan
Resouces Office are to be nade in writing regardless of how knowledge of the case was
aquired. (4) The Hunan Resouces Manager, County Manager, or County Manage 5
designee shall investigate and submita written report setting forth the fads of the caseand a
recmmendation for adion. (5) The results of the investigation and the nature of the
disciplinary adion will be communcaed in writing by theHuman Resouce Office or County
Manage s Office toboth the complainant and the dfender as well as the affeded department
head. Either party may apped the dedsion in writing through the normal grievance procedure
if it is felt the findings were incorrea or thedisciplinary adion inappropriate.

Any employee who harasses another employee or member of the public may be subgea to the
full range of disciplinary adion, including discharge.

Due to the potentid for difficulties arnsing from intimate relationships between
supenvisors and subadinates, dating of supervisors and subadinates is not allowed. Dating
between two members of the same dgpartment is discouraged, but is not prohibited. If
a person with supewisory authaity wishes to establish an intimate relationship with
sonmeonewho is their subadinate, either the suevisor or the subalinate must trander to a
different department or tender a resignation. This policy shall not beretroadive, but will be
adhered togoingforward.

Section 12. SmokingPolicy

Smokingin Countybuildings and wehicles is pohibited

(@}
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This policy shall not be in conflict with other policies that may be adopted by policy- making
boardsregarding smokingin publicplaces.

Section 13. Alcohol and Drug-Free Workplaace Policy

All employees shall be given a copy of the Cherokee County Alcohol & Drug-Free Work Place
Policy. All employees shall be asked to sign a statement adknowledging recept of the policy
evidencing their willin gness to comply with it. Compliance with the Alcohol & Drug Free
Work Place Policy is acondition ofemployment. (See appendix B)

Section 14. Employee Assistance Program Policy

All employees shell be given a copy of the Cherokee County Emplgee Assistince Program
Policy and Procedures. The Employee Assisance Program Policy sets forth the establishment
of a program wheredoy County employees may seek confidential assisance with
persordl/family/medicd and other problems that have the pogntia to adversely hinder an
employe e persordl or work life. Employees may aso be referral by Management to this
program if a work issuehas arisen that it is felt would be improved with the assistince of this
program. All employeeswill beasked to sign a setement acknowledging recept of the policy
and procedures evidencing their willin gness to complywith it. (See Appendix C)

Section 15. Intemet UsePolicy

All employees shall be given a copy of the Cherokee County Intemet UsePolicy, which defines
and provides guidelines for the useof the CountyGs intemet. All employees shall be asked to
sign a statement adknowledging recept of the policy evidencing their willin gnessto comply
with it. Compliance with the Intemet UsePolicy is a conditionof employment. (See Appendix
D)

Section 16 Records Retention Policy

Cherokee Countyadopted the Records Retention and Disposition Schedule for County
Managemengpproximately 10 years ago The schedulestates that in accordance with the
provision of Chapter 121 and 132 of the General Statutes of North Carolina, it is agreed that the
records do not and will not have further use or value for official business, research, or reference
purposes after the nesctive retention periods specified herein and are authorized to be destroyed
or otherwise disposed of by the agencyofficial having custody of them without further
reference to or approval of either party to this agreement. litteefuagreed thahese records

may not be destroyed prior to the time periods stated; however, for sufficient reason they may
be retained for longer periods. This schedule is to remain in effect from the date of approval
until it is reviewed and updated.

Each employee iesponsible for checking the records retention schedule applicable to his or her
assigned department prior to disposing of hard copiesocumentsor emails that may be
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consideredpublic recordand for knowing what is and what is not a public recoftie email
retention time is based upon what type of document classification under which the email would
fal. APubl i c recordo or Apublic recordso shall n
photographs, films, sound recordings, magnetic or othpes, electronic dafarocessing
records, artifacts, or other documentary material, regardless of physical form or characteristics,
made or received pursuant to law or ordinance in connection with thadransof public
businessy any agency oNorth Carolina government or its subdivisions. Agency of North
Carolina government or its subdivisions shall mean and include every public office, public
officer or official (State or local, elected or appointed), institution, board, commission, bureau,
council, department, authority or other unit of government of the State or of any county, unit,
special district or other political subdivision of government.

The records retention schedule may be found online at the following link
http://www.ncdcr.gov/archives/ForGovernment/RetentionSchedules/LocalSchedules.aspx#char

t. Note that there are schedules for various different departments.elais h e mpl oy ee
responsibility to adhere to the schedule applicable to his or her department.

Section 17. Disclosue of Confidential Information

No county official or employee shall, without the approval of his supernor, disclose
confidentia information conceming theproperty, govemment or affairs ofthe county, norshall
he, under any circumsances, use such information to advance the financial or other private
interest of himsalf or others.

Section 18. On-Stred Parking

The limited amountof parking space around county buildings is always a problem. County
employees are not pemnitted to utilize stred parking during normal busiress houws.
Merdhants need thosespaces for customers as well as visitors to county buildirgs reeding to
transad busiresswith the \arious offices and depatments. Employees should usehe county
and town parking lots, campool if possibé, and ke persord autosout of theon-stred parking
spaces.

Section 19. No Solicitation

Vendas are not allowed to market products, services, etc. on county property during office
hou's except thosevendars representing a company deding in products or services related to
the busiress of Cherokee County. Approva for thoseexcepted will be at the dicreion and
diredion of the department heal or County Manager to ensue minimal office disruption.

Secton 20. Safey

To help ensue every employe e gafety and the seaurity of the work environment, the County
has established a Safety Program, administered by theSafety Diredor. This program provides
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aframework for providing asafe workplaae and is incorporated byreferance into thisPersonrel
Policies and Procedures Manual.

Eadh employee is responsiblefor following good, safe work habits and for complying with
safey and hedth regulations. Safety and hedth are to be placel first in importance in the
performance of work duties. The protedion of employees and the public on County
property is a shared responsibility ofevery employee Employees are responsibleor notifying
their immediate supervisors of violations or deficiencies in safe and hedthful working
conditions. This responsibility ircludes recommending corredive measures.

Employees shell immediately notify their immediate supervisors of every injury or acadent,
regardlessof their scopeor severity. Falure tofollow required procedures, dredives, policies,
rules, sugewisory orders, or safe work habits will result in disciplinary adion up toand
including temination as described in Chapter 8.
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CHAPTER 7. HOURS OF WORK AND OVERTIME

Section 1. Overtime/Compensatory Policy

Overtime: Overtime is defined as all work performed in excess of the hous pemitted under
the FLSA workweek. Overtime shall be paid at arate of oneand ore-half times theemploye & 0
straight houly rate. The Countyabides by al applicable sedions of the Far Labor Standards
Act and the Far Labor Standards Amendments of 1986. The County will propedy record
al applicable overtime accued for eat coveraed employee This overtime policy is applicable
only to employees of Cherokee County whoare nonexempt under the Far Labor Standards Act.
Overtime is compued as hous waked in excess of thehous pemitted under the FLSA
workweek.  Vacdion, sick, holiday, and compensatory time used do not count as hous
worked for the purposeof detemmining overtime hous. With the exception of public safety
employees, any hous worked by nonexempt employees in excess of 40 hous during a pay
week require overtime pay or, compensatory time off as stated in the compensatory time policy
below. Public safety employees (law enforcement and detention officers) may work vared
schedules totaling no more than 86 hous per pay period. Public safety employees who work in
excessof 86 hous per pay period will be compensated by overtime pay or, compensatory time
off.

Compensatory Time: Compensatory time is defined as time off granted an employee in
compensation for hours worked in addition to the employe e fegularly scheduled work week.
It is the policy of the County, in agreament with its employees, that non-exempt employees
recave compensatory time off at a rate of one-and one-half (1 %2) hous for ead hour of
overtime worked. Exempt employees may accue compensatory time at arate of onehourfor
onehourof hous owr forty (40) worked in aweek.

1. The CountyGs responsibility for payment of overtime and the granting of
compensatory timeis as follows:

a. Thecounty isrequired to compensate overtime at the rate of oneand one-half hours
worked in excess of the numier of hous allowed per week by employees
classfied as nonexempt as designated under theFar Labor Standards Act.

b. When an employee has acciued compensatory time, that time must be used before
usingvacdion or sick leave. Thiswill help prevent large accuuas of compensatory
time.

2. Depatment heals shall ensue that all overtime and compensatory time eaned and usd
is recorded on theemploye e timecard as it accurs.

3. Department heals will exerdse extreme discretion in the utilization of overtime within
their depatments. Temparary adjustirentsin working hours or redi gnment of duties within
the department should be consicered as atematives to the use of overtime. Overtime
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shell be consicered necessaryonly in emergencysituations, wheran additional effort is
needed to complete atask thatis criticd in nature.

4. All compensatory time should be kept to a minimum and supervisors shell make every
effort to see that work is acamplished within the established forty (40) hour wakweek or
86 hous per pay period in the caseof public safety employees. Compensatory time mustbe
taken within onehunded eighty days (180) from thedate eaned and the maximum amount
of compensatory time that may be acciued at any given time is two hunded forty (240)
hoursfor regular employees and four hunded eighty (480)hours for public safety employees
(law enforcement and detention dficers). Department Diredors may implement lower limits
for their employees povided swch leave limits are applied uniformly to all affeded
employees. Compensatory time shouldbe reported on the employe e ftime cad as such, so
thePayroll Clerk can maintain records.

5. Employees wishingto useacciued compensatory time mustmake arequestto their immediate
supenvisor.  Use of such leave will be alowed within a reasorable period following the
request as long as the usedoes not unduly disupt the operaions ofthe countyand shall be
within onehunded eighty (180)days ofaccual date.

6. All compensatory time will be paid in the form of time off. However, if it is to the kenefit
of the county, and with the approval of the department head and County Manager, an
employee may be paid for compensatory time in lieu of granting time df.

7. Exempt employees should record al hous worked and will be alowed to accue
compensatory time at an hour for hour rate for al hous over 40 physicdly worked in a
week. Compensatory time for exempt employees shall have no monretary value and may be
used only while the employee is still adively employed. Exempt employees will not be
allowed toaccuein excess of80 hous of compensatory time. Exceptions may be made in
extenuating circumstancesd must be approved by the County Manager. Approval for the
County Manager shall be provided by the Commission Board Chairman.

The Payroll Clerk shall ensue that a permanent record of overtime/compensatory timeacciued
and used is kept on all employees based on information provided by department heals,and that
the proper financia transadionsare completed at theend of ead pay period. Upontemination
of employment, the Payroll Clerk shall ensue thet eligible employees are given credit for all
overtime acciued and al unused compensatory time within the limitations established by this
policy. Under no circumstnces will an exemptemployee be paid for any compensatory time at
thetime of termination.

Section 2. Time Cards/Prepardion of Payroll

Time cardsare to becompleted by al employees. Thetime shed shall include: employee reme;
employee numler, department; pay perod; hous to be compensated broken down ona daily
basis into hous worked; holiday time, sick leave, compensatory time, vacdion, leave without
pay, etc.; employee signature, and suivisor sdsgnature.
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TheFinance Department will computeeanings as well as deductions. Changes in rate, position
and status shall be suppated by a Personrel Action Form approved by the Department
Heal/Supervisor and County Manager. The Personrel Action Form (PAF) shall be made a
part of the persord histay record of the employee No salary change shall be implemented
unlessacaompanied byan approved PAF.

Dired depositnotices will be distibuted to theemploye e department head or email ed diredly
to the employee unless other arrangements have been pre-approved. An employe & dlired
deposit notice may be relessed to the employe e 8poug, designated family member, or to
another person onlyif authaized in writing by the employee

Payroll records will be maintained acmrding to the approved State schedule for record
retention.

Fdsificatlion of time records for payroll purposes is ressonfor disipline upto and including
dismissl as per the Administrative Policy on Emplgee Conduct. (See Chapter 8, Sedion 9)

Employees may dired inquiries conceming payroll matters to the Payroll Clerk in theFinance
Office

Section 3. Training Time

Required attendance at training sessionsworkshops and other medings, whether before, during
or after theemploye e i@gular work schedule, is wak time.

Voluntary attendance at training sessions,workshops,and other medings is not work time.
Attendance is voluntary only if theemployee is notled to believe that his working conditions or
continued employment would beadversely affeded bynon-attendance

Section 4. Travel Time

Travel time is subged to the Far Labor Standards Act and will be consicered work time. This
does not include time spent traveling to and from the employe e Bomeand his locd office
Travel time includes time spent traveling to training sessions,workshops, redings, seminars,
etc. and any travel time which is part of an employe e @aily responsibilites sich as Building
Inspedors and Sanitarians.
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CHAPTER 8. SEPARATION, DI SCIPLINARY AC TION AND
REINSTATEMENT

Section 1. Types of Separdion

All separdions of employees from positionsin the serwvice of the County slall be designated as
one of the following types and shall be accomplished in the manner indicaed: resignation,
reduction in force, disability, retirement, dismissl or deah.

Section 2. Resignation

An employee who desires to temminate his employment with the countymustgive written notice
to hisimmediate sugrvisor or department head two (2) weeks prior to hislast intended day of
employment. An employee who does not provide the required notification shell have
recorded on his sewvice reaord that heresigned without giving proper notice. An employee who
is absent fromwork three (3) conseautive days withoutreporting to his supervisor theressonfor
his absence shall beconsiceral to have eminated his employment without notice, and notation
to thiseffed stall be recorded on theemploye e &ivice record.

A department head may allow an employee to forego working a notice of resignation if it is
deamed to bein the best interest of the department. In this event, theemployee would not be
paid for the hours not waked, but wouldrecave pay for accued annual leave.

Section 3. Reduction in Force

TheBoard of Commissiorrs has theautharity to cdl for areduction in force with theexception
of the Dept. of Socia Services and Hedth Dept., whoseDept. heads nmeke dedsionson these
isstes acording tothe personrel manual for Locd Govemment Employees subed to the State
Personrel Act. In the event areduction in force becomes recessary, consicergion shall be
given to the quality of eat employe e Opast performance as documented by current
performance appraisals, if available, the need for the employe e 8ervice and seniority in
detemining thoseemployees to beretained. Emplo/ees who are laid off becaiseof reduction in
force stal be given at least two (2) weeksd notice of anticipated lay-off. No pemmanent
employee shall be separaed while there are temparary or probationary employees serving in
the same classunlessthe permanent employee is not willing to trander to the position held
by the tempaary or probationary employee Under the provisionsof reduction in force the
Board of Commissiorrs has the option to make changes in work time and/or wak load to
acomplishthe reduction. Employees who are laid off becaise ofreduction in force may be
allowed to continuethe hedth insurance program under COBRA regulations (See Appendix 11,
Sedion 2).

Section 4. Retirement

County employees participate in and are eligible to retire under the North Carolina Locd
Govemmental Employees Retirement System. Any employee who is planning to retire must
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submita written request to the County Manage s d@fice at least one (1) month,but peferaly
onehunded twenty (120)days, prior to the planned effedive retirement date. Thoseemployees
retiring from county service shall be paid for annual leave not used at thetime of retirement
up to the annual alowed amountsof 240 hous for generd employees and 252 hous for EMS
and telecommuncaion employees. Any annual leare hous remaining above the amount
adlowed to be @d will be tanderred to theemploye e Sick leare acount. Employees
may apply al unused sick leave to retirement credit, in acordance with N. C. G. S.

Section 5. Dedh
All compensation due to an employee who dies while employed by the county will be paid
to the estate of the deceaed employee The dite of ceah will be ugd asthe dite of emination

of employment for the purposeof cdculating compensation.

Section 6. Disciplinary Actions

Disciplinary adions may be enforced if an employe e work performance or persoral conduct
is unsatisfactory. Depending uponthe circumsances, oneor more of the following kinds of
disciplinary adions may betaken; official written reprimand, digiplinary day off (without pay),
susgnsion, demotion, or dismissl. The departmenthead shell have the authaity to
adminiser any of the aforementioned forms of discipline.

An employee whose work performance is unstisfactory should recave two (2) wamings,
bothin writing, before final disciplinary adion resultingin suspensiondemotion odismissl is
taken.

Because of subsantial differences between failure in performance of dutes and failure in
persordl conduct, the disciplinary adions for eat may be cariied out differently. In all cases,
the employee shell recave a written sumnary of charges, and adions taken, a copy of which
shall go into his grsonrel file.

Personnel Committeei there shall be ersonnelCommittee comprised of the HR Director,
County Managerand County Attorney. The Personnel Committee shall be consulted by the
departnent head prior to anyinal decision of demotion dismissal or nondisciplinary
suspensionlt is strongly recommended that the Boards and Directors for Public Health, Social
Services and Electionslong with theSheriff and Register of Deeds also seek the consultation
of the Personnel Committee prior tmy final decisions of demion, dismissal, or nen
disciplinary suspension.

Section 7. Disciplinary Actionsfor Falure in Performance of Duties

An employee whosework is unsaisfactory over a period of time shall be notified by the
employe e ionmediate supervisor in what way theemploye e @work is deficient and what must
be doneif thework is to be satisfactory. Unsatisfactory work performance includes aspeds of
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theemploye e job which donotmed the standards set by theimmediate suvisor/department
head.

Thefollowing causes relating to failure inthe performance of dutes are representative, and are
not intended to be al inclusive, of thoseconsicered to be adequate groundsfor demotion,
susgension ordismissl:

1. Demonstated inefficiency, negligence orincompetence in performing one $dutes;

2. Cardess, negligent, or improper useof county property or equipment; (more serious
cases may also beconsicered to befailure in persoral conduct.)

3. Physicd or mental incgpadty to perform duties as determined by aphysician or other
appropriate medicd professioral.

4. Digourteous teament of the public or other employees;

5. Abuseof the county polties and regulations; (More serious cases may aso be
consicered to befailure in persoral condLct.)

6. Habitual pattem of failure to report for duty at theassigned timeand place

7. Falureto obtain or maintain a current licenseor cettificate required as a conditionfor
performingthejob;

8. Absnce without approved leave;

9. Habitual improper useof sick leave privil eges;
10. Falureto follow established policies;

11. Habitual tardiness.

Section 8. ProgressiveSteps ofDiscipline

The progressive steps of discipline outlined below should normally be taken with an
employee whoseperformance is unstisfactory.

1. Initial Written Waming 1 The supeivisor/department head or County Manager shall
prepare awritten sttement of thefollowing:

a. Inform the employee how he has not met the performance requirements of the job and
why his performance has been unstisfactory;
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b. State the spedfic adions the employee neeals to take, and the time frame for
taking such adions, to impove performance to asatisfactory level;

c. Inform the employee of the consequences of failing to make the required
improvements.

d. The personpreparing thewritten statement shouldrecord the date of the statement and
other necessary information for any future use, and place a copy of the notes in the
employe e gersonre file.

The employee should sign the initia written waming with a copy being placeal in the
employeés personrel file. The employe e failure to sign the written waming does not affed
the validity of the waming. The supewisor/department head or County Manager should
indicate on thewamingthat theemployee refused to sgn it and have it withessd.

1. Subsequent Written Waming - The supervisor/department head or County Manager, shall
prepare a written summary of the performance problem(s) as outlined below. The
supevisor/depatment head or County Manager, shell present the written waming to the
employee and diguss itscontents, which should irludethefollowing:

a. Date(s)and pointscoverel in previous waming(s);

b. A description of spedfic performance problem(s);

c. Spedfic adionsthe employee nealsto take to improve performance toa saisfactory
level;

d. Agenerd time framealowed for improvement;

e. A strong notice that continuation of the gerformance problem(s) will resultin mare

severe disciplinary adion up toand including dismissl.

The employee should sign the written waming with a copy being placal in theemploye & 6
personrel file. The employe e failure to sign the written waming does notaffed the validity
of the waming. The supervisor/department head or County Manager should indcae on the
waming that theemployee refused to sgn it and have it witnessd.

1. PreDisciplinary Conference If previous wamings have not been effedive, the
employee shall be subject to a pralisciplinary conferencebefore being
suspendeddismised or demoted. Before conducting the prédisciplinary conferencehe
department head shouldreview thecontents ofthe previous wamings and take thefollowing

steps:
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a. The department head shall consult with the Personnel Comraitteshall provide
information on the specific issues and actions concerning the emplsyee
performance

b. Fol l owing the department headoapremeeti ng
disciplinaryconference shell be held between the department head and the
employee for the purposes of presenting the employee withthe sgadfic resson(s)
for any proposedisciplinary action The department head shall have a witness
present.The employee shall have the right to respondat the conference

c. Immediately following theconferencethe employee shall lmispendevith pay
until the following work daywvhen the department head shwtify the employee of
theadion taken and will provide the employee with a written copy of the dedsion.
Such written notice shal include an indicaion of the employe e Gght to apped.
A copy of theadion stall be placeal in theemploye e @ersonnefile. Final action
shall be the decision of the department head.

Section 9. Disciplinary Actionsfor Failure in Persoral Conduct

An employee may be susgended, demoted or dismis®d for causes relating to persoral conduct
detrimental to service with the county in order to avoid unduedisruption of work, to proted
the safety of personsor property, or for other serious reasons. TheCountyreserves theright
to take disciplinary adion, up to and including immediate dismissal, as warranted by the
senousress ofany given situetion and thecircumsnces.

The following causes relating to unacceptable persoral condwct are representative, and are
not intended to be al inclusive, of thoseconsiceral to be adequate groundsfor susgnsion or
dismissl:

1.

Reporting to work under the influence of intoxicants or nongrescription/illegal drugs, or
using such subsénces while on County property. This includes prescription drugs if they
impair theemploye e dbility to perform their designated duties.

Being absent from work without pemission or failure to report to the supervisor/
department head when oneis absent.

Being habitually absent ortardy for any reason.
Falureto perform assigned wark in an efficient or effedive manner.

Being wasteful of material, property or working time.

Inability to get along with fellow employees so that the work being doneis hindered and
not up torequired level.
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7. Conduwt on the job, which violates the common decexcy or mordity of the
community.

8. Conviction of afelony or grossmisdemeanor.

9. Speing criticdly or making derogatory or false acaisations so as to discredit other
employees orsupenisors.

10.Removal of County morey, merchandise, or property, including property in thecustody
of the County, without pgermission.

11.Lying to supevisor, department head in conredion with your job.

12. Dishomsty, including giving false irformation, intentionally falsifying recordsor meking
false statements applying for employment.

13.Being on County premises during nonworking hous withoutpemission, unlessengaged
in countybusiress.

14. Divulging or misusing confidential information, including removal from County
premises, without poper authaization, any employee lists, remrds, designs,
drawings, orconfidential information of any kind.

15. Accepting fees, gifts, or other valuable itemsin the performance of the employe e dficial
duties for the County.

16. Inability or unwillingness to rform theassigned job.
17.Fdsificaion of time recordsfor payroll.

18. Abuseof sick leave privil eges by reporting sick when not sick or obtaining sick leave pay
falsely or under false pretenses.

19. Theuseof profanity or abusivelanguage towards afellow employee or member of thegenerd
public while performing official duties as aCountyemployee

20. Digrimination against orharassment of co-workers.
21. Deliberae damage to Countyproperty.
22.Fighting or threaening to fight another employee - aggressoronly.

23. Misuseof Countyfunds orembezz ement.
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24.Participation in any adion that would in any way sernously disrupt or distub the namal
operaion of a countydepartment orany segment of countygovemment.

25. Pladng phone cdls to county employees (at work or a home) for the purpose of
harassing orforcing dialogue or discussionfrom the employee or occupants against their
will.

26. Trespassingon the home of any county employee for the purposeof harassingor forcing
dialogueor discussionfrom theemployee or occupants against their will.

27.Will ful damage or destruction of property.

28. Possssion ofillegal weapons on the job and the open carrying or displaying of firearms
(exceptio® law enforcement) on the jolrhis covers the illegal possession of all lethal
weapons by employees while on the job and also covers the open carrying or displaying of
firearms while on the job.

29. Usingprofane language to threaen-embarrassfellow employees.

30. Brutality in the performance of duties.

31.Refusal to accept a reasoreble and proper assgnment from an autharized supervisor
(insubadination).

32. Acceptance of gifts inexchange for fi fvas orfinfluenc e 0
33. Emgaging in incompetible employment or serving a conflicting interest.
34. Violation of politicd adivity restrictions.

35. Conviction of or entry of a plea of fino contestd, a misdemeanor that would adversely affed
performance of duties, orany felony.

Section 10. Disciplinary Suspension

An employee who is suspgended for disciplinary reasonsshall be relieved tempararily of all
duties and responsibilities and shall recave nocompensation for the griod of susgnsion.

1. An employee may be suspgended without written notice by the department heal for causes
related to persoral conduct in order to avoid unduedisruption of work, to proted the safety
of personsor property, or for other seriousreasons. When the dgpartment head susgendsan
employee he shell tell the employee toleave County poperty a once and remain away
until further notice The supervisor/department head shall notify thePersonnel Committee
immediately. A disciplinary susgnsionis without gy and showd not exceed a period of two
(2) weekdeforeadditional actions taken
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2. A written summary giving the circumsances and facts leading to the susgnsionand notice
of appeds rights shall be prepared bythe supervisor/department head; onecopy

shell be delivered to the employee, one copy shall be filed in the employe & 6
personrel file, and o copy shall be provided to the Personnel Committee

Section 11. Non-Disciplinary Susgension

During theinvestigation of an employee the department head may susgend the employee
without pay for the duration of the pocealingsasanondisciplinary adion. Prior to placing
an employee on a nedisciplinary suspension, thadepartmentead shall consult with
the Personnel CommitteeTheinvestigation mustinvolve matters thet may form the basis
for disciplinary susgnsion,demotion, or dismissl in order for thenon-disciplinary susgnsion
to be allowed. Full recovery of pay and benefits for the period of nondisciplinary susgnsion
shall be providedf the suspnsionis teminated with full reinstatement of the employee A
nontdisciplinary susgnsion rmay notexceal two (2) weeksvithoutfurther adion. Further action
may consist of additional days of suspension to accomméd#terinvestigation. In no case
will the total days of nowisciplinary suspension exceed six (6) weeks avitla final decision
on the matter.

Section 12. Disciplinary Actions Toward Tempaary Employees and Probationary
Employees

Temparary and probationary employees serve at the pleasue of the county. If suwch an
employee fails to perform satisfactorily, uponthe recommendation of the departmentead he
may be demoted or dismis®d at any timewithout further notice and without theright of apped
or grievance, except when the employee aleges discrimination based onrace =X, religion,
color or national origin. See Chapter 5.

Section 13. Consultation with Personn€lommittee Prior to Demotioar DismissalActions
Pertaining to Failures in Personal Conduct

a. A written sumnary of the caseshall be prepared by thesupervisor/department head
and submited to the HR Director and County Managkemg with a dedsion for
theadion to betaken;

b. Apre-disciplinary actiorconference shall be held between the department head and
theemployee for the purposes of presenting the employee withthe sgafic reasor(s)
for any proposedlisciplinary action. The department head shall have a withess
present. The employee shall have the right to respondat theconference

c. Immediately following the conference,the employee shall be disciplinarily
suspended fom period of not more than two (2) weeks during which time the
department head shall consult with the Personnel Committee. Final action shall be
the decision of the department head.
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d. Thedepartment head will notify the employee of the adion taken and will provide
the employee with awritten copy of the dedsion. Such written notice stal include
an indicaion of the employe e d@ght to apped. A copy of the adion sl be
placel in theemploye efile.

Section 14. Right of Apped

An employee may apped disciplinary adion taken against him through the County@ grievance
procedure as described in Chapter 9 of this manual. See Chapter 9 for exceptions.

Secton 15. Reinstatement

An employee who is separded becaise of reduction in force is given priority
consicerdion for filling job vacancies and may be reinstated with full benefits, if the length of
the period of separdion is lessthan the previous continuousperiod of employment, with the
approva of the depatment head and the County Manager. An employee who is reinstated shall
be credited with previous ®wice and previouslyaccued sick leave and will recave al benefits
provided in acardance with thepolicy. Thesalary paid a reinstated employee shall be as close
as reasorebly possibé, given the circumstences of ead employe e dase, to the salary step
previously attained by theemployee in the salary range for the previous class ofwork, plusany
acrossthe-board pay increases.
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CHAPTER 9. GRIEVANCE PROCEDURE
Section 1. Purpose

The grievance procedure provides an adequate and fair means for heaing matters of
concem to countyemployees.

Section 2. Coveraye

This grievance procedure applies to al departments and al employees of the County, with

the exception of employees subgd to the State Personrel Act, employees of the Board of
Elections, Sheriffand Register of DeedsFor employeesubject to the State Personnel Act
appeds of temination shouldbe direded to the Office of Administrative Heaings. Any other
grievance by these employees should be directed to their respective Department Director or
Board. For employees of the Board of Elections, SherifRagister of Deeds, grievances must

be presented to the Board of Electiore &lections Supervisor, the Sheriff, or the Register of
Deeds respectivelyA grievance is defined as any matter of concem or disstisfaction arising

from theworking conditions ofan employee subgd to thecontrol of the county.

Section 3. Policy

Every employee shell have theright to present a grievance in acrdance with these pocedures,
with or without a representative, free from interference, coeraon, restraint, discrimination,
penalty, or reprisal. Employees will be allowed such time off from their regular duties as may
benecessary andreasoreble as determined by thedepartment head or CountyManager to prepare
and present agrievance

Section 4. Grievance Procedure

1. Step One. An employee must file a grievance in writing, with the imnediate
supenvisor/Department Heal, within fifteen (15) days of the dite theemployee leains ofthe
incident, giving riseto the grievance. If the grievance concems an apped of a dismisal, it
shell be filed direaly with the County Manager at Step Three If thegrievance is against
thedepartment headt may befiled with the CountyManager or if that positionis vacant,
to the Chairman of the Board of Commissio®rs. An apped notrecaeved within fifteen
(15) days will not be acknowledged or responekd to as it will be deemed to have not been
submited in atimely manner. Theimmediate sugvisor/department head shall mee with
the employee within ten (10) days of recapt of the grievance and attempt to resolve the
grievance informally. If informal resolutioneffortsfail, theimmediate supervisor skl issue
a written dedsion on the grievance not later than ten (10) days following the meding. The
employee will sign acopy of the dedsion to adknowledge recept and date of the respone.
Employees whoare under the supervision of the Register of Deeds or Sherniff shall have no
reamursebeyond this stp.
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2. Step Two. If theemployee is disstisfied with theresponseat Step One, the employee nay
file the grievance in writing with the department head, within ten (10) days of recept of the
immediate supevisor Hdedsion. The grievance shell state concisely the basis for the
complaint. The department heal shall med with the employee withinten (10) days of
recapt of the Step Two grievance, shell review the cedsionat Step One, and shall make
an independent determination on the meiits of thegrievance Within ten (10) days of
the meding with the employee the department head shall issuea written dedsion. The
employee will sign a copy ofthe dedsion to acknowledge recept, and chte therespong.

3. Step Three If the employee is dissatisfied with the responseat Step Two, the
employee may forward the written grievance to the County Manager within five (5) days of
recapt of the Step Two dedsion.

The County Manager, in consultation with the Personnel Committ@gll render a written
dedsion within fifteen (15) days of recapt of the grievance The employee will sign a copy of
the dedsion to adknowledge recept and date of the respong. The dedsion of the County
Manager endsthe formal grievance processand is thefinal and bindingdedsion ofthe County.

Section 5. Discrimination

Any countyemployee who has reasonto beli eve that promotion,training, or trander was denied
him or that demotion, layoff, or termination of employment was forced uponhim becaise of
his/her age, sex, race color, national origin, religion, creel, politicd affili ation, or
physicd disability (except where spedfic age, sex, or physicd requirements constitutea bona
fide occupationa qualification necessary to proper and efficient administation), shall have the
right to apped diredly to the County Manager. An employee mustapped an alleged ad of
discrimination within fifteen (15) days of theall eged discriminatory adion. No employee shall

be subpded to any form of discrimination or coerdon as aresult of having exerdsed hisright
to file agrievance

Section 6. M aintenance of Rerds

All documentation, records and reports will be retained for a minimumof three (3) yeass and
shell be held in the employeés pemanent file intheHR D i r efice dhmeserecrds will
be subgea to review by the grievant, the employe e department head, the CountyManager,
or other appointingautharity, and theCommissiorrs.

Section 7. Other Remedies Preserved

Theexistence of the grievance procedure does not pedudeany individual from pusuingany
other remedies avail able under law.
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CHAPTER 10. ANNUAL LEAVE/SICK LEAVE/HOLIDAYS

Electad Officials i Eleded Officias will notean annual or sick leave. The County will bank
any sick hous that the Eleded Official wishes to trander over from their previous employer,
evidenced by suppating documentation, in order to trad this information if they chooseto
trander it to a new employer at the end of their temm of office or to usethe hous as creditable
service for retirement puposes.

Section 1. Paid Holidays Obsved

1. Cherokee County will follow the State © paid holiday schedule for eah year Paid
holidays are not a legal requirement, but are a benefit provided at the discretion of each
employer.The following holidays, and such others as the Board of Commissiorrs may
designate, shell be observed bycountyoffices and shall be counted as hous waked:

New Ye asrDéy 1 Day

Mattin Luther King Jr.Gs Birthday 1 Day

GoodFriday 1 Day

Memoarial Day 1 Day

Independence Day 1 Day

Labor Day 1 Day

VeteranGs Day 1 Day

Thanksgiving 2 Days

Christmas 2 or 3 Days (Contingent upon the State ©

holiday schedulefor eat yeay

2. Emplyees who wish to useleave for religious observances mustrequest leave from their
respedive department heads. The departments heal will attempt to arrange the wak
schedule so that an employee may be granted annual leave for the religious obgwvance
Annual leave for religious observance may be denied only when granting theleave would
crede an unduehardshipfor the county.

3. Part-time employees recave holiday pay only when the day is adually worked. Part- time
employees who work on a holiday recave regular pay for the hous worked, plus onehalf
(1/2) of thosehous as holiday, not toexceal eight (8) hous of holiday pay.

Section 2. Effect of Holidays orOther Types of Paid Leave

Regular holidays which occur during a vacdion, sick or other paid leave penod of any
employee of the Countyshall not becharged as vacadion, sick or other paid leave.

Section 3. When Work is Required on Holichys

Employees who work the standard numler of hous per week and are required to work on a
regularly scheduled holiday will be granted time off for the hous worked. This time mustbe
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taken with the approval of the department head, within thirty (30) days from the holichy.
Employees in public safety and other departmentsthat mustremain open onthe holicay will be
paid for hous waked in addition to holicay pay.

Section 4. Annual Leave

1. Eadch full-time or probationary countyemployee working a forty (40) hourwork week stell
ean annual leave as follows: Part-time employees do not eain annual leave or sick leave.

Y eas of Aggregate Hours Eamed Hours Eamed

State Service Eadch Month In OneYea
Less tlan 2yeass 6 hous 40 min 80
2 but kss than 5 8 hous 96
5 but kss than 10 10 hous 120
10 but kss than 15 12 hous 144
15 but kss than 20 14 hous 168
20 years ormore 16 hous 192

For annual leave eaned abovethe minimum, such shall be compued beginning with the first
day of the pay period following the pay period of the employe e énniversary date. Full-time
County employees whoseworkweek is more than forty (40) hous shell ean annual learein
dired propartion to their workweek.

Emergency Medicd Services personrel and Telecommuncators are scheduled an average of 42
hours per week. Theseschedules are 5% higher than regular countyemployees. In consiceraion
of this work schedule, the Board of Commissiomrs agrees that EMS personrel and
Teleoommuntators shall acamulate vacaion and sick leave at 1.05times theapproved accua
rates for theseleave types. The nmaximum acamulation of vacdion hous for EMS personrel
and for Telemmmuncators shall be 252 hous. Vacdion and sck lease shall be charged onan
hourfor hourbasisas with other CountyEmployees.

2. Employees may acaimulate amaximum of thirty (30) days of annual leave. Effective January
1% of eat year, any county employee with accued annual vacdion leave in excess of 30
days or 240 hous (252 for EMS employees and telecommuntcators) shal have thisleave
converted to sick leave. This converted sick leave shall be used in the same manner as
accued sick leare and may be used for autharized sick leave puposes. And,like regular
sick leare, any unused converted sick leave may be counted toward creditable service at
retirement with twenty (20) days (160 hous) or any portion thereof countingas onemonth
of sewvice

3. Annua leare may be taken as eamned by the employee subgd to the approval of the
depatment head. Useof annual leare may be denied if the usethereof credes an undue
hardshipontheemploye e r@spedive depatment. Saturdays, Sundays,and holicays falling
within the normal vacdion period shell not be consicered as part of vacdion leaze. Annual
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leave may not be used in a holiday week or pay period (for sheriff and detention
employeesjo causean employeetorecavemor e hour s6 pay than the
normally been scheduled to work for that particular week or pay period.

4. The Finance Directar is autharized to pay, as terminal pay, al unused annual leave time,
but in no case shall this temminal pay be for more than thirty (30) days. An employe & 0
failure toprovide a tweweek notice of emination will resultin aforfeiture of payment of
any accued annuel leave. Uponthe deah of a pemanent employeg there shall be paid to
his estate asumequal to all unused annual leave, but not toexcea thirty (30) days.

5. After all annual leave is exhausted, uponwritten request of the employeg a period of leave
without pay may be granted at the discretion of the department heal, and with the approval
of the County Manager, not to exceed ten (10) days for recredional purposes within atwo

(2) yea period. Abusesee Section 14. 2% Paragr aph.

Annual (vacdion) leave may be used for rest, relaxation, for medicd and legal appointnents
when sick leave is exhausted, and for absences due to adverse weaher conditions (unless
otherwise spedfied-see inclement weaher - this chapter, sedion 22).

Time taken off by employees using approved leare with pay, or recaving worke 5 6
compensation benefits, shall be couned as time waked for the pupose ofannual leave
acamulation.

Section 5. Sick Leave - Policy

Sick leare with pay is a privil ege granted by the countyfor the benefit of an employee when
sick or injured or when attending to an immediate family member (spoug, parents, children,
grandparents, grandchildren, including sep, half, and in-law relationships) or a rember of the
employe e boushold who is sick. Sick leare may also be used for medicd appointnents,
dental appointents, eye dactor appointirents, deah in the imnediate family (spoug, parents,
children, brothers, siskers, grandparents, and grandchildren, including step, half, and in-law
relationshipg, and when exposure toa contagious diseasewould jeopardize the hedth of others.
Sick leave is neve to be used asa substitute for annual leave Sick leavemay not beused in
a holiday week or pay period (for sheriff and detention employe®sjausean employee to
recevemor e hoursé pay than the employee would h
that particular week or pay period

Temparary employees are not entitled to ean sick leave. Tempaary employees must tke
leave without pay for days missed dueto sickness.
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Section 6. Sick Leave - Accumulation

Eadh full-time and pemanent trainee and probationary employee shell ean sick leave at therate
of one(1) day per month.

Timetaken off by employees usingapproved leave, or time off under workmenés compensation,
shell be couned as time worked for the purpose of sick leareacamulation. There
is no maximum acaimulation for sick leare. EMS employees and Telecmmmuncators will

ean sick leave at 1.05 times the approved acciual rate. Sick leave will be charged onan hour
for hourbasis.

Section 7. Sick Leave - Useand Reporting

Sick leave must becharged as ugd. All employees stall be dligible to usesick leave as soonas
it is eaned. Employees are required to notify their supervisors as soonas possibg, but no later
than one(1) hour after the beginning of their regular workday, if they are unable to be at work
becaise of illness. In departments wtlere replacanents or schedule changes are necessary,
employees are required to notify their supervisors nolater than onehourbeforework is scheduled
to begin. Department headsare autharized to determinerequirementsfor notificaion.

Section 8. Sick Leave - Physicianés Cettificaion

For all absencesdueto ilin essextending keyondthree (3) days, aphysicianés cettificae poviding
proof theemployee was unable towork due tailln ess,injury, or illnessin theemploye e family,
shell berequired uponrequest. A physicianés cettificaion regarding an employe e ébility to
return to work after an illnessor injury may aso be required. Thedepartment head or County
Manager has the autharity to request thecettificaion.

Falure of an employee to providerequested proof shall constitute aeasonfor non payment of
the days taken or the deduction of annudl leare. Such adion may aso be constued as
groundsfor further disciplinary adion.

Section 9. Sick Leave - Retirement Credit

Onemonthof retirement credit is alowed for ead twenty (20) days (160 hous) acciued in an
employe e $ick leave acountat the time ofretirement, to employees who are members of the
North Carolina Locd Govemmenta Employees dRetirement System. (See Your Retirement
Benefits from the North Carolina Locd Govemmental Employees Betirement System).

Section 10. Sick Leave - Payment UponSepardion

Employees will not be paid for any portion of unused sick leare when they leare the
employment of the county for any reason.
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Section 11. Acceptance of PreviousSick Leave

A new employee of the county, whoselast employer was the State of Nath Carolina oranother
locd govemment in North Carolina, may be given credit for acamulated sick leave with the
previousemployer. The credit for sick leave applies only to an employee whocamediredly to
the countyfrom the previous employer with no significant gap in work time. Credit is notgiven
for previous service with the county orfor service with a previous employer when there is over
one(1) yea brek in work time or when retirement benefits were withdrawn.

Section 12.  Childbirth Policy

In acordance with the policy on Equal Employment Oppatunity, female employees shall not
be penalized in their employment becaise they require time away from work caused by or
contributed to/by pregnancy, miscariage, abortion, childbirth and recvery. Disabiliti es
resulting from pregnancy shall, for sick leare purposes, be treded the same as any other
tempaary disability sufered by an employee Accumulated sick leave may be used for the
period of adual disability as a result of child beaing or recovery there fom. Since there is no
celtainty as to when disability adually begins and ends,a doctor Scettificae shall be required
verifying theemploye e period of temparary disability.

Section 13. Family Medicd Leave

A pemanent employee is pemitted to take family medicd lease in acmrdance with the Family
and Medicd Leave Act of 1993, as amended in 2009 (FMLA). The employee may eled to
useaccued annual or sick leave before going on leave without pay status. TheCountyrequires
that paid leare runsconcurrent with Family and Medicd Leave. Family leave may be used for
thefollowing:

1. Pregnancy, miscariiage, abortion, childbirth, or recovery there from, initial child care and
adoption and foskr care This leare must be completed within one yea of the childé
birth or placanent and may not be taken on an intemittent or reduced schedule.

2. A serious hedth condition that renders the employee unable to perform the job. A doctor
cettificae will berequired verifying theemploye e @eriod of illnessor disability.

3. A serious hedth condition of an immediate family member. Immediate family is defined
as spoug, parents (in-laws are notincluded), or child (under age 18, orage 18 orolder and
incgpable of self-care becaiseof adisability).

4. Any qualifying exigency arising from the fact that the employe e §pous, child, or parent
is on, or has been notified of an impending cdl to, adive duty status in the National
Guard or Reserves or an active Armed Forceservice membeon active duty in a foreign
country(or as aretired member of theregular Armed Forces or Reserves) in suppat of a
contingency operdion ( Active Duty Lease 0 ) Thefollowing ressonsmay constitute
qualifying exigencies: shat notice deployment; attendance at cettain military programs
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related to adive duty assgnment; change in childcare obligations due to adive duty

assgnment; change in care arrangements for theer vi c e mpaeem lwho i$ s
incapableofselt ar e when the care is necessitated I
(this may includearrangingfor alternative care, providing care on an immediate need

basis, admittig or transferring the parent to a care facility, or attending meetings with

staff at a care facility)attendance at appointnentsrelated to financial or legal planning

as aresult of adive duty assgnment; attendance at counsling sessionsthat are nealed as a

result of an adive duty assgnment; shat- term temparary rest and reauperdion leave of a

coveral service member during a time of deployment; attendance at cettain other pog-

deployment adiviti es; and other adivities as agreed upon bythe Countyand employee

Additionally, under the FMLA, €ligible employees may be granted up to a total of 26 weeks

of unpaid leave during a single 12-monthperiod to care for a spoug, child, parent

(in-laws not included), or next of kin (nearest blood relative) who is a current member of the

Armed Forces (including the National Guard or Reserves) and has incurred an injury or illness

in theline of dutywhile on adive dutyin the Armed Forces, provided that such injury or illness
renders the servicemenber medicdly unfit to perform the duties of thesewvicemembeld effice,

grade, rank or rating and for which the service member is uncdergoing nedicd treament,
reauperaion or thergpy, or the servicemenberis in outpetient status, or is on the temparary

disability retired list. This type of leave isreferrel to in this policy as fiServicemember Family

Leare.0 The National Defense Authorization Act
members still active in the military but to members who are veterans who have been other than
dishonorably discharged within five years of receiving the medical treatneeaparation or
therapy prompti ng t h @©uriegthe $ingle/12-manth erockimwheh r e g u e s
Sewvicemenber Family Leare may betaken, eligible employees are limited to a combined total

of 26 weeks of unpeid leave for any reasonunder the FMLA; however, no more than 12 of those

weeks may betaken for non-Service member Family Leave.

The definition of a fAserious injury of illne
that was incurred or aggravated by the member in the line ofodugtive duty in the Armed
Forces and manifested itself before or after the member became a veteian, an
1. A continuation of a serious injury or illness that was incurred or aggravated when the
covered veteran was a member of the Armed Forces anereehitheservice member
unable to perform the duties ofthee r v i ¢ e office,giade rrails or rating; OR
2. A physical or mental condition for which the covered veteran has received a VA
Service Related Disability Radriamiguch A VASR
VASRD rating is based, in whole or in part, on the condition precipitating the need for
caregiver leave; OR
3. A physical or mental condition that subst
or follow a substantially gainful occupatidry reason of a disability or disabilities
related to military service or would do so absent treatment; OR
4. Aninjury, including a psychological injury, on the basis of which the covered veteran
has been enrolled in the Department of Veterans Affairs Progf&omprehensive
Assistance for Family Caregivers.
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All qualifying leare will be administered in aceordance with theFMLA, as amended.

Eligible Employees

Eligible employees are employees with at least twelve months cumulative service with the
County andvho have worked at least 1,250 hours during the preceding 12 months. For purposes

of calculating hours worked for military employees, any time absent from work due to covered
service under the Uniformed Services wHmpl oy me
count as time worked.

L eave Requests and Certifications
An employee desiring to take family medicd leave must obtain the appropriate formsfrom
human resouces and submitthe completed forms no lessthan thirty (30) days prior

to the useof such leare, whenever the leave is foreseedle, stating thenature of the condition,
the anticipated dates and duration of the requested leave and the types of leave requested. If a
30-day notice is not possibg, then employees mustprovide notice as soonas pradicable and
in most cases must comply with the County®&s norma cdl-in procedures. If the leave is
for planned medicd treament (whether for employee orcovered family member), employees
mustconsultwith the department head in advance and make a reasoreble effort to schedule the
treadment so as to avoid any undueburden on the department. Falure to provide proper
notice in acwrdance with this provision may result in thedelay or denial of FMLA leave.

Employees must provide suficient information for the County to detemmine if the leave may
qualify for FMLA protedion, and the anticipated timing and duration of the leave. Employees
mustalso inform the County if the requested leave is for aressonfor which FMLA leave was
previouslytaken orcettified.

Falureto report to work at the expiration of family leave, unlessan extensionhas been requested
and granted, shall be consicered a resignation. However, with the mut@a agreanent of the
department heal and the employee an employee may return to work at less than the normal
numkber of work hous. A pemanent employee may be granted an additional lease of absence
without pay for up to six (6) cdendar monthsat the discretion of the County Manager. See
Chapter 10, Sedion 14.

Upon request, employees requesting leave becaise of their own sickness or that of a parent,
child, or spouse musprovide nedicd cetificaion or recetificaion from an appropriate
hedthcare provider. Employees requesting Servicemember Family Leave

becausea spoug, child, parent, or next of kin has incurred an injury or ilinessin the line of
duty whileon adive dutyin the Armed Forces, also mustprovide medica cettificaion from an
appropriate hedthcare provider of the service menmber. Employees mustcontad human
resouces to obain cettificalion forms.

Employees are responsiblefor paying for any cettificaion or recetificaion. The County, at its
own cost, may require a second or third opinion in the case of an employe e éwn hedth
condition or that or a parent, child or spoug. Upon request, employees must povide a
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physicianGs statement cettifying their ability to return to work and perform theessential functions
of their job. Falure to provide timely or complete cettificaions may resultin denial of leave
or return to wak.

Upon request, employees requiring leare becaisea spoug, child, or parent is on, or las keen
notified of an impending cdl to, adive duty inthe Armed Forces in suppat of a contingency
operaion mustprovidea cettification of such duty orcdl to duty, including acopy of theadive
dutyorders orother military issued documentation.

Periodic Status Report

Uponrequest, employees on FMLA leave will berequired to report periodicdly, as dreded, on
their status and intention to return to work. Falure to report, as direded, may result in
discontinuation of leave approval, denial of return to work or other disciplinary adion, including
termination.

I ntermittent or Reduced L eave
Intemittent leave (leave taken in separae blocks of time) or reduced schedule leave

(leave taken on a part-time basis) may be taken when medicdly necessary or in the case of
Active Duty Leave or Servicemenber Family Leare. Upon request, employees must povide
medica cettificaion that intemittent or reduced schedule keave is medicdly necessary, the
expeded duration of the leave and, if the leave is necessary for planned medicd treament,
the dates on which such treament is expeded to be given and the duation of such treament.
Employees must make a ressoreble effort to schedule leave for planned medicd treament so
as not to unduly digupt the County&s operaions. Emplgees taking such leave for planned
medicad treament (whether their own or covered family membe s5)énay berequired to trandfer
tempaaiily to an dtemative position withequivalent pay and kenefits for the duration of the
leave. Leave will be deducted in increments of .25 hours at a minimum

Spouse HCanbined L eave

Employees who are married to oneanother are limited to a combined total of 12 weeks of leave
during the 12-month period if the leave is taken for: (1) birth of employe e éhild or to care
for thenewborn child; (2) placament with the employee of achild for adoption orfoster care or
(3) care of theemploye e parent with aserious hedth condition.

Employees who are married to oneanother are limited to a combined total of 26 weeks of leave
during the single 12-monthperiod during which Service member Family Leave may betaken if
either Service menber Family Leave or a combiretion of Service member Family Leave and
FMLA leave is taken. If the leave taken by the huskand and wife includes FMLA leare
other than Service menber Family Leave, the 12-week limitation described abovewill apply
to that nonService member Family Leave.

12-Month Period
For the purposes of determining avail able FMLA leave for ressonsother than Service menber
Family Leave, the 12-month period during which employees may beéligible for FMLA leave
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will be cdculated on a 12-month period measued badkward from the date the FMLA leave
is requested to begin. For puposes of Service menmber Family Leave, the single 12-month
penod during which Service menber Family Leare may be taken begins on the first day the
eligible employee takes such leave to care for a coveral service member and ends 12 months
after that date.

For the purposes of detemmining avail able Servicemember Family Leave, the 12-month geriod
during which employees may be eligible for Service member Family Leave will be cdculated
on a 12-month period measured forward from the date the employe e ieave to care for the
coverel service member begins.

Benefits Catinuation

During leare, employees may continue hedthcare coverage under the group hedth plan.
Employees mustpay any premiumsdueat the sametime as it would be madeif paid by payroll
deduction or, if the employee eeds, the premiums may be paid in advance During the
leave, the sametermsand conditionswould apply had the employee nottaken theleave. Falure
of the employee to pay his or her share of the premiumsmay resultin loss ofcoverage.

Employees mustreimburse the Countyfor its payment of any benefits premiumsduring leave
as follows: (1) employees who do not return to work for at least 30 days may berequired to
reimbursethe Countyfor its share of group hedth insurance premiums paid

during the leare and (2) employees will berequired to reimbursethe Countyfor any payments
made by the County toward the employe & Share of benefit costs during the lkeave. Any
amountspaid by theCounty toward theemploye e dr CountyGs share of employee benefits costs
during theleave will be reaed as an advance inwages with reimbursement to the County made
through payroll deduction or vacaion pay deduction or forfeiture and, to the extent necessary
to adhieve full reimbursement, any other avail able means.

Reinstatement

Under most circumstnces, reinstatement to the @me position or one of like
classfication, seniority and pay shell be made uponthe employe es i@&turn to work if they have
not excealed the amount of leave pemitted under FMLA. Certain highly compensated
employees may bedenied reinstatement.

Information about FMLA leave

Employees who desire to take family or medicd leave should contad human resouces for
information conceming their eligibility for such leave under the Family and Medicd Leave Act
of 1993, as amended. For more information regarding employee rights under the FMLA,
employees may also refer to the US [@partment of Labor SONotice to Employees of Rights
Under FMLA which is posed in eat work locdion and in the hunan resouces dfice
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Section 14. Leave Without Pay Policy

A Countyemployee may be granted a leave of absence without pay for upto one(1) yea by the
County Manager and department head. An employee granted aleave withoutpay may be caried
on the CountyGs booksin a nonpay status. The leave will be used for extenuating persord

or immediate family circumstnces, completion of educdion, or speda work that will pemit
the County tobenefit by theexperience gained or thework performed. Theemployee will apply

in writing to the Department Heal for leave. He is obligated to return to duty within, or at the
end of thetime detemmined appropriate by theCounty Manager and Human Resources Director
If hefindsthat hewill notreturn to work, he shouldnotify the Department Head immediately.
Falure to report at the expiration of aleave of absence, unlessan extension fas been requested,
will be consicered aresignation.

An employee who continually exhauststheir available leave will be subed to the following:
An employee not reporting to work for three days anytime within a fiscd yea under leave
without pay dueto poor planning resulting in exhaustion of al available leare will besubpd
to disciplinary adion up to and including dismissl. Leave without pay is a benefit not to be
abused. Employees shouldstrive to conserve their leave days in an effort to bebest prepared for
unforeseen circumsances.

Section 15. Voluntary Shared Leave Policy

There are occurrences brought about by prolonged medicd conditionsthat causeemployees to
exhaustall avail able leave and therefbre be placel on leave without pay. It is recognized that
such employees forced to go on leave without pay could be without incomeat themostcriti cd
point in their work life. It is also reagnized that fellow employees may wish to voluntanly
dorate someof their leave soasto provide assisaince toafellow Countyemployee This policy
provides an oppatunity for employees to assistanother affeded by a medicad condition that
requires absence from work for a prolonged period of time resulting in possiblelossof income
dueto lad of acaumulated leave. The hous of eleded officials caried in the bookswill not
be available for doretion. In thecase of a prolonged medicd condition, an employee may
recave doreted leave from other employees within Countygovemment. For purposes of this
policy, medicd conditionmeansa sriousillnessof an employeg their spoug, parents,children,
or other dependents as allowed by the Family Medicd Lease Act that is likely to require an
employe e @bsence from work for a prolonged period of time, generdly consicered to be in
excessof two weeks. If an employee hes had previousrandomabsences for the sme condition
that has caused excessive absences, or if the employee hes had a previous, but different,
prolonged medicd condition within the last twelve months, the County may make an
exception to the two week period. The intent of this policy is to allow oneemployee to
assistanother in caseof a prolonged medicd condition tret results inexhaustion ofal eaned
leave.

1. Esiblishment of a leave fban k dor use by unmamed employees is expressly
prohibited. Leare must bedonated on aone-to-onepersord basis.
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An employee may not diredly or indiredly intimidate, threaen, coerce or attempt to
intimidate, threaen, or coerce any other employee for the purposeof interfeing with any
right which such employee may have with resped to doreting, recaving, or using kave
under this program. Such adion by an employee shell be groundsfor disciplinary adion up
to and including dismisgl on the basis of persorel condtct. Individual leave records are
confidential and only individual employees may reved their doretion or recept of leave.
The employee doreting leave cannotrecave remurerdion for thedoretion of leave.

Theemployee mustbe a full-time pemanent employee Participation in this program stall
bebased on theemploye e fast compliance with leave rules.

Non-qualifying conditions: This policy will not ordinaiily apply to shat-term or spaadic
conditions orillnesses.

Donation Procedure;

By submissiorof aleave doration form, which may be obtained from the human resouces
office or foundonthe MUNIS self-service site, an employee may requestto dorete leave to
afellow employee

The leare doration form should include the doreting employe e 6name, the
redpientés name, the number of hous to be donated and spedfy whether sick or vacaion
hous are to be doreted. The form shouldaso be dated. Compensatoryhours may not
bedonated.

ThePrivagy Act makes medicd information confidential. When disclosinginformation on
aredpient, only a statement that the redpient (or family member) has a prolonged medicd
condition neadsto be nade. If the employee wishesto make the nedicd status public, the
employee may divulge that information at his or her own digretion.

Redpient Guidgines:

. A prospedive redpient may recave voluntary shared lease at such time as medicd evidence
is avail ableto suppat the reed for leave beyondtheemploye esdvail ableacawmulated leave.

Participation in this pogram is limited to 480 hots.
Theemployee mustexhaustall avail able leave before usingdoreted leave.

. Attheexpiration of themedicd condition,as determined by the CountyManager, any unugd
leavein theredpient&s dorated leave acount shall be treaed as follows:

a. Theredpientd vacdion and sick leave acmuntbalance shall not excead a combined
total of 40 hous.
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b. Anyadditional unusd doreted leave will be returned to the dona(s) on a pro rata
basis and credited to theleave acountsfrom which it was dorsted. Fradions ofone
hourshall not bereturned to an individual donar.

o

If a redpient separaes due toresignation, deah, or retirement from County employment,
participation in the program ends. Donated leave shall be returned to dona(s) on apro
rata basis.

DonorGuidelines:
1. Theminimumamount to bedoreted isfour hous.
2. Themaximum amount ofleare which will be alowed to bedorated byoneindividua is no
more than the amountof the individwal & annual rate. However, the amount domted is not

to reduce thedona Sdeave balances below one-half of theannual |leare acciual rate.

Leave AcoountingProcedures:

|

. All leave donated shall be credited to the redpientés sick leave acount. Voluntary shared
leave avail able in the redpientés sick leave acount will be charged acording to theSick

Leave Policy.

2. Leavetranderred under this program will be avail able for useon acurrent besis.

Section 16. Useof Acacumulated Annwal and Sick Leave and Continuation of
Benefits in Generd

Accumulated annual leave will be exhausied when an employee goes on leave without pay,
except when heis drawing Workmené Compensation payments. If an employee desires to go
on leave without pay for reasonsof persordl disability, he mustfirst exhaustacamulated sick
leave, except when heis drawing WorkmenG Compensation payments. A physician will furnish
on a prescribed form when the period of disability adually begins and ends. When on eave
without pay, an employee will not continueto ean leare orbe paid for holidays. However, the
employee will continue tdbedligible for merit increases, and beeligible to receve benefits under
the countyés groupinsurance policies through COBRA. An employee going on leave without
pay for ressonsof persoral or family disability will be reinstated to the same positionor one
of like classficaion, seniority and pay upon hisreturn to wak.

Secton 17. Milit ary Leave

Employees who are members of the National Guard or Armed Forces Reserve will be allowed
fifteen days military training leave, at adjustied pay, in oneyear Adjusted pay meansthat the
County will make up the difference between military pay and regular Countybasepay. Under
emergency conditions, theCounty Manager may grant additional days of emergency leave.
While on military leare, benefits and leave will accuue as thowgh onregular Countyduty.
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The County will abide by all provisions granted to service members by the Uniformed
Serwvices Employment and Reemployment Rights Act or its successa. The employee shall
providethe Countywith acopy of any orders requiring military service

If an employee is cdled to amed/uniformed sevices, rather than routine training, and hes
exhausied al paid leave, theemployee shall be eligible for additional military benefits.

Theseinclude:
- Hedth insurance premiums thesame as adive employees
- Dental insurance premiums thesame as adive employees
- Credit for thetime spent in military sewvice for annual leave acciua purposes
- Credit for thetime spent in military sewvice for retirement puposes
- Law enforcement 401(k) contribution with honeable discharge

Section 18. Civil Leave

Civil | eave may be granted when an employee is cdl ed for jury dutyor as awitness inany civil
or criminal legal procealing. The employee will receve leave with pay for such dutywithout
charge to acaumulated leave.

An employee may keep fees and travel allowances recaved for jury or withessduty inaddition
to regular compensation, except that employees must turn over to the Finance Directar any
witnessfees awarded for court appearances inconredion with dficial duties.

When an employe e d@bligation for jury or witnessduty endsduring thework day, theemployee
shouldreturn to wak as soones pradicd. While on civil leave, benefits and leave shall accuue
as though the employee has been at work.

Exception: An employee who is a principle in private liti gation shall not be entitled to civil
leave, but may take annual leave or leave without pay for necessary court appearances
with theapproval of the CountyManager.

Section 19. Funrerd Leave

An employee may usesick lease up to three (3) working days for funerd leave, in caseof deah
in the employe e inmediate family. Immediate family is defined as wife, hustkand, motter,
father, brother, sister, son,daughter, grandparents, grandchildren, including al half, step, andin-
law relationshipsderived from those liséd. In other cases where arelative is not covered by
the definition abowve, but where unuswal circumstnces warrant, the County Manager may grant
funerd leave. If additional leaveis necessary beyondthe three (3) days sick leare, then vacdion,
compensatory time, or leave without pay may be tken with theapproval of the CountyManager.
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In addition, funerd leave will be granted to attend thefunerd of afellow co-worker.
Temparary employees are not entitled tofunerd leave.

Secton 20. Educaional Leave

Onrecommendation of the department head, subpd to the approval of the County Manager, an
employee may be granted educational leave of absence without pay for a period notto exceel
twelve (12) months,or educaional leave with pay may begranted provided such arrangements
as nea to be made are agreedle to al parties if the education is necessary to the
employe & job requirements, subged to the approval of the CountyManager.

Reimbursement for educaional expenses diredly related to an employe & fbb may be @id
uponrecommendation bythe department head and CountyManager.

Section 21. AdverseWegher Policy

In the event of severe weaher conditions the County Manger, under the advice of the
Diredor of Emergency Management), or in his absence, the Chairman of the Board of County
Commissiorrs, has authaity to ater the regular busiress day in acordance with the
following guidelines.

Severe weaher should not cause County offices to be closed. Thoseemployees that can
make it to work are encouraged to do so; however if an employee feds it is unsafe to travel
and desires to take annual leave, compensatory time, or leave without pay during days of severe
wedher he may do so. Employees shouldstrive to consrve their leave days in an effort to be
best prepared for unforeseen circumstnces. The employee shall notify the depatment head of
his intention.

Department Heads should make every attempod establish and maintainminimum office

staffing duringtheseadverseweaher events so tht al offices carremain open. In the @ent that

no staffing will be available toopen andnaintain the office, the Department Head shall notify
Administration and shall be responsible for notifying the metlafice closureln these events,
employees in these departments may take annual leave, compensatory time, or leave without

pay.

Shouldconditions be so severe that County offices need to be officially closed, employees may
choose to use accrued vacation or compensatory time in order to remain in a paid status. In no
event will administrative leave be paid for time not worked due taimosf County offices.

This again is a reason why employees should conserve enough leave days to cover unforeseen
circumstances.

Exclusions from the adverse weaher policy: All law enforcement and emergency sewices
personrel are spedficdly excluded from this policy. Work hous will continueto be set at the
discretion of therespedive department head or supervisor.
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Any employee who has arealy scheduled vacaion time, or who was alrealy outsick or using
comp timeshall not be allowed to claiteave without pay

Maintenance and other departmental personrel necessary for snowremoval operaionsor criticd
functions will work such hou's as reeded.

Section 22.

Worke s @mpensation Leave

All work related injuries mustbereported to theimmediate sugivisor within 24 (twenty- four)

hous.

The Human Resouces office has incident reporting forms to use which ask for

information necessary to report a clam. Falure to report an injury within 48 (forty- eight)
hous may result in disciplinary adion, up to and including dismissl. The completed claim
form must be forwarded to the Human Resouces Manager as soonas it is recaved bythe
supelvisor. Serious injuies must beeported immediately.

An employee absent from duty because of sickness or disability covered by the North
CarolinaWorke s @mpensation Act may recave Worke s @ompensation benefits.

1.

2.

3.

Payment of the first seven days of disability as sick time for regular wages, as
accued.

From day 8 until return to work or suitable modified light duty with in medicd
restrictions pyment of 66 2/3 %of pre-injury wage.

Department diredors and slenf & d&fice will be mandated to dfer suitable
modified light duty wak within medicd restrictions and assist offering these
positionson an interdepartmental basisas approved by theCounty Manager.
Employees are not dligible to take sick leare time while recaving workers
compensation benefits.

An employee who is absent due to a worke s dompensation injury beyond
three days will alsobeplaced on Family and Medicd Leavefor upto thealowed
twelve weeks. If an injury requires an employe e @bsence for mae than 12
(twelve) weeks and the employee has exhausted all paid lgaeeCounty stall
terminate the employe e Gounty maid hedth insurance and offer the employee
the option of continuing hedth insurance coverage through COBRA, which
will be at theemploye e épense.

Uponreinstatement, an employe e €alary will becompued onthebasisof thelast salary eaned
plus any increment or other salary increase to which the employee would have been entitled
during the disability covered byworke 15 dmpensation.
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CHAPTER 11. EMPLOYEE BENEFITS

Section 1. Group Life and Acddenta Dedh and Dismembement Insuance

The County povides group life insuance to al pemanent full-time employees which is
effedive on thefirst of the monthfollowing onefull cdendar monthof full-time employment.

Section 2. Hospilli zation and Medicd Benefits

The County povides to all pemanent full-time employees a group hedth plan with Insuance
Companies. Coveragye is effedive on thefirst of the monthfollowing onefull cadendar month
of employment. The County pays the full cost of the monthly premium for permanent full-
time employees. Employees pay the costfor dependent insurance coverage.

Upon temination of employment, employees are eligible for continued coverage under
COBRA (Consolicated OmnibusBudget Rewncili ation Act). COBRA notificaions will be
mail ed to an employee upon gparaion from theinsurance administator.

An employee who has had at least 30 years of service with the County withno consiceraion of
age, shall be entitled to continued coverage under the Countyé hedth insurance plan in effea
for adive Countyemployees untileligible for Medicare A spouse whas currently been onthe
plan for aminimum of 5 yeass is €eligible for dependent coverage until €ligible for Medicare as
long astheretiree is covered under the plan. The premium for spousl coverage will beequal to
an adive employe e @stfor regular spousl coverage. If theretiree shouldteminate coverage
for any reasonother than deah prior to Medicare dligibility, the spoug $coverage would also
terminate. In the event of the deah of theretiree before the spouse wouldbecomedigible for
Medicare the spouse wilbe€ligible to continuecoverage under COBRA at the current COBRA
rate for a period of up to 36 monthsor until eligible for Medicare In no event will theretiree
or spouséedligible for hedth insurance when Medicare eligibility is ob&ined.

Section 3. Dental Insuance

The County povides to al pemanent full-time employees dental insurance through Insurance
Companies that is effedive the first of the month following one full cdendar month of
employment. The County pays for the cost of employee insurance Dependent coverage is
avail able through payroll deductions. See the Hunan Resouces Department for information.

Section 4. Other Insuance

The County may provide additional group insurance benefits which will be avail able for the
employees to choosefrom. Theseoptioral, employeepaid benefits may include suppémental
lifeinsurance shat-term and/orlong-term disability insurance, dependent life insurance, cancer
insurance, acddent insurance, long-term care insurance flexible spending plan, and other
types of coveragge that may be avail able during any given year. There is norequirement that the
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County mustprovide any or al of these types of coverage, but the County may opt to offer
these as a courtesy and added benefit to its employees.

Section 5. Retirement

1. Socia Seaurity - As required by the Federd Govemment, employees contribute a set
percentage of their salary to the Federd Social Seaurity Program. The County netches
this amount.

2. Retirement System - Permanent employees working a minimum of twenty (20) hous per
week will beenrolled in the Locd Govemment Employees Betirement System (qualifying
law enforcement officerswill beenrolledin theN. C. Law Enforcement Officers Retirement
System). Theemploye e @ntribution,through payroll deduction, is 6% of grosssalaty.
This contribution is not subged to state or federd taxes. The Countycontributes avariable
percentage that is set by the Retirement System.

3. Deah Benefit - After one yea of employment, members of the Retirement System
autometicdly are eigible for a deah benefit equal to theemploye e @reviousye asrsary,
which isan amount ketween no kss than $25,000and no maee than $50,000.

4. Separae Insuance Benefits for Law Enforcement Officers - If a law enforcement dfficer
is killed in theline of duly, benefits are paid from a sparae insuance plan handled by the
Retirement System.

Section 6. Unemployment Comjpensation

County employees who are lad off or dismised from County ®rvice may apply for
unemployment compensation through the lacd office of the Emplgment Seaurity Commission
(ESCO). Eligibility for unemployment compensation will be determined by theESC.

Section 7. Law Enforcement Spedal Separaion Allowance

Cherokee County provides for a speda separdion alowance for law enforcement officers, as
prescribed by G.S. 12821 (11b) and 143166.2 and subgd to the following conditions (1) the
officer shell have completed 30 or more yearss of creditable service or have attained 55 yeass of
age and complete five or more yeas of creditable service and (2) nat have attained 62 yeas
of age; (3) have completed at least five yeas of continuots service as alaw enforcement officer
immediately preceling a sewice retirement, as defined by G.S. 143166.41a)3) and 143
166.41b); and (4) the law enforcement officer, after separdion from employment with the
County, notifies the Counly of any new employment, including the nature and extent of the
employment, or any other change of employment status within five (5) days of the new
employment or employment change.
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The Counly shell ceae payment of speda separdion alowance benefits to any retired law
enforcement officer receving benefits upan any of the following: (1) the redpienté deah; (2) the
last day of the month during which the redpient attains 62 yea of age; or (3) the redpients first
day of employment as asworn law enforcement officer with any subgquent federd, state, or locd
govemmental employer, provided that the retir esesGb&quent employer patticipates in a
govemment-sponsoed retirement system, including without limitation any of the following: (a)
North Carolina State Teadersd and State Employeesd Retirement System; (b) North Carolina
Locd Govemment Employeesd Retirement System; (c) Federd Employeesd Retirement System;
(d) Civil Sewvice Retirement System; or (e) any other state or locd govemmental retirement system
outsice the State of North Carolina.

The sole exception to this policy shell be if the redpient returns to work for Cherokee County as
a part-time, temparary law enforcement officer at the houly pay rate established in the part-time
pay and classficaion system.

After tetmination of spedal separdion allowance payments under this policy, such benefits shall
nat reiniti ate upan a change in circumsances of the retired employee
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CHAPTER 12. TRAVEL AND TRANSPORTATION EXPENSES

Section 1. Policy

It is thepolicy of the County toreimburseits employees, eleded officials, and appoinked dfficials
for travel and transpatation expenses diredly related to official busiress of the county. All

travel costswill be paid diredly to theindividua incurring the expenses and may not be bill ed
to the County withoutprior approval of the department head or County Manager.

Section 2. Useof CountyOwned Vehicles

A County car, when avail able, shouldbe used instead of a private car. The department head
mustautharize reservationsfor a Countyvehicle.

County-owned cars shall be used for official County busiress. It shall be unlawful for any
officer, agent oremployee of the Countyto usevehicles for any private purpose.

Driversshell observedl locd and state ordinances pertaining tothe operaion of motor \ehicles.
Any fines imposed for any violation that was under the control of the driver shall be the
responsibilityof thedriver.

Hitchhikers are not pemitted to ride in County owred vehicles. Non-County employees may
acompany County employees in County cars when they have a busiressinterest in the travel
and if they are covered by WorkmenG Compensation by their employer. Clients of the
Hedth Department and Social Services are covered as mandated by State rogram requirements
for sewice delivery. Due to insurance limitations and regulations, no otler passengers are
pemitted.

At theemploye e destination, Countycars may be used prudently for necessary travel to obtin
meds, etc.

Section 3. Travel Reimbursement

1. Employeesandofficias traveling onareimbursable basisfor the Countywill keep anacarate
record of their expenses. Expensereports detailing times of departure and return, the daily
per diem being charged to the County for meds, and any other County-busiress related
expenses such as parking and mileage (witnessed by recepts, mileage logs, etc.) mustbe
signed by the employee approved by the department head, and submited to the Finance
Office within30days of theemploye e@turn. Meds will bereimbursed per diem acaording
to the schedule heranafter set forth in item 3. TheCountywill not reimburse any amount
over $46.00 per day. Tips for meals are included in the meal allowance. An employee may
be reimbursed, if requested, for breakfast even if their lodging establishment offers a free
continental breakfast.
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2. Reimbursement will be in acmrdance with state reimbursement guidelines, which may
be adjusid at any time by adion of the Cherokee CountyBoard of Commissiorers.

3. A) Meals During Overnight Travel
Employees may be reimbursed for meals, including lunches, while on official dmsitess
when the employee is in overnight travel status (when overnight lodging is required). The
destination must be | ocated at |l east 50 mil
station (vicinity) or home whichever is less to receive approvenhursement.
(Reimbursement for meals while in overnight travel status is not subject to payroll taxes
per IRS regulations and will be paid through accounts payable.)

B) Overnight Travel: Meals For Partial Days of Departure and Return
Employees may besimbursed for meals for partial days of travel when in overnight travel
status and the partial day is the day of departure or the day of return. The following applies

1 Breakfast: depart duty station prior to 6:00 a.m. and extend the workday by 2 hours.

1 Lunch: depart duty station prior Noon (day of departure) or return to duty station after
2:00 p.m. (day of return).

91 Dinner: depart duty station prior to 5:00 p.m. (day of departure) or return to duty
station after 8:00 p.m. (day of return) and exterdvtorkday by 3 hours.

1 The travel must involve a travel destination located at least 50 miles from the
empl oyeebs regularly assigned duty stati.

1 Reimbursement for meals while in overnight travel status is nosubject to
payroll taxes per IRS regulations and will be paid through accounts payable.

C) Meals During Daily Travel (not requiring overnight lodging)
Allowances cannot be paid to employees for lunches if travel does not involve an overnight
stay; howeveremployees can be eligible for allowances for the breakfast and evening meals

when the following applies:

1 Breakfast (morning): depart duty station prior to 6:00 a.m. and extend the workday
by 2 hours.

91 Dinner (evening): return to duty station after 8. and extend the workday by 3
hours.
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1 The travel must involve a travel destination located at least 50 miles from the

empl oyeebdbs regularly assigned duty stati.
1 Reimbursement for meals not requiring overnight lodjing is subject to payroll
taxes per IRS regulations and will be paid through payroll.
D) Meals for Required Employee Attendance
Empl oyees may be reimbursed for meal s, I nc

requires his attendance at a meeting in fiisial capacity and the meal is preplanned as part
of the meeting. Such migegs must include persons other than the employees of Cherokee

County.(Reimbursement for meals not requiring overnight lodging is subject to payroll
taxes per IRS regulations ad will be paid through payroll).

4. Employees may usetheir persordl vehicles for out of Countytravel with prior  approval
of their depatment heal if there is no Countyvehicle avail able for use.

5. The Per Diem ratpaid/reimbursed for meds shall beas follows:

Brefast $11.0C
Lunch $ 14.0C
Dinner $ 21.0C
Tota $ 46.0C

Receaptswill notberequired for the ned per Diem allowance Employeesandofficias traveling
out-of-County onCounty busiess may request a travel advance If an expensereport has not
been turned in to the Finance Office within the 30-day period, the amount ofthe advance will

be gamished from theemploye e @ages.

Section 4. Lodgin

Lodging will be reimbursed at the rate established for the conference or meding which the
employee is attending. If there is a choice of acoommodition, pleasechoose the one witlthe
lowest rate. Sometimes reservations must be made eaty in order to get the lowest rate.
When not at a conference or meding which includes acommoditions,employees should sty at
achan motl.

Section 5. Training Time

Required attendance at training sessionsworkshops and other medings, whether before duing
or after theemploye esi@gular work schedule, is consicered work time.

Voluntary attendance at training sessions,workshops,and other medings is not work time.
Attendance is voluntary only if theemployee is notled to believe that his working conditions or
continued employment would beadversely affeded bynon-attendance
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Section 6. Travel Time

Travel time is subged to the Far Labor Standards Act and will be consicered work time. This
does not include time spent traveling to and from the employe e bomeand his locd office
Travel time includes time spent traveling to training sessions,workshops, redings, seminars,
etc. and any travel time, which is part of an employe e @aily responsibilites sich as Building
Inspedors, Sanitarians,and Tax ASSessas.

Section 7. Wagel Compensation while Traveling

When travel occurs during regularly scheduled work days [Normally Monday 1 Friday] payment
will be made based onthe normal rate of pay. If travel or conferencelworkshop @curs on any
county observed Holiday. Holiday pay will be given. If required travel time plus aduad
training/conference time causes theemployee to exceal the namal 40- hourworkweek, overtime
or compensatory time will be given.

All employees are urged to campool and share roomswhen feasible to control training costs.
Compensatory time is encouraged inskeal of overtime pay when pradical.
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CHAPTER 13. PERSONNEL RECORDS

Section 1. Personrel Remords

The County Manager or his designated agent will retain personrel records of al disciplinary
adion. Only information in these records will be consiceral as the officia employee record
of disciplinary adion. Personré records are open for inspedion in acardance with prevalent
laws and regulations.

Section 2. Personrel Action

The CountyManager or his designated representative will prescribe necessary formsandreports
for al personrel adions.

Section 3. Destruction of Reoords Regulated

No public official may destroy, sell, loan or otherwise disposeof any public record, except
in acordance with G. S. 121-5, without the consent of the State Department of Cultural
Resouces. Whoever unlawfully remowves a public record from the office where it is uswaly
kept, or whoever dters, defaces, mutilates or destroys it will be guilty of a misemeanor and
uponconviction will be fined theamount govided in G.S. 1322.
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CHAPTER 14. IMPLEMENTATION OF POLICY

Section 1. Conflicting Policies Repealed

All policies, ordinances or resolutions that conflict with the provisions of these policies and
procedures herewith are hereby repealed. However, certain policies pertaining to competitive
service personnel will be in effect if there is a conflict with these policies.

Section 2. Separability

If any provision of these policies and procedures are held invalid, the remainder of this policy
and the application of such remaining provisions of this policy, other than those held invalid,
will not be affected.

Section 3. Violation of Policy Provisions

Any employee violating any of the provisions of these policies shall be subject to suspension
and/or dismissal, in addition to any civil or criminal penalty, which may be imposed for the
violation.

Section 4. Equality

All policies and provisions in this manual will be enforced on an equal and fair level. No
employee will be less or more subject to the provisions of these policies due to “connections”,
“status”, or “level of responsibility”. All employees are expected to adhere to the policies
and procedures set forth herewith, without exception subject to disciplinary action up to and
including suspension and/or dismissal for violations.

Section 5. Amendments

Amendments to these personnel policies and procedures shall be recommended by the
County Manager and approved by the Board of County Commissioners.

Section 6. Adoption

Adopted this the 5" day of January, 2015. A
'
C)J /Z’

Chairman




GRADE

APPENDIX A

CHEROKEE COUNTY

CLASSIFICATION AND PAY PLAN

Effective July 1, 2021

FLSA
POSITION TITLE STATUS

MIN

MARKET

MAX

55

Community Social Services
Assistant

Convenience Site Attendant
General Maintenance Worker
Kitchen Aide

Sanitation Assistant

25907

32075

38243

56

Custodian
Transit Operator

26943

33358

39773

57

Office Assistant Ill
Processing Assistant Ill

28020

34692

41363

58

Maintenance Worker
Medical Lab Assistant IlI
Scale House Operator
Transit Dispatcher

29141

36079

43017

59

Chaplain

Office Assistant IV

Park Maintenance Worker
Processing Assistant IV
Program Assistant IV
Recycling Processor

30306

37522

44738

60

Administrative Specialist

Deputy Register of Deeds
EMT-Basic

Museum Director

Senior Park Maintenance Worker
Solid Waste Enforcement Officer
Telecommunicator Trainee
Transit Specialist

31519

39024

46528

61

Detention Officer Trainee

Income Maintenance Caseworker | W/A IMC |
Nutrition Program Supervisor

Senior AdministrativeSpecialist

Tax Collection Specialist

Telecommunicator

32780

40585

48389

62

Administrative Assistant
Custodial Services Supervisor
Detention Officer

Bus/Per Propertdppraiser Trainee
Detention Officer

EMT-Advanced

Medical Lab Technician |

Permit Technician

34091

42208

50325

63

Assistant Register of Deeds
Income Maintenance Caseworker |
Addressing Spec/Sign Installer

35455

43897

52339

68

Min Hrly
Rate

12.4553

12.9534

13.4712

14.0101

14.5702

15.1534

15.7596

16.3899

17.0457



Park Maintenance Supervisor
Personal Property Appraiser
Senior Administrative Assistant
Senior Administrative Assistant
Senior Citizen Program Manager
Social Worker Trainee

Transit Coordinator

Victim Services Administrator

64

Business Personal Property
Appraiser

Deputy Sheriff Trainee
Detention Corporal

Elections Specialist

Evidence Technician

Real Property Appraiser Trainee
Senior Tax Collection Specialist
Social Worker |

Solid Waste Equipment Operator
Telecommunications Shift
Supervisor

Veterans Service Officer

36874

45654

54433

65

Administrative Assistant Il

Building Code Inspector Trainee
Child Support Agent I

Community Employment Case Manager
(CECM)

Deputy Sheriff

Detention Sergeant

Facilities Maintenance Technician
Finance Processing Specialist
Human Resources Specialist
Income Maintenance Caseworker |
Income Maintenanchkvestigator I
Land Records Specialist
Paramedic

38349

47480

56611

66

Building Code Insp |
Environmental Health Intern
EMS Lieutenant

Heavy Equipment Mechanic
Landfill Operations Manager
Nutritionist 11

Real Property Appraiser

Solid Waste Operations Manager

39883

49379

58875

67

Addressing & Emer. Mgt. Specialis
Building Code Inspetor Il

Child Support Supervisor |

Deputy Sheriff Investigator

EMS Training Officer

Income Maintenance Supervisor I
Public Health Educator Il

Resource Conservationist

Senior Facilitiesvlaintenance Technician

41478

51354

61230

68

Administrative Assistant Ill

Building Code Inspector IlI

Child Support Supervisor Il

Clerk to the Board of County Commissioners
Deputy Sheriff Sergeant

43137

53408

63679

69

17.7279

18.4370

19.1745

19.9413

20.7389



Detention Captain
EMS Captain
Environmental Health Specialist

Fire and Building Code Inspector/Fire Marsha

GIS Analyst

Medical Lab Technologist |
Senior Real Property Appraiser
Social Worker Il

Technology Support Analyst
Veterans Service Direcor

69

Assistant to EMS Manager
Parks and Recreation Manager
Income Maintenance Supervisor I

44862

55544

66225

70

Elections Director

Environmental Health Program Coordinator

Social Worker Il
Tax Collection Supervisor

46657

57766

68874

71

Deputy Sheriff Lieutenant

GIS Administrator

PHN I

Purchasing Officer/Accountant
Senior Services Director
Social Worker I, A& T

Social Worker I, A& T Lead
Worker

48523

60076

71629

72

Building Codes Administrator
Deputy Sheriff Captain
Emergency Management
Coordinator

Human Resources Generalist
Register of Deeds
Telecommunications Manager
Transit Director

50463

62478

74493

73

Assistant TaXAdministrator
Business Officer |

Parks and Facilities Maintenance
Director

PHN I

mmj|m mm

m m

52481

64977

77472

74

Detention Administrator
PHN III

Social Work Supervisor I
Systems Administrator
Tourism Director

m

m

m

54580

67576

80571

75

Public Health Nursing Supervisor |
Social Work Program Manager

56763

70278

83793

76

Chief Deputy Sheriff

EMS Manager

Human Resources Director

Solid Waste Management Director

59047

72610

86174

77

IT Director
Public Health Nursing Supervisor |

mim m m mj|m

61395

76013

90630

78

63851

79054

94256

79

Assistant County Manager
Emergency Services Director
Tax Administrator

m m mjim

66404

82215

98025

80

69061

85504

101947

81

71823

88924

106025

70

21.5683

22.4313

23.3284

24.2611

25.2313

26.2404

27.2899

28.3879

29.5168
30.6976
31.9250

33.2024
34.5303



82 Sheriff 74696 92481 110265
83 77684 96181 114677
84 DSS Director 80791 100027 119263
Finance Director
Public Health Director
85 84023 104029 124034
86 87384 108190 128996
87 County Manager 90880 112518 134156
DSS Attorney
88 94515 117019 139522
89 98296 121700 145103
90 102228 126568 150908
91 Physician Il 106317 131631 156944
92 110569 136895 163221

71
35.9115

37.3481
38.8418

40.3957
42.0115
43.6923

45.4399
47.2577
49.1481
51.1139
53.1582

E = Exempt from the wage and hour provisions of the Fair Labor Standards Act (FLSA)






